Revision A.22 July 2003


MPTQM Checklist for List Mailers

NOTE 1: For each of the standards that apply to the Mailer’s operation, the Mailer must define, document, execute, and maintain procedures, work instructions, and/or flowcharts and associated records that reflect the installed solution.  Logbooks for many of these purposes are recommended.  Forms, checklists, or other forms of records are recommended as tabbed sections of associated logbooks.  Logbook entries must include the date and times of entries, the initials of the person making each entry, and the machine or activity being logged.  If no other logbook seems appropriate, record information in the MPTQM Logbook.  See the last page of this section for suggested documentation approaches.  “Bulleted” (() items below are requirements.  “Checked” (() items are suggested approaches for meeting the standards.

NOTE 2: Many standards require daily checklists and forms or other work records.  These instances are shown as the last item in the relevant standards.  Retention periods for those records are:

· r1 - 90 days

· r2 - 180 day

· r3 - until after next MPTQM assurance review

· r4 - life of contract or equipment

· r5 - updated as product, process or technology changes

· r6 - per DMM requirements

NOTE 3:
This document complies with Domestic Mail Manual (DMM) issue 57.

NOTE 4:  
 Since MPTQM assurance reviews are conducted at the physical plant where the mailer presents the mail to the Postal Service, the standards were written with the presumption that all Production Phases occur at that facility.  When a phase does not occur there for any mailings, the standards under that phase generally do not apply, since their implementation cannot be observed during Postal Service assurance reviews.  However, there are exceptions.  Some standards in the Mail Piece Design, Data Preparation and Printing Phases almost always should be implemented at the mailing location.  This provides final quality control over activities that occurred earlier in the mailing process at a different physical location.  Standards which must be considered in this light are identified at the beginning of each of those three phases in this document. 

NOTE 5:    Italicized item(s) under a standard describe the objective(s) to be achieved through the standard.

 NOTE 6:   NEW -- Standards PO1-PO7 and QI7 apply to sites with a PostalOne! Transportation Management Shipping System.

NOTE 7:   All mailer procedures must reference the specific MPTQM standard(s) to which they relate.]
Production Phases
MAILPIECE DESIGN

Standards MD1-MD5 apply at the physical location where mailpiece design (creative) actually occurs.  Standards MD6-MD11 relate to physical locations where mailings are prepared and presented; the mailer must determine (with USPS assistance) which of these apply to their specific plant.

	3

Process Flow
	MD1.  Show how a systematic procedure is applied to design and review new letter and card “proofs” to ensure conformance to customer and USPS requirements.  Show flow from Design to Electronic Imaging to Purchasing to Receiving.  Keep charts/SOPs current.
· Establish a process flowchart.

· Establish and execute a documented procedure to formally review each proof prior to approval and ordering production.
******

To have a routine way that avoids miscommunication and breakdown in the design process.

	None
	


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Mailpiece Quality Design
	MD2.   Ensure that each card, envelope and print design meets design specifications and USPS standards applying to postage indication, return addressing, addressing, endorsements, barcoding, windows, size and weight.

· Include quality for business and courtesy reply card/envelope inserts

· Document results on a mailpiece standards specification checklist.

· Maintain any USPS Mailpiece Design Analyst (MDA) approval with the checklist and a sample of the approved design. (The need to solicit approval in each case is determined by the mailer.)

· Confirm address automation compatibility if pieces are for presort mailings.

· Use Postal Service Notice 3A, Notice 67, Publication 25 and DMM Modules A and C and the “down loadable” MPTQM Mailpiece Design checklist at www.usps.com/mptqm.  For BRM, also see the USPS website at http://pe.usps.gov and click on Mailpiece Design.

· Maintain a documented process for calculating piece weights.

(Note: piece designs in use prior to initial MPTQM certification do not require a checklist on file).

******

To establish tools and techniques for ensuring the integrity of the mail piece as it was conceived.

	r5
	Design Checklist (for each piece design)

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Non-Profit Mailpiece
	MD3.   For non-profit customers -- Confirm that the content design of a non-profit mailpiece is eligible for the non-profit rates of postage, and that the customer has a current non-profit authorization with the USPS.

· Train someone on the design staff or establish a subject expert review process.
******

To avoid having to redesign a mailpiece later in the process.

	r5
	Design Checklist

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Design versus Equipment
	MD4.   Ensure compatibility of the design with the capability of the equipment that will be used to manufacture the mailpiece.

