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We pride ourselves in being a one-
stop-shop that provides a wide array 
of products and services through our 
various strategic partnerships. At your 
fingertips we provide information that 
you need so we better serve you as 
we live up to our pledge of service 
excellence.

AN OVERVIEW
OF our
SERVICES
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Our Network

•  134 Post Offices 
•  83 Postal Agencies
•  BotswanaPost Kiosks 

Our Online Platforms

•  MobileApp
•  PosoMoney
•  PosoOnline

Mail and Parcel

•  EMS
•  Registered Mail
•  Parcels and Packets
•  Post boxes
•  Courier Services
•  Track and Trace

Pay Subscriptions

•  Vehicle Licence Renewal
•  Post Box Renewal
•  DSTV Subscriptions

Money and Insurance

•  Money Transfers
•  PosoMoney Card-to-Wallet
•  Mobile Money
•  Card/ Payment Solution
•  Motshidisi Funeral Plan
•  Mosako Funeral Plan

Buy

•  Prepaid Electricity
•  Prepaid Airtime
•  Payments
•  Collections

Shop 

•  My Universal Shop
•  Buy Stamps

OUR PRODUCTS
& SERVICES
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MAIL PRODUCTs
& SERVICES

EXPRESS MAIL SERVICE 

Express Mail Service (EMS) is an international priority mail product that provides a fast and reliable door-to-door 
delivery service for the dispatch of urgent goods including documents and parcels. See guidelines below:

•   Weight of documents and parcels should range between 0-30 kg.
•   The items are trackable.
•   The items must be correctly addressed to a street address & include a phone number.
•   The items will be subject to customs inspection.
•   In case of dutiable items, you will be notified to collect the items from the Post Office against positive identification.

The above chart depicts the delivery standard for mail sent to Botswana and now being distributed for final delivery to the recipient. 

Cut-off time: The time that mail was received in the office of exchange for processing.

 International Inbound EMS from the Office of Exchange (Gaborone) to the addressee 

Day Cut-off time Zone 1 Zone 2 Zone 3 Zone 4 Zone 5

From Until

Monday 06:00 12:00 Tue Wed Thu Fri Mon

Tuesday 06:00 12:00 Wed Thu Fri Mon Tue

Wednesday 06:00 12:00 Thu Fri Mon Mon Tue

Thursday 06:00 12:00 Fri Mon Mon Tue Wed

Friday 06:00 12:00 Sat Mon Tue Wed Thu

Saturday 07:00 10:00 Mon Tue Wed Thu Fri

Sunday Closed Closed Closed Closed Closed Closed Closed
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The above chart depicts the number of days it takes an EMS item to reach Botswana.

DOMESTIC EMS 

To / From ZONE 1 ZONE 2 ZONE 3 ZONE 4 ZONE 5

ZONE 1 2 3 4 5 6
ZONE 2 3 2 3 4 5
ZONE 3 4 3 2 3 4
ZONE 4 5 4 3 3 4

ZONE 5 6 5 4 4 5

EMS Import (Days) from International destinations To BOTSWANA Gaborone

SADC 5

REST OF AFRICA 12

EUROPE 7

NORTH AMERICA 7

SOUTH AMERICA 8

MIDDLE EAST 8

ASIA 8

REST OF WORLD 12

The above chart depicts the number of days it takes a local EMS to reach different locations (Zones) in Botswana. The below 
charts show the classifications of Zones.

MAIL PRODUCTs
& SERVICES

DELIVERY STANDARDS FOR EMS 
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ZONE 1

Imec Post, Bontleng, Broadhurst, Gabane, Gaborone Central, Gaborone Station, Gaborone Village, 
Lobatse, Mochudi, Mogoditshane, Molepolole, Moshupa, Otse, Poso House, Ramotswa Station, 
Ramotswa Village, Riverwalk, Sir Seretse Khama Airport, Tlokweng, University Post Office, Woodhall, 
Ntshinoge.

