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The purpose of this document is to explain the requirements imposed by the Print & Enclo-
sing service on its Customers and their suppliers with regard to inserts delivered directly to 
production at Strålfors.

The document is regularly updated and it is the Customer’s responsibility to have the 
current version. The most recent version can always be downloaded directly as a PDF 
file from Strålfors’s website at the address: www.Strålfors.no/vilkar

The	overall	aim	of	these	Instructions	Inserts	is	to	enable	Strålfors	to	achieve	optimal	effi-
ciency and quality in its dealings with productions for the Customers. A prerequisite for this 
is that Strålfors must enjoy a good partnership with the suppliers used by the Customer.

Inserts	 that	do	not	meet	 the	 requirements	specified	 in	 this	document	may	 result	 in	extra	
charges to the Customer for any additional work required. The consequence might also be 
that the inserts can’t be used. 

1. Requirements for inserts delivered directly to Strålfors from the Customer  
 or the Customer’s supplier
Below is a breakdown of the basic requirements for inserts delivered to Strålfors from a supplier chosen by 
the Customer.
The information and requirements cover input material, goods and delivery. If you require more detailed infor-
mation, please contact Strålfors Customer Support.

1.2 Definition of input material – insert
An	“insert”	is	defined	as	a	paper-based	graphic	product	such	as	a	flyer,	information	sheet,	folder,	brochure,	
etc., that will be inserted into an envelope by Strålfors and form part of an enclosed and addressed mail item 
that the Customer has ordered from Strålfors.

1.3 Inserts which are delivered already prepared to Strålfors by 
  Customer/supplier
When Customers have chosen to produce inserts graphically themselves and deliver these to Strålfors, the 
Customer takes full responsibility for ensuring that the product can be used in Strålfors’s production. In other 
words,	it	is	the	Customer’s	responsibility	to	ensure	that	a	sufficient	number/edition,	of	the	right	quality,	is	avail-
able so that Strålfors is able to complete its assignment for the Customer within the agreed time plan. 
The Customer is responsible for ensuring that the supplier used by the Customer is given access to, and is 
familiar	with,	all	the	technical	details	recommended	by	Strålfors	in	this	requirement	specification.
All inserts graphically produced by the Customer must be approved by Strålfors before an incoming delivery 
will be accepted.

1.4 Impressions
Inserts that Customers have chosen to produce graphically themselves and deliver in a to Strålfors must be 
supplied with a surplus quantity (more than the volume to be enclosed in order to cover any losses during set-
ting etc.) as shown below:

Procedure
impressions where qty. < 10,000  +10% 
impressions where qty. 10,000–20,000  + 5% 
impressions where qty. 20,000–200,000  + 3% 
impressions where qty. > 200,000  + 2%

NOTE!
In the case of larger volumes of inserts which Customers themselves acquire and which are to be used over an extended 
period of time (more than one month), Strålfors will not accept the entire volume in a single delivery. Instead, these will be 
delivered in instalments based on a call-off pattern agreed between the parties.
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1.5 Storage and scrapping of left-over inserts
Unless	the	Customer	has	notified	Customer	Support	otherwise,	Strålfors	is	entitled	to	scrap	left-over	Customer	
inserts	at	the	earliest	one	week	after	production	of	the	last	file.
For inserts used over an extended period of time, a stock holding agreement may be drawn up with Strålfors 
Customer Support for a fee in accordance with Strålfors’s price appendix for Logistic and Service fees.

1.6 Approval of inserts produced by the Customer
For inserts that Customers have chosen to produce themselves, a “dummy” (sample) must always be sent to 
Customer	Support	before	the	first	production.	The	purpose	of	this	is	to	approve	the	insert	for	use	in	Strålfors’s	
production.
In cases where Strålfors’s Customer Support considers a dummy inadequate for determining whether or not 
the insert can be satisfactorily placed in an envelope, a test impression of at least 300 copies must be sent 
to Strålfors. Unprinted copies of the correct paper quality and grammage, folded correctly and with the right 
binding	according	to	the	design	of	the	final	impression,	are	acceptable	as	a	test	impression.
When an insert has been approved once, it is not necessary to send a fresh dummy on each subsequent  
occasion on which the insert is to be produced, if the technical conditions are identical.
In cases where Strålfors requires a test impression, this should be sent to:

Address
Strålfors AS
FAO: Your Customer contact
Haraldrudveien 11
NO-0581 Oslo
NORWAY                               

Label	the	goods:	“Inserts for quality approval”   

Strålfors reserves the right to immediately return any inserts that may have been delivered to Strålfors without 
first	having	been	approved.