· Maintain and reference specifications for all current mailpiece manufacturing machines and production processes.

· Include the intended printing platform within the specifications.

· Make the intended production unit part of the design approval procedure.

******

To avoid having to redesign a mailpiece later in the process.

	r5
	Design Checklist

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Electronic Imaging
	MD5.   Ensure electronically imaged materials meet customer and postal specifications prior to their moving to the next production step.

· Approve a final “production machine manufactured” sample prior to full production.

· Make the intended production unit part of the design approval procedure.
· Include both quality assurance in the process and quality control at the back end.

******

To avoid costly rework.

	r3
	Print Quality Checklist

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Receiving Quality Control
	MD6.   Indicate how materials and images received are monitored to confirm they have not been altered and continue to meet specifications and all postal standards.

· Establish a formal procedure and document feedback.

******

To avoid costly rework.  

	r3
	Receiving Checklist 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2 

Design

Problem Communi-cation
	MD7.   Show how problems with mailpiece designs are communicated back to the designers and purchasing/receiving agents  (whether or not located in-house).

· Establish a formal procedure and document feedback.

(      Offer and document training provided to designers.
******

To ensure that a closed communication loop exists and always is followed.

	r3
	Written confirmation that customer was informed 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Postal MQC Certification
	MD8.   Illustrate that at least one individual currently is certified under the Postal Service Mailpiece Quality Control program, having passed the course exam with a 90% or better. (Certification is valid for 2 years).

· The person assigned to review and provide quality control for mailpiece designs (in both the design and receiving functions) must be certified.

(      Order MQC Training Guide from the Postal Service and maintain in reference library.

(      Maintain USPS certification in employee personnel folder.
******

To ensure that adequate knowledge is available when pieces are being designed to meet USPS standards.

	r4
	MQC Certificate 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Scale Accuracy
	MD9.   Check the accuracy of each scale used to test mailpiece weights before each day’s use; calibrate scales and validate test weights annually.

· Use an industry recognized company for calibration.

· Purchase and use test weights designed for scale balancing.

· Store test weights so they will not be damaged.

· Create test samples for equipment that cannot be tested with weights (in-line scales).

(      Contact state government Bureau of Weights and Measures for calibration companies.

******

To be certain that scales are operating correctly right from the start of the day’s operation.

	r3
	Piece Weight Scale Checklist

	r4
	Annual Calibration Date Sticker

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

MDA Contact
	MD10.   Maintain name and telephone number of current, local Postal Service Mailpiece Design Analyst (MDA) who is contacted for needed guidance.

(     Record this information in telephone log or "rolodex".

******

To help ensure that the seeking of assistance is at the fingertips and not neglected.

	r5
	Telephone Log 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

First-Class

Addressing

Require-

Ments
	MD11.   Show how a systematic procedure assures that customer address files meet First-Class move update requirements.  Addresses are updated within the USPS prescribed number of days before the mailing date with an USPS-approved method (i.e. Address Change Service (ACS), National Change of Address (NCOA) or FastForward (SM), ancillary service endorsements)].

· Document results for each file on a check sheet or log.

******

To ensure that First-Class mail to be created is eligible for postage discounts when presented to the USPS.

	r3
	Checklist/Log

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



DATA PREPARATION

Standards DP1-DP16 apply at the physical location where software programming and mailing job data files are built.  Standards DP3, DP14-DP16 relate to the physical location where in-line sorted mailings are prepared and presented; the mailer must determine (with USPS assistance) which apply to their specific plant.  NO DP standards apply to mailing locations where ALL mail is sorted off-line.
	3

CASS


	DP1.   Document CASS certifications, CDS and ZIP+4 database installations in accordance with USPS schedules (DMM Module E).

· Record request dates, USPS required dates, and installation dates.

· Retain all written correspondence concerning USPS installation schedules and any variations or exceptions given.

******

To be certain that addresses and  barcodes to be generated are matched to the latest USPS files. 

	r3
	Software Logbook/File                                                

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Software Logs


	DP2.   Document the testing and “release to production” of all installed vendor supplied and “in-house” software (including changes, as they occur) that drive the mailing process -- including address hygiene, file conversion, mailstreaming, drop shipping, postage, Mail.dat and any other like software.  Include the date, revision # and vendor installation letter or instructions. 