ZONE 2

Jwaneng, Kanye, Mahalapye, Mathubantwa, Metsimotlhabe, Mmasekou, Ntsweng, Oodi, Orapa, 
Palapye, Selibe Phikwe, Serowe, Tati Town, Thamaga, Franscistown, Francistown Blocks, Francistown 
Business Centre, Francistown Metsef, Tonota, Monarch, Pota Post Office, Bobonong, Botshabelo, 
Ghanzi, Hukuntsi, Kang, Lehututu, Letlhakane, Letlhakeng, Mabutsane, Madiba, Mahikana, Maitengwe, 
Mathangwane, Maun, Maun Airport, Mmankgodi, Mmathethe, Moeng, Moiyabana, Mookane, Nata, 
Sebina, Ramokgwebana, Sefhare, Sefophe, Shoshong, Tsabong, Tutume, Werda, Thebephatshwa, 
Machaneng, Digawana, Pitsane, Somerset, Sefalana Hyper Block 3, Rasebolai.

ZONE 3
Goodhope, Masunga, Serule, Shashe, Sikwane, Sowa, Kasane, Boseja, Chobe, Gweta, Mmadinare, 
Etsha, Gumare, Khakhea, Lecheng, Lentsweletau, Lerala, Makaleng, Maokatumo, Sedibeng, Sehithwa, 
Shakawe, Tshesebe, Tumasera, Bokaa, Kopong, Kalamare, Molapowabojang.

ZONE 4
Borolong, Chadibe North, Kavimba, Kazungula, Lotlhakane, Charleshill, Kalkfontein, Matsiloje, 
Maunatlala, Rakops, Ncojane, Sherwood, Tatisiding, Tsetsebjwe, Semolale, Motokwe, Nkange, Mopipi, 
Pandamatenga, Ramokgonami, Pilikwe, Sojwe, Modipane, Mabule, Mathathane.

ZONE 5

Dutlwe, Gunotsoga, Hereford, Karakubis, Khudumelapye, Khumaga, Kobojango, Kole, Kumakwane, 
Lentswelemoriti, Lokgwabe, Mabeleapudi, Majwaneng, Makalamabedi, Dibete, Hebron, Kalakamati, 
Lephephe, Makopong, Makwate, Malolwane, Manyana, Maokane, Mmaphashalala, Mapoka, Marapong, 
Mmathubudukwane, Metlojane, Mmashoro, Mmatshumo, Mmutlane, Modipane, Mogapi, Mogobane, 
Mogorosi, Molalatau, Moroka, Morwa, Mosetse, Mosomane, Mosu, Nlaphwane, Nokaneng, Nswazwi, 
Ntlhantlhe, Paje, Parakarungu, Radisele, Ranaka, Rasesa, Ratholo, Sechele, Seleka, Sepopa, Seronga, 
Tamasane, Turquoise, Thabala, Tshane, Tshimoyapula, Xhumo, Zwenshambe, Satau.

MAIL PRODUCTs
& SERVICES
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Is a service that provides a secure and reliable way to send items nationally or internationally, with proof of postage 
and signature on delivery designed to give you peace of mind. The information guidelines are:

•   A register is to be collected at the Post Office hence it should have a postal address on it.
•   The item is stored for a month (30 days) at the Post Office and returned to the sender when unclaimed. During this 

period, the customer is notified through their postal address.
•   The charge is determined by the size of the envelope and destination country.

REGISTERS
EXPORT
(Days) 

BOTSWANA
(Gaborone)
FROM IMEC

SADC 7
REST OF AFRICA 15
EUROPE 10
NORTH AMERICA 10
SOUTH AMERICA 15
MIDDLE EAST 15
ASIA 10

REST OF WORLD 15

The above chart depicts number of days it takes a 
registered item to reach different destinations.

REGISTERS IMPORT (DAYS) 
FROM INTERNATIONAL 
DESTINATIONS

BOTSWANA
(Gaborone)
FROM IMEC

SADC 7
REST OF AFRICA 15
EUROPE 10
NORTH AMERICA 10
SOUTH AMERICA 15
MIDDLE EAST 15
ASIA 10

REST OF WORLD 15

The above chart depicts number of days it takes a 
registered item to reach Botswana from other countries.