1.7 Article numbers of approved inserts
Strålfors	has	an	article	number	for	each	insert	used.	Strålfors	Customer	Support	sends	confirmation	by	e-mail	
to the Customer that the insert has been accepted, together with details about how to label the material. For 
further information see section 3.3. 

NOTE	–	If	notification	of	the	insert	is	not	given	in	accordance	with	Strålfors’s	requirements,	Strålfors	will	not	
accept the goods. Instead, they will be returned to the sender, who will bear the freight charges. 

If	there	is	insufficient	time	to	return	incorrect	goods,	all	time	for	additional	administration,	relabelling	or	other	
time spent will be charged in accordance with the price appendix for Logistic and Service fees.
The article number must be printed on all inserts. This is used during processing to identify the product when 
it is being inserted into envelopes, and is important in enabling us to distinguish one variant from another. This 
is particularly important for inserts that will be used over an extended period of time.
The article number and designation are inserted in a small font where this seems natural, usually on the  
reverse	following	all	other	printed	information	such	as	the	agency,	printing	office,	prod.	date,	quantity,	etc.	We	
would like our item number always to appear last where other information has also been printed.

1.8 Contact details for Strålfors Customer Support

Strålfors	Information	Logistics Haraldrudveien 11  
NO-0581 Oslo NORWAY 

+47 23 25 85 00 kundesupport@stralfors.no
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2. Material	specification	for	graphic	printed	matter	
The production times and prices offered by Strålfors to its Customers for carrying out graphic production servi-
ces are based on an optimally performing production process. Please note therefore the sections below.

2.2 Instructions regarding printing ink
Strålfors prefers to use UV inks in the production of inserts which will be inserted into envelopes as enclosures. 
If traditional printing ink is nevertheless used, this will require the ink and paper of the printed matter to have 
really	dried	out	sufficiently.	Ink	that	is	not	dry,	or	has	not	been	entirely	absorbed	into	the	paper,	causes	additio-
nal cleaning of the machine and machine breakdowns.
If the above is not complied with, Strålfors cannot guarantee there will be no problems during production.  
In such cases, all additional costs will be charged to the Customer.

2.3 Use of varnish
The only types of varnish that can be used on inserts that will be placed in envelopes are machine varnish 
or so-called lac varnish. This is a very thin type of varnish that is normally only used to accelerate the drying 
process	after	printing,	so	that	the	book-binding	work/finishing	work	on	the	printed	matter	can	be	started	more	
rapidly.

2.4 Choice of paper
Inserts to be placed in envelopes must be produced on uncoated or matt coated paper. Coated silk paper 
can work, but is a less safe choice.

Coated quality glazed or gloss paper is not accepted.

Coated silk quality paper must be avoided for inserts with a high colour coverage on the outer pages. A high 
colour coverage makes the surface very smooth, similar to a coated glazed/gloss quality paper, which does 
not work in the enveloping machines.

Strålfors recommends the following paper qualities:

Ubestrøket Supplier Medium coated Supplier
Amber Graphic Arctic Paper Arctic Volume Arctic Paper
Munken Polar Arctic Paper Papyrus
Edixion MAP Antalis
Maxi Offset IGEPA
Scandia 2000 MAP Antalis
MultiFine Papyrus

Coated Matt Supplier Coated Silk Supplier
ProfiMatt IGEPA ProfiSilk	 IGEPA
Arctic Matt Arctic Paper Arctic Silk Arctic Paper
Royal Roto Matt IGEPA (for rullproduksjon) Royal Roto Silk IGEPA (for rullproduksjon)

ClaroSilk MAP Antalis

Doubtful? – Don’t hesitate to consult Strålfors Customer Service.
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2.5 Grammage
Strålfors recommends the use of paper with a grammage exceeding 115 g.
The thickness of an insert should not exceed 1.7 mm. Thicknesses above 1.7 mm must be approved by Strålfors.
The following grammages are recommended by Strålfors for inserts:

Format Product Pages Surface	weight
A6 S-E65 Sheet/Flyer 2 115 – 170 g
A6 S-E65 Folder 4 – 6 100 – 130 g
A6 S-E65 Brochure 8 – 12  90 – 115 g

A5 Sheet/Flyer 2
Coated 150–170 g

Uncoated 115–170 g
A5 Folder 4 – 6 115 – 150 g
A5 Brochure 8 – 12   90 – 130 g
A4 Sheet 2 115 – 170 g
A4 Folder 4 – 6 115 – 170 g
A4 Brochure 8 – 12 115 – 150 g

If there is a requirement to use paper of lower grammage than the one recommended above, this must be 
approved by Customer Service/Production Manager at Strålfors.

2.6 Minimum and maximum formats for attachments in  
  conjunctionwith enveloping

Insertion into C5 envelope
Insert size is max. 210 mm x 150 mm and min. 146 mm x 75 mm.
Formats outside these limits must be tested before production. 

Insertion into C4 envelope
Insert size is max. 210 mm x 297 mm and min. 210 mm x 148 mm.

Formats outside these limits must be tested before production.

2.7 Finishing

2.7.1 Cutting to final formatt 
It is vitally important to ensure that an insert that has been produced is trimmed correctly. Deviations in format 
must not exceed 0.5 mm. The blades used must be sharp to avoid an uneven and frayed cut.

2.7.2 Folding to final format
A folder must be single-folded or roll-folded (not Z-folded) so that the gripper and feeder on the enveloping 
machine can function properly.
Folders or brochures must be folded correctly, which means that the spine of the printed matter must be 
straight and the outer pages are at a parallel angle. If this is not the case, problems occur as the grippers are 
unable to draw the insert straight into the envelope.
An insert with a grammage of 170 g or more must always be scored before folding.

2.7.3 Binding
For optimal production, inserts should be bound with glue along the spine. Inserts of 8 pages or more may be 
stapled.	The	wire	must	have	a	max.	diameter	of	0.45	mm	and	must	lie	flush	to	the	paper.
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3. Delivery	and	labelling	of	goods	to	Strålfors
To guarantee quality, we have a number of requirements with regard to the labelling, packaging and delivery 
of goods.
Incorrect	packaging	or	deficient	labelling	can	lead	to	errors,	such	as	the	wrong	insert	being	used.	It	is	therefore	
important for manufacturers of inserts to follow our procedures and rules carefully.

3.1 Loading of goods
Goods to Strålfors must be loaded as follows:
•	 Standard EUR pallets, format 1200 x 800 mm.
•	 Maximum pallet height is 145 cm, including pallet.
•	 Maximum pallet weight per pallet is 700 kg.
•	 Goods must be packed/stabilised so that no goods protrude 

beyond the dimensions of the pallet (1200 x 800 mm). 
 

Photo examples of correctly loaded goods: Stabilised using fillers (50–100 mm), preferably of masonite (less weight) 
or chipboard. Enclosed in plastic on the pallet or packed in well containers on EUR pallets.

3.2 Inserts to Strålfors

Inserts with an impression of fewer than 10,000 copies
•	 Smaller impressions requiring 1–2 cartons can be sent to Strålfors as a business parcel (bedriftspakke). 

NOTE: Only one item number per carton.
•	 Impressions requiring 3 or more cartons must be packaged in cardboard and delivered on EUR pallets, 

which must be enclosed in plastic.
•	 The inserts must be packed to provide support, i.e. turned by 180 degrees so the spine provides support 

and	“faces	the	same	way”	so	the	inserts	remain	flat	and	do	not	become	curled.

Inserts with an impression exceeding 10,000 copies
•	 Must	be	stabilised	on	EUR	pallets,	enclosed	in	plastic	or	in	a	well	container,	and	with	fillers	(max.	50–100	

mm) of masonite (or other equivalent material) between each layer.
•	 Inserts stabilised on pallets must be packed to provide support, i.e. turned by 180 degrees so the spine 

provides	support	and	“faces	the	same	way”	so	the	inserts	remain	flat	and	do	not	become	curled.	The	in-
serts must be bundled using a paper wrap-around cover/strip.

Accepted bundle of inserts with paper wrap-around cover. 
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Examples of correct and incorrect stacking of inserts of uneven thickness.