******

To avoid costly systemic errors from creeping into the mailing list to be generated from the software.

	r3
	Software Logbook 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

PAVE


	DP3.   Use PAVE certified software (producing standardized documentation) for all mailings to be presorted electronically.
· Quarterly confirm that the software’s certification is current.

· Keep a record of mailings customers insist be sorted by NON-PAVE certified software.

(   Record software release number, installation dates and product certification dates in software logbook on a quarterly basis. 

(   Use DMM documentation presort standards (Module M as a checklist for individual mailings).

******

To assure that mailpieces are correctly sorted to the destination and for the postage discounts to be claimed.

	r3
	Software Logbook /Checklist
 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Mail Prep. Change
	DP4.    Update all mail processing system tables with Postal Service issued mail preparation changes so that sorting matches current mail labeling lists (or are within the “current” life span of the relevant regulated data), and containerizing and dispatch standards are in compliance.

· Ensure all applicable ZIPs to 5- and 3-digit schemes are assigned properly.

· Log all changes made to sort schemes.
******

To assure that mailpieces are correctly sorted to the destination and for the postage discounts to be claimed.

	r3
	Software Logbook 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3 

Piece Weight Software Verification
	DP5.   Show how “in-house” software used to calculate piece weights (ounces for First-Class mail/pound rated weights for Standard Mail) always is accurate (computer software weight management routines/tables).

· Re-test after any change was made to the software.

(    Use multiple sets of variables that test all calculation paths through the software and                     document the results.

******

To ensure that postage amounts are generated correctly early in the process.

	r2
	Software Logbook
 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

Overall Address Mmgt Process
	DP6.  Define all processes used to enter addresses into the production system.  

Include:  How addresses are received, through the final list used to manufacture the mail, including all the specifications involved; Verifying the integrity of output data from each step with the input data; verifying record counts.

· Processes to cover include: 

·       Merge/Purge and other list management steps,

·       Key-coding,

·       Data scrubbing and other data manipulation.

******

To provide a standardized approach that will help prevent errors from creeping into the mailing.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Address Quality/File Conversion
	DP7.   Show how addresses, including the Zip+4 assignment, are complete and accurate: 
· Convert files to standard format and content and test.
· Use automation compatible fonts and size for upgradeable mailings.

· Run files through CASS certified Zip+4 software for automation and carrier route rates; under X% success rate (company specific), generate a problem analysis report. 

(   Establish and document a test procedure for verifying file conversion/standardization.
******

To ensure the integrity of the address file.

	r6
	USPS CASS Form 3553 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

First-Class

Addressing

Require-ments
	DP8.   Show how a systematic procedure assures that customer address files meet First-Class move update requirements.  [Addresses are updated within the USPS prescribed number of days before the mailing date with an USPS-approved method (i.e. Address Change Service (ACS), National Change of Address (NCOA) or FastForward (SM), ancillary service endorsements)].
· Document results for each file on a check sheet or log.

******

To ensure that First-Class mail to be created is eligible for postage discounts when presented to the USPS.

	r3
	Checklist/Log

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Correcting Problem Addresses
	DP9.   Show a process for maintaining ongoing address quality of “in-house” lists.
******

To ensure that all mail is eligible for postage discounts and able to be delivered by the USPS.

	r3
	 Report 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

Improving List Quality
	DP10.  Use National Deliverability Index criteria to evaluate “reused” list quality at least once every 3 months and establish a process to clean resulting address problems.

THIS STANDARD IS ON HOLD – DO NOT IMPLEMENT

	r5
	Trend Analysis for Each List

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Carrier Route

Capability
	DP11.   Assure that lists for mailings to be Carrier Routed are processed using current Carrier Route data and that route sequencing is maintained through list processing.

· Use DMM standards for database processing timeliness as a checklist for mailings.

(      Alert the mailer as to the last possible day to mail from the list using the DMM standards.

 ******

To ensure both the up front accuracy of carrier routing and the maintenance of its integrity throughout production. 

	r3
	Software Logbook/Form 3553 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Manifesting Capability
	DP12.   Assure that MAC certification is current for Manifesting software.

(     Record software release number and installation dates in software logbook.