DOMESTIC EMS 

To / From ZONE 1 ZONE 2 ZONE 3 ZONE 4 ZONE 5

ZONE 1 3 4 5 6 7
ZONE 2 4 2 4 5 6
ZONE 3 5 4 2 3 4
ZONE 4 6 5 3 3 4

ZONE 5 7 6 4 4 5

The above chart depicts the number of days it takes a local registered item to reach different locations (Zones) in Botswana. 
The classifications of Zones are as for EMS items.

REGISTERED MAIL

MAIL PRODUCTs
& SERVICES
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Is a form of posting used to post goods and material up to 30kg. The maximum mass differs from country to country. 
The information guidelines are:

•   There is a tracking number specific to this type of mail.
•   A parcel is to be collected at the Post Office hence it should have a postal address.
•   The item is stored for a month at the Post Office and returned to the sender when unclaimed. During this period, the 

customer is notified through their postal address and SMS notification that they have received a parcel.
•   A notification slip is inserted into the Post Box for you to present when collecting your parcel(s).

DELIVERY STANDARD FOR PARCELS 

PARCELS IMPORT (DAYS) FROM INTERNATIONAL DESTINATIONS To BOTSWANA Gaborone

SADC 7
REST OF AFRICA 15
EUROPE 10
NORTH AMERICA 10
SOUTH AMERICA 15
MIDDLE EAST 15
ASIA 10

REST OF WORLD 15

The above chart depicts number of days it takes a registered item to reach different destinations.

DOMESTIC PARCELS 

To / From ZONE 1 ZONE 2 ZONE 3 ZONE 4 ZONE 5

ZONE 1 3 4 5 6 7
ZONE 2 4 2 4 5 6
ZONE 3 5 4 2 3 4
ZONE 4 6 5 3 3 4

ZONE 5 7 6 4 4 5

The above chart depicts the number of days it takes a local parcel item to reach different locations (Zones) in Botswana. The 
classifications of Zones are as for EMS items.

PARCELS

MAIL PRODUCTs
& SERVICES
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ORDINARY MAIL 

•   There is no tracking number for this type of mail.
•	 The charge is dependent on the size of the envelope and the destination country.
•	 Stamps are used as a form of payment for posting.
•	 Stamps can be bought over the counter at any Post Office outlet countrywide.

DOMESTIC LETTER MAIL

To / From ZONE 1 ZONE 2 ZONE 3 ZONE 4 ZONE 5

ZONE 1 3 4 5 6 8
ZONE 2 4 3 4 5 6
ZONE 3 5 4 3 3 4
ZONE 4 6 5 3 3 4

ZONE 5 8 6 4 4 6

The above chart depicts the number of days it takes an ordinary mail item to reach different locations (Zones) in Botswana. The 
classifications of Zones are as for EMS items.

DELIVERY STANDARD FOR PARCELS

MAIL ENQUIRIES  

Enquiries regarding an EMS parcel must be made within 90 days for items posted to South Africa and 120 days for 
rest of the world from date of posting.

Enquiries for registered mail and parcels should be within 180 days from date of posting.

MAIL PRODUCTs
& SERVICES
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•	 Letter post products - Postcards, letters, small 
packets, and letter packets are not insured. These 
products can be registered, in which case a maximum 
amount of 30 SDR (Special Drawing Rights) is payable 
in the event of loss or damage. The postage, excluding 
the registration fee is also payable. The indemnity is 
payable to the sender, who may waive his rights in favor 
of the addressee. Claims for consequential losses or 
loss of profits and claims with respect to ordinary mail 
are not considered.

•	 Parcels - Outbound parcels are also not insured. The 
indemnity amount payable is 40 SDR per parcel plus 4, 
50 SDR per kg for lost/damaged parcels. The postage 
is also refundable. The indemnity amount may not 
exceed the actual value of the parcel. The indemnity is 
payable to the sender, who may waive rights in favor of 
the addressee. Claims for consequential losses or loss 
of profits are not considered.

•	 EMS - The amount of any loss or damage for which 
the delivery operator may be liable, whether the loss 
or damage results from negligence, theft or otherwise, 
shall not exceed 130 SDR containing merchandise and 
30 SDR per EMS item containing documents.

*  	SDR (Special Drawing Rights): An exchange rate used to help 
identify values for international mail in a generally accepted 
format. This is a compensation standard set by the Universal 
Postal Union (UPU).