Example of incorrectly stabilised and packed inserts.

CORRECT INCORRECT

1. Incorrectly stabilised, with air gap. This 
“breaks” and “curls” the printed matter.

2.	The	filler	consists	only	of	thin	sheets	of	card-
board, which does not provide the stability 
required	to	keep	the	inserts	flat

3. The consequence of this incorrect packing is that the inserts cannot be run through modern  
enveloping machines.
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3.3 Labelling of goods
Each	carton	and	EUR	pallet	sent	to	Strålfors	must	be	clearly	marked	with	an	affixed	goods	label.	

Contents of label
Pallet–box–roll–other. All item units require the same label in that it contains the minimum information noted 
under “Required”.

Required Desirable
Order no.
Item no.
Quantity Customer name
Supplier Supplier tel. no.
Production date Delivery date
Designation of item

3.4 Times and delivery addresses for goods reception
The goods must be delivered by no later than three days before the start of production. Only in exceptional ca-
ses, such as in the case of express delivery, can delivery take place at other times of the day. Any requirement 
for	delivery	as	express	goods	must	be	notified	to	Strålfors	as	early	as	possible.

The	following	delivery	address	and	telephone	number	are	to	be	used:
Strålfors AS
Haraldrudveien 11
NO-0581 Oslo
NORWAY
Delivery between: 7.00 a.m. and 12.00 noon
Telephone	number	for	notification	of	delivery:	+47	46	409	720

3.5 Incorrect goods
In the event of goods arriving at Strålfors incorrectly loaded or labelled, the goods will be returned to the Custo-
mer, who will bear the freight charges.
If	there	is	insufficient	time	to	return	incorrect	goods,	all	time	for	additional	administration	in	terms	of	repacka-
ging, relabelling or other necessary time spent will be charged to the sender at an hourly rate in accordance 
with the price appendix for Logistic and Service fees.
Incorrect or faulty EUR pallets (which are unusable, or which cannot be accepted for exchange in the “pallet 
pool”) will be charged per pallet in accordance with the price appendix for Logistic and Service fees.
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4. Supplier invoices 
NOTE: If there are discrepancies between the invoice from the supplier to Strålfors and the purchase order 
received from Strålfors, Strålfors will require the supplier to contact the purchaser responsible before the 
invoice is sent. This is done in order to correct any discrepancies or additional costs, and then to obtain the 
purchaser’s approval of this change.
Once	Purchasing	has	approved	the	change,	the	purchase	value	will	be	updated	on	Strålfors’s	finance	system	
so that the invoice can be matched against the order once it arrives. If the supplier does not correct an invoice 
that differs from a purchase order received, this may entail considerable costs and administration to Strålfors. 
For this reason, Strålfors does not accept these incorrect invoices. Instead, once they have been checked 
with the supplier, they are returned in the post to the supplier for correction. Thus no further administration or 
payment of the invoice takes place until it has been corrected and accepted by the purchaser responsible and 
thus tallies with the purchase order registered by Strålfors.
A corrected and accepted invoice must be sent to the address indicated below (or sent by email):

Strålfors AS  
Postboks 253 Alnabru 
0614 OSLO 
NORWAY

OPTOfaktura@stralfors.no

Supplier invoices must include the following mandatory information so that Strålfors is able to accept and ad-
minister invoices for Strålfors SPS or other suppliers in a rational and effective manner:
•	 Strålfors’s purchase order number: (order number)
•	 Strålfors’s reference name
•	 Supplier’s business registration number
•	 Supplier’s Bankgiro
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Denmark  
+45 33 86 86 86 
info@stralfors.dk
www.stralfors.dk

FinlanD 
+358 20 740 4100 
servicedesk-fi@stralfors.fi
www.stralfors.fi

norway 
+47 23 25 85 00 
infolog@stralfors.no
www.stralfors.no

uniteD kingDom
+44 1209 312 800
sales@stralfors.co.uk
www.stralfors.co.uk

PolanD 
+48 52 33 18 166
info@stralfors.pl
www.stralfors.pl

France
+33 1 47 47 96 00
contact@stralfors.fr
www.stralfors.fr

SweDen 
+46 8 508 830 00
info@stralfors.se
www.stralfors.se