******

To meet the Postal Service requirement.

	r3
	Software Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Pave

Use
	DP13.   Describe the process for entering and verifying parameters into the Pave/MAC Certified Software of i.e.:


Letter attributes (i.e., dimensions, thickness and weight),


Destination Entry requirements,


Point of Mail Entry,


Enhanced Carrier Route Option,


Presort summary reports/tray tags/package summary report verification. 
· Document all results for a mailing on checklists or logs.
******

To ensure that the user understands how to set up for a production run correctly.

	r3
	Checklist/log

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Tray/Pallet

Tags 


	DP14.   Ensure that tray tags and pallet placards are properly formatted:

Tray tags must reflect the correct labeling list on line 1; the correct CIN on line 2; and the correct mailer information on line 3; accurate and readable barcodes; and numeric barcode information displayed under the machine readable barcodes.

· The print quality must enable reading of all items.

******

To ensure that the mailer has useable materials in order to meet required mailing dates.

	None
	 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Mail Qualification Report
	DP15.   Show how USPS format approved mailing reports are analyzed to confirm that the digitized mailstream sequence to be used for in-line sorting is correct in all respects.

· Print portions of the report and confirm that the information matches the mailstream sequence in the digitized file to be used for in-line sorting.

· Document all results. 

******

1.  To ensure that the mailstream came out as expected.

2.  To ensure that the USPS will receive a useable report for accepting the mailing.

	r3
	Checklist/log

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2 

List

Problem Communi-cation
	DP16.   Show how problems with the processed list are communicated back to the source and    

             any purchasing/receiving agents  (whether or not located in-house).

· Establish a formal procedure and document feedback.

******

To close the communication loop and to drive fixes quickly through a standardized process.



	r3
	Written confirmation that the communication was made

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



MAIL PIECE MANUFACTURING (PRINTING)

	2

Printer

Preventive Maintenance

	MP1.    Implement a Preventive Maintenance (PM) program for printers that meet or exceed manufacturer’s preventive maintenance specifications.  If manufacturer does not recommend a preventive maintenance program, then develop locally.

· Create PM schedule and checklist to match.

· Performed by qualified hardware technicians.

· Log problems or unit breakdowns and associated corrective action taken.

· Track and evaluate machine PM performance.

 (      Weekly, monthly, semi-annual, annual check.
******

To avoid breakdowns in the middle of production and to avoid potentially costly repairs. 

	r3
	Preventive Maintenance Logbook 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Software Logs


	MP2.    Document the testing and “release to production” of any “in-house” printer software that drives the mailing process including date and revision #.  Also, maintain a document that shows manufacturer verification that software changes have been installed correctly and was working properly at the time of installation.
· Include all production control and electronic imaging software.
******

To avoid errors during the production process.

	r3
	Machine Installation/Software Logbook 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1 

Printer setup
	MP3.   Illustrate the process for preparing each job for operational printing. 

******
To establish a documented way of doing business that will help ensure production consistency and accuracy.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3 

Sample Accuracy
	MP4.   Demonstrate that the printed sample matches newly approved design specifications.

· Compare the two and document the result.
(       Use a template.
******

To ensure that production does not begin until a new design has received final confirmation. 

	r3
	Checklist or approval on the sample

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:


	3

Print Quality
	MP5.   Describe the process for inspecting print quality on printed orders.

· Verify printer settings are correct for job queued to machine.

· Ensure correct forms are loaded and monitor form quality.

· Ensure proper cycle data is being printed.
· Spot-check fuser roller for splicing tape and abrasions.
· Verify proper alignment of printed forms.
· Check for excess toner. 

· Check for toner adhesion.

· Look for printer skips, duplicate statements.

· Verify barcode readability.

· Check each job or use a statistically valid sampling procedure across jobs.

· Include these checks into procedures and training documentation.

· Document checks during printing process onto production logs.

· Does printed material match specification?
******

To establish a routine process for ensuring the quality of the printed product throughout printing.. 

	r3
	Production logs with checks documented

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

Print Job Control 


	MP6.   Show how print jobs are controlled (i.e. all generated jobs and pieces are accounted for as being printed).

· Describe jobs that are in the hold area for control.

· Execute procedures that demonstrate job control accounting processes.
******

To ensure that all jobs are ready for  the next production phase.

	r3
	Job Control Records (Automated & or Manual)

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Matching Addresses with Text 
	MP7.   Show how the correct matching of addresses with variable text/graphics/other messaging is validated.
           (Note: May be performed in Data Preparation.  Choose which applies.)