*  	Indemnity: A security or protection against a loss or other 
financial burden.

Proper Addressing of EMS & PARCELS

You should clearly write the addressee’s and sender’s 
name, address and contact number, should also ensure 
that the item is properly wrapped and packaged with 
proper declaration of the contents in the appropriate 
column and indicate the value of the goods.

Proper Addressing of Registered Mail

You should clearly write the addressee’s details as well 
as the sender’s address.

Proper addressing will assist with compensation 
processes in cases of loss as well as with returning 
goods to the rightful sender in case of unclaimed goods.

The statutes of the Universal Postal Union (UPU) and the requirements of destination countries regulate the type and 
extent of customs declarations. The designated operators of the countries of origin and destination shall be authorized 
to submit items to customs control, according to the legislation of those countries.

Botswana Unified Revenue Services (BURS) is governed by the Botswana Government to regulate goods that are 
bound to be received and sent out of the country. 

It is therefore housed within the International Mail Exchange Centre for purposes of assessment for such mail.

Customs duty: Is a tariff or tax imposed on goods when transported across international borders. The purpose of 
imposing tax on goods is to protect each country’s economy, residents, goods and environment by controlling the flow 
of goods especially prohibited goods into and out of the country. 

Importance of proper declaration of goods (customs):

•   Proper declaration of goods assists in speeding up the process of clearing.
•   It assists in customers being correctly charged for their goods. 
•   For more information, kindly contact enquiries@botswanapost.co.bw or visit the International Mail Exchange Centre 

(IMEC), Plot No. 20577 Block 3 industrial, Gaborone.

INSURANCE

Mail products 
& services
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FORM;

CN 22

INSTRUCTIONS

DOCUMENTS THAT ONE NEEDS TO COMPLETE FOR CUSTOMS PURPOSES:

CUSTOMS DECLARATION

MAIL PRODUCTs
& SERVICES

To accelerate customs clearance, fill in this form in English or in a language accepted by the destination country. If 
the value of the contents is over 300 SDR, you must use a CN 23 form. You must give the sender’s full name and 
address on the form.

(1)	 Give a detailed description, quantity and unit of 
measurement for each article, e.g.

	 (2 men’s cotton shirts, especially for articles subject to 
quarantine (plant, animal, food products, etc.).

(2)	(3), (6) and (7) Give the weight and value of each article 
and the total weight and value of the item. Indicate the 
currency used, e.g. CHF for Swiss francs. 

(4) and (5) The tariff number (6-digit) must be based 
on the Harmonized Commodity Description and 
Coding System developed by the World Customs 
Organization. Country of origin means the country 
where the goods originated, e.g. where produced, 
manufactured or assembled. It is recommended you 
supply this information and attach an invoice to the 
outside as this will assist Customs in processing the 
items. 

(8) Your signature and the date confirm your liability for 
the item.
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INSTRUCTIONS

FORM;

CN 23

DOCUMENTS THAT ONE NEEDS TO COMPLETE FOR CUSTOMS PURPOSES:

CUSTOMS DECLARATION

MAIL PRODUCTs
& SERVICES

•	 You should attach this customs declaration and 
accompanying documents securely to the outside 
of the item, preferably in an adhesive transparent 
envelope.

•	 If the declaration is not clearly visible on the outside, 
or if you prefer to enclose it inside the item, you must 
attach a label on the outside indicating the presence 
of a customs declaration.

•	 To accelerate customs clearance, complete this 
declaration in English, or in a language accepted in the 
destination country.

•	 To clear your item, the Customs in the country of 
destination need to know exactly what the contents 
are. You must therefore complete your declaration 
fully and legibly, otherwise, delay and inconvenience 
may result for the addressee. A false or misleading 
declaration may lead to a fine or to seizure of the item.

•	 Your goods may be subject to restrictions. It is 
your responsibility to enquire on import and export 
regulations (prohibitions, restrictions such as 
quarantine, pharmaceutical restrictions, etc.) and 
to find out what documents, if any (commercial 
invoice, certificate of origin, health certificate, 
licence, authorization for goods subject to quarantine 
(plant, animal, food products, etc.) are required in the 
destination country.

•	 Commercial item means any goods exported/imported 
in the course of a business transaction, whether they 
are sold for money or exchanged.
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Below is the Process of receiving mail:

•   Mail items are received at the office of exchange and forwarded to Customs for assessment.

•	 The items are then returned to the office of exchange after assessment for distribution as per the appropriate 
method of posting used e.g. EMS items without charges are delivered to the physical address where registered, 
parcels and small packets are dispatched to respective post offices.

•	 Assessment forms bearing the charges and matrix which are used to derive the charges are attached to each item. 
Items with no charges will have no assessment form attached. 

For more information, kindly contact:

enquiries@botswanapost.co.bw or visit the International Mail Exchange Centre (IMEC), Plot No 20577, Block 3 
Industrial, Gaborone.

PROHIBITED ITEMS

Sender will be held personally liable for sending any of the prohibited items below:

* Sharp instruments and utensils must be well wrapped to avoid injuring Post Office employees
* Fragile items like ornaments must also be appropriately packaged/wrapped to prevent breakage

Jewelry and 
precious stones

Bank notes
and coins

Liquids

Travelers 
Cheque

Explosives

Arms and 
ammunition

Narcotics Perishables

Live animals 
and plants

Dangerous 
chemicals

MAIL PRODUCTs
& SERVICES
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Courier is an express delivery service for door-to-door transportation of goods for individuals and companies. Courier 
allows transportation of documents and parcels mainly above 30kg.

The information guidelines are:

•   Special tender and embassy collection and deliveries.
•   Domestic and International courier to over 220 countries.
•   Overnight delivery to all major cities, towns and villages in Botswana.
•   Home or office delivery and instant parcel.
•   Prohibited items include; cash, perishables,explosives, weapons and live or dead animals.

COURIER PRICING

Pricing for courier products is calculated based on:

•   The weight of the packaged item in either volumetric weight or actual weight.
•   The destination to which the packaged item is being sent.
•   The standard tariff applies to contract customers or account holders.

COURIER SERVICES

MAIL PRODUCTs
& SERVICES
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Controlled mail has differing tracking numbers with 
thirteen characters depending on the type of mail 
posting chosen: 

• EMS tracking number starts with E e.g. 
EC123456789US.

• Registered Mail starts with R e.g. RD123456789DE
• Parcel tracking number starts with C e.g. 

CC123456789BW 

The format of the tracking number is such that it has 
2 letters 9 numbers and 2 letters (e.g. RC123456789CN 
the last two letters represent the country that the item 
was posted from e.g. China.)

HOW TO TRACK AND TRACE CONTROLLED 
MAIL:

Tracking numbers are key when tracking the 
whereabouts of mail. Mail is tracked through the 
BotswanaPost website (Poso Online) accessible at 
www.botswanapost.co.bw on the ‘Track and Trace’ 
option available on the homepage. You will be prompted 
for a waybill number, that is where the tracking number 
should be inserted and you will get a status update. 
Alternatively, one can contact our Customer Service 
Office at 3911473 for further assistance.

The status updates that one will normally find when 
tracking are below:

1)	No Information, please check your item identifier: 
Item has not yet reached Botswana and has not been 
captured in transit.

2)	Item at Customs: Still awaiting assessment at the 
clearing office and not yet ready for collection.

3)	Incorrect Address/Item held at office of exchange: 
An item that was supposed to have a postal address 
for collection has only a physical address, provisions 
of a postal address required.

4)	Item at delivery office: Item received at the Post 
Office where recipient has rented a Post Box and is 
ready for collection.

5)	Returned from Customs: Assessment process has 
now been completed and the item is ready to be sent 
to the delivery office for collection.

MAIL TRACK & TRACE

MAIL PRODUCTs
& SERVICES
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Post Boxes and Private Bags are offered as per below:

POST BOXES		        PRIVATE BAGS

Individual Boxes 		       Individual 
Post Agencies 		        Business
Govt/Parastatal		        Govt/Parastatal
Business 

PREMIUM BOXES 

•	 These are situated at Masa Centre.
•	 Rental fee is paid annually.
•	 Serves as a box and safe. 
•	 Use combination code a client has created.
•	 24 hours security and camera available.
•	 Clients have 24 hours’ access to their mail and other 

valuables kept in their box.
•	 Postal staff cannot reach/remove the contents of 

the box.
•	 Postal staff slide mail through a thin opening at the 

back of the premier box.