******

To catch any mismatching early in the process thus avoiding costly rework.

	r3
	Checklist
 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Printer Quality Control checks
	MP8.   Describe the process used when jobs/pieces need to be reprinted.

· Establish guidelines to determine what quality infractions are accepted or rejected.

· Establish and execute reprint procedures; disposition of what needs to be reprinted.

· Establish and utilize a reprint request log to accompany product.

(   Reference continuous improvement section for trend analysis.

******

To ensure that reprinting is minimized and results in a final product that is correct.

	r3
	Reprint Request Logs

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



MAIL PIECE MANUFACTURING (INSERTING, INKJET, CHESHIRE LABELER)

These standards apply to mailing plants that insert mail pieces.  The standards with the asterisks apply to mailing plants that do not insert but spray or affix addresses to pieces only.
	2

Scale Accuracy
	MS1.*  Check the accuracy of each scale used to either test mailpiece weights or apply postage before each day’s use; calibrate scales and validate test weights annually.

· Use an industry recognized company for calibration .

· Purchase and use test weights designed for scale balancing.

· Store test weights so they will not be damaged.

· Create test samples for equipment that cannot be tested with weights (in-line scales).

(   Contact state government Bureau of Weights and Measures for calibration companies.

******

To be certain that scales are operating correctly right from the start of the day’s operation.

	r3
	Piece Weight Scale Checklist 

	r4
	Annual Calibration Date Sticker

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Inserter Preventive Maintenance


	MS2.*  Implement a Preventive Maintenance (PM) program for inserters/addressers that meet or exceed manufacturer’s preventive maintenance specifications.  If manufacturer does not recommend a preventive maintenance program, then develop locally.

· Create PM schedule and checklist to match.

· Log problems or unit breakdowns and associated corrective action taken.

· Performed by qualified hardware technicians.
· Track and evaluate machine PM performance.

(    Weekly, monthly, semi-annual, annual checks.
******

1. To prevent errors that machines otherwise have the likelihood of introducing.

2.  To keep machines running at optimum level in order to prevent rushing and produce quality mail.

	r3
	Preventive Maintenance Logbook 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Software Logs
	MS3.* Document the testing and “release to production” of any “in-house” printer software that drives the mailing process including date and revision #.  Also, maintain a document that shows manufacturer verification that software changes have been installed correctly and was working properly at the time of installation.

· Include all job control and inserter software.

******

To avoid errors during the production process.

	r3
	Machine Installation/Software Logbook 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

USPS Authoriza-tions


	MS4.*  Current permit imprint and non-profit authorizations must be confirmed for all customers before processing that mail; either the customer or mailer’s precanceled stamp authorization must be confirmed before processing that mail.
·  Local Postal Service personnel are to provide upon request.

(    Include this standard in customer contracts.

(    On separate log sheets by auth type, record USPS confirmation; keep USPS hardcopy.

(    Create a process to perform cross checks of mailings and customer authorizations.
Note:  Annual mailing fee requirements for First-Class Mail and Standard Mail vary.
******

To avoid producing mail that cannot be presented to the Postal Service at the intended location.

	r3
	 Confirmation Records  
 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3 

Piece Weight Software Verification
	MS5.* Validate that software correctly calculated piece weights (ounces for First-Class mail/pound rated weights for Standard Mail).

· Execute a prescribed frequency match of software-calculated weights against actual mail pieces produced by the manufacturing process.

******

To ensure that postage will be calculated correctly.

	r2
	Job Jacket

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2 

Inserter

Set-up
	MS6.* Illustrate the mechanical setup process for preparing each job for operational inserting.

******
To ensure that a standardized procedure is available for operators to follow. 

	None
	


   Comments:
	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Inserter Quality
	MS7.* Use a documented sampling method and checklist for inspecting quality on inserted/addressed pieces. (See mailpiece design quality checklist at www.usps.com/mptqm) 
· Include these checks into procedures and training documentation.

· Document checking during production.
******

To provide tools for an operator to use to ensure the quality of the output from the machine.

	r3
	Insert Operator Quality Checklist

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2 

Inserter

Mailpiece Job Control
	MS8.* Show how insert jobs are controlled (i.e. all jobs are accounted for as being inserted).

· Execute procedures that demonstrate job control accounting processes.

· Document control of over one ounce mailpieces.
 ******

To ensure that all components of a mailing job are available to the next production phase.

	r3
	Job Control Records 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Inserter QC 
	MS9.* Show re-work procedures for jobs/pieces that are reordered or reprinted.

· Establish and execute a rework procedure checklist.

******

1. To provide a standardized approach for putting a mailing “back together” so that its presort is maintained.

2. To ensure that commitments are made to mail all of the pieces expected.

	r1
	Rework Checklist or Log 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Permit Weight

Increments 
	MS10.  For an off-line sorting operation, present all First-Class permit imprint mail to sorting by

1 oz, 2oz and 3 oz weight increments. 

· Create and apply markings that identify each permit imprint weight and category.

******

To ensure that permit imprint mail is processed at the correct postage rate.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



                                             MAIL PIECE MANUFACTURING (FINISHING)

	2

Machine Preventive Maintenance


	MF1.  Implement a Preventive Maintenance (PM) program for all equipment used to finish mail that meets or exceeds manufacturer’s preventive maintenance specifications.  If manufacturer does not recommend a preventive maintenance program, then develop locally.

· Create PM schedule and checklist to match.

· Log problems or unit breakdowns and associated corrective action taken.

· Performed by qualified hardware technicians.

· Track and evaluate machine PM performance.

            (     Weekly, monthly, semi-annual, annual check.
******

To avoid breakdowns in the middle of production and to avoid potentially costly repairs.

	r3
	Preventive Maintenance Logbook 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Finished Pieces
	MF2.  Show how all-finishing operations produce pieces that meet the specifications.

· Include quality procedures for labeling, live stamp affixing, bursting, folding, tabbing, stapling, binding, sealing, metering, hand stuffing/other manual work and other finishing steps used in the plant.

· Ensure that tabs, staples, etc., do not raise piece weights to unintended postage rates.

******

1. To control postage costs.

2. To avoid defects from entering the next production phase.

	r3
	Checklists

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



SORTING/PREPARING (MLOCR/BCS ONLY)

(OFF-LINE SORTING)
	3

Machine Preventive Maintenance


	SP1.  Implement a Preventive Maintenance (PM) program for all automated equipment used to process mail that meets or exceeds manufacturer’s preventive maintenance specifications.  If manufacturer does not recommend a preventive maintenance program, then develop locally.

· Create schedule and checklist to match.

· Performed by qualified hardware technicians.

· Log problems or unit breakdowns and associated corrective action taken.

· Track and evaluate machine PM performance.

· Maintain summary data which indicates process stabilization and capability or             

                    evaluate performance in terms of Mean Time Between Failures (MTBF).

           (     Weekly, monthly, semi-annual, annual checks.
******

1.   To prevent errors that machines otherwise have the likelihood of introducing.

2. To keep machines running at optimum level in order to prevent rushing and to produce quality mail.

	r2
	Preventive Maintenance Logbook
Weekly, monthly, semi-annual, annual checklists

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

MASS


	SP2.  Certify all MLOCRs used to barcode the automated mailing according to USPS  MASS/CASS directives.

· Record request dates, USPS required dates, and installation dates.

· Retain all written correspondence concerning USPS installation schedules and any         

      variations or exceptions given.

******

To be certain that machines are applying correct delivery point barcodes.

	r2
	Machine Installation Logbook


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

MLOCR and BCS Software
	SP3.   Document the testing and “release to production” of all changes to vendor supplied and “in-house” software relating to sorting, address/barcode quality, Host computer controls and data rollup, including date, revision #, vendor installation letter or instructions, and comments to safeguard the integrity of the software system.

******

To know the system’s status by being able to track upgrades and the timeliness of their installation.

	r3
	Machine Installation Logbook 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

PAVE


	SP4.  Confirm that PAVE-certified software (producing standardized documentation) is current and installed on each machine appropriate for any special mailing program in which the mailer participates. 

· Record software release number, installation dates and vendor certification dates in 

      maintenance logbooks.

· Copy appropriate DMM pages, highlight documentation standards and use as a 

       checklist.