PRE-REQUISITES FOR OWNING A POST BOX

For a customer to rent an individual box they should:

•	 Have a national identity card/passport.
•	 Pay the annual rental fee as per the tariff guide.
•	 Business boxes clients should have an ID and certificate of incorporation.
•	 The customer must sign a contract at the Post Office when renting a box/bag.
•	 The post box carries an annual rental fee. After a period of 33 days’ elapses without the customer honoring his/her 

payment, the post box will be repossessed and rented out to another customer.
•	 During the 33 days there will be penalty fees charged to the postal or private bag.
•	 Upon any payment of rental fees, you should demand for a receipt and keep it safe as to use as proof of payment for 

any incidents where there are problems with your postal/bag payments.

POST BOXES & PRIVATE BAGS 

Mail products 
& services
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PHILATELY

It is the study of stamps, postal history and related items. Philatelic products include: 

•	 Postage Stamps: a piece of paper that is purchased and displayed on a mail item as evidence of postage payment 
•	 Personalized Stamps: a postage stamp that can be personalized to suit each individual’s wants. (Terms and 

Conditions Apply) 
•	 Souvenir Sheets/ Miniatures Sheets: it is a sheet that has a set of stamps
•	 Post Cards: it’s a card that has illustrations on one side and the other side is used to write a message.
•	 First Day Covers: it is an envelope that has a collection of stamps on it for that issue. It is released on the first day 

of the stamp issue. 

A customer can purchase stamps over the counter or through the philately portal.

https://www.philatelybotswana.co.bw/
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E- SERVICES

1.	MOBILE VEND 

BotswanaPost Mobile Vend is a SMS service for the 
purchase of prepaid electricity & airtime, payment of 
DSTV subscriptions & Motshidisi Premiums as well as 
POST BOX renewals.

The service can be used by the following:
•	 Street Vendors 
•	 Merchants & anyone who can sell the services to 

the greater community 

Registration can be done at all postal branches. The 
following is what is required upon registration: 
•	 Name and surname of vendor 
•	 Business name
•	 Mobile device
•	 Valid cellphone number
•	 Certified copy of ID for nationals and passport for
	 non-citizens 
•	 A minimum of BWP100.00 

2.	 ELECTRICITY 

There are a number of channels for electricity sales:
•	 Over the counter at post offices 
•	 Mobile App 
•	 PosoOnline
•	 PosoMoney 
•	 Mobile Vend: that vendors use to retail prepaid 

electricity, and is available at all post offices. 
•	 USSD *174# available for Mascom and Bemobile 

users only.

You have to provide receipt as proof of purchase, 
bank statement (Self-Service channels) and letter of 
request.

Send queries on electricity failures to
enquiries@botswanapost.co.bw or contact 3911473 
for further assistance.

 3. AIRTIME

We offer airtime sales through the following channels:
•	 Over the counter at post offices 
•	 Mobile App 
•	 Posomoney 
•	 Poso Online 
•	 Mobile Vend- used by vendors to retail airtime, and 

the service is available at all post offices.

4. DSTV

Pay your DSTV subscriptions through our below 
channels:
•	 PosoOnline 
•	 Over the Counter at post offices  
•	 PosoMoney 
•	 MobileApp 
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Alternatively to share your complaints or feedback on the service you experienced 
contact us on the below:

Customer Contact Centre:
(267) 391 1473 

WhatsApp:
(+267) 77 537 517

Email:
enquiries@botswanapost.co.bw

Address:
BotswanaPost, Khama Crescent Plot 5352 

P.O. Box 100 Gaborone, Botswana
Tel:

(+267) 395 3131 
Fax:

(+267) 391 3599 
Website:

www.botswanapost.co.bw 

WE VALUE YOUR FEEDBACK

Please follow the below link to access our complaints procedures:

Please follow the below link for refund policies:

https://www.botswanapost.co.bw/

https://www.botswanapost.co.bw/