******

1. To ensure that mailer software is performing sorts according to the latest USPS mailing standards.

2. To ensure that mailer documentation is standardized in accordance with USPS mailing standards.

	r3
	Machine Installation Logbook



	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Sort 

Scheme

Accuracy


	SP5.  Apply all Postal Service issued mail preparation changes to the automation mail processing system so that sort schemes match current mail labeling lists, and containerizing and dispatch standards are in compliance.

· Ensure that all applicable ZIPs to an AADC are assigned to the same bin.

· Ensure all applicable ZIPs to 5- and 3-digit schemes are assigned to same bin.

· Log all changes gleaned from Postal Bulletins or other official USPS sources.

******

To ensure that the machine software currently reflects USPS list changes.

	r2
	Machine Installation Logbook


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Staging


	SP6.   Identify and segregate cleared mail from held mail and process only cleared mail on MLOCR/BCS or other encoding.

· Tag, mark, or otherwise identify cleared mail and staging area to ensure that machine operators have only the right selection.

******

To prevent errors from being introduced into the production system.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Customer

Barcodes
	SP7.  Identify mail that is to be sorted using a customer printed address block barcode. 

· Maintain on file the customer supplied, or encoding desk CASS report.

******

To ensure that any barcode to be used either by the mailer or the Postal Service to sort mail has been passed through a CASS/MASS process.

	r3
	Machine Operations Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:


	3

Sort Scheme
	SP8.  Ensure mail is being run with the appropriate sort scheme (an operator responsibility).

******

To prevent having to rerun mail.

	r2
	Machine Operations Logbook


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Verifiers


	SP9.   Confirm that all barcoding machines, equipped with verifiers, have their verifier on at all times when processing automation mail.  If verifier goes out, log the exact breakdown period (start-to-fixed).

NOTE:  This standard is not applicable if all machines have been manufactured such that the verifier must be functioning in order for barcode spraying to commence.  
******

To fully utilize quality control devices that have been purchased and installed on the system.

	r3
	Machine Operations Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Proper

Profiling


	SP10.  Ensure input of the proper (1) customer code, (2) batch code, and (3) the amount of postage affixed to the mailpieces, as well as the postage payment method before each customer and/or batch run (as applicable). (An Operator responsibility).

· For mailers who sort mail on an MLOCR using a customer applied barcode, assure input of the proper barcode mode.

· Maintain a daily MLOCR computer generated log that shows all codes entered.

· Create a procedure to be able to easily cross-reference this log to mail receipts.

******

To ensure that proper postage is paid through correct profiling of the machine for each customer’s mail.

	r1
	Machine Operations Logbook
Form

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Defective Mail


	SP11.   Identify and remove defective mail pieces with the following characteristics:

· Unsealed envelopes/envelopes sticking together (e.g. “fan” the mail),

· Physically non-mailable (size, shape, dimensions, and other eligibility for the processing categories)

· Non-automation compatibility (barcode clear zone, windowed address location, or windows in which the full address may not be legible),

· Improper endorsement,

· Illegible meter number/date/postage (metered mail),

· Incorrect meter dates.  (1C metered mail) (unless "flagged" for inline redating),

· Mixed affixed postage rate,

· Mixed postage types (metered, permit imprint, Precanceled).

· Record the estimated number of pieces with errors found and corrective actions taken.
· Establish the processes that Operations must follow.
******

To ensure that the Postal Service will: be able to process all mail efficiently; be paid correctly;

be able to verify meter imprints; and not receive stale mail.

	r3
	Machine Operations Logbook or Error Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3  

Barcode Readability


	SP12.  Use a documented sampling method to verify that applied barcodes continue to meet Postal Service specifications throughout the mail run.

· Include a minimum frequency and specific steps.

· Concentrate on “Quick kill” mail using a MERLIN, template or reticule.

· Second-pass mail is considered as meeting this standard, if correctly sorted.

******

To provide assurance, as far up front in the production process as possible, that the produced barcodes will be readable by the Postal Service.

	r1
	Machine Operations Logbook


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Barcode Correction


	SP13. Remove and cover unreadable or inaccurate barcodes before further processing or presentation to the Postal Service.  This includes smeared, doubled, or otherwise defective barcodes, and mis-located barcodes.

· Adjust machine reports or return mail to proper trays.

· Record each instance when 50 or more consecutive bad barcodes are produced by an MLOCR. (These numbers will be tracked as part of continuous improvement activities).
· Define the process for correcting faulty barcodes.

· Post corrective procedures within reach and view of operators.

· Define the instructions for determining if the machine’s trend is deteriorating; and for notifying the maintenance department.

******

To provide assurance, as far up front in the production process as possible, that the produced barcodes will be readable by the Postal Service.

	r1
	Machine Operations Logbook or Error Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

 Inkjet & Lens

 Cleaning


	SP14.  Clean Inkjet and reading lens during Processing.

· Provide written inkjet and reading lens cleaning instructions at the machine.

· Log the date, time, and initials of individual cleaning inkjet and reading lens.

******

To provide assurance, as far up front in the production process as possible, that most mail will receive barcodes and that the produced barcodes will be readable by the Postal Service.

	r1
	Machine Operations Logbook


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Double Counting
	SP15.   Tag, mark, or otherwise identify rejected/overrun mailpieces.  When re-running these mailpieces, make sure the machine is properly set so as not to double count those mailpieces previously counted.

· Define instructions for operators to follow.

******

To be certain that pieces requiring double processing are not double counted on documentation submitted with the mailing to the Postal Service.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Tray Tags


	SP16.  Correctly attach the correct tray tag to each tray; use only barcoded tags.

· Tray tags must show the correct mailer information on line 3, and numeric      

                  barcode information under the machine readable barcode.

· The print quality must enable reading of all items. 

· Only one tray tag is to be attached in a proper clear plastic tag holder to tray.

· Tray tag holders must be able to hold tag.  Fix or replace damaged holders.

· Remove or obliterate old destination and routing and “in customer home” labels from trays/sleeves.

·   Remove old items during or before a tray is positioned along a machine.

******

To be certain that mail will not be misrouted by the Postal Service.

	None
	


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Bin Sorting


	SP17.  Perform the following (sweepers):

        - periodically check mail in each bin to ensure only mail for that bin is present,

        - check that mail is properly placed when machine jams,

        - check mail in each scheme designated bin,

        - handle rejected and overflow mail according to procedures,

        - sweep mail between sort scheme changes according to procedures.

·    Describe process in the Sweeper procedure.

******

1. To be certain that mail will not be misrouted by the Postal Service.

2. To be certain that piece counts are reported correctly on reports to be presented with the mailing.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Bins to Trays


	SP18.  Transfer mail from the machine to trays as follows (sweepers):

·   Check barcodes on the mail,

·   Place mail in the correct tray,

·   Check postmark or dates sprayed by the MLOCR,

·   Compare postage codes sprayed on mail pieces with the postage type/amount affixed.
· Alert operator to stop processing immediately when repetitive machine errors detected. 
(   Compare the zip code of the first piece in the handful to the tray tag as one check in the process.
******

1. To be certain that mail will not have to be reworked or be misrouted by the Postal Service.

2. To be certain that recipients will not perceive their mail as being delivered late.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

SNGLP


	SP19.  Prepare single piece mail (1) identified and segregated from presorted mail, (2) metered-up or endorsed “single piece” (or SNGLP), (3) “hard counted” at 100% accuracy, and (4) presented in groups of 100.

·    Describe the process in the operating procedure.

******

To ensure that proper postage is paid and that the Postal Service is able to confirm that fact.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3  

Migrating

Mail 


	SP20.  Ensure that the 150 piece rule for preparing trays is followed.

· Use first-pass bin analysis to combine bins containing less than 150 pieces.

· Identify bins that need to be run on second-pass for finalization.

· Describe the process in the operating procedure.

******

To ensure the correct sortation of the mail for the rate(s) claimed.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

Mail Segregation
	SP21.  Identify, segregate, and properly tray automation rate mail from machinable rate mail.

· Ensure segregation from automation mail through Processing and Containerizing.

******

To ensure that the Postal Service is able to route mail to the correct processing machines.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3   

Tray Check


	SP22.  Use a documented sampling method to periodically check tray tags against tray        

            contents throughout the mail run.

· Include a minimum frequency and specific steps.

· Performed by employees/supervisors assigned to the machine.

· The checker documents the Zip Code of the mail and that of the tag found to be in error.
·  Example: Check at least every “Xth” tray; pieces in front, middle, back.

·  Ensure corrective actions are captured and performed before Containerization.
******

1. To be certain that mail will not be have to be reworked or be misrouted by the Postal Service. 

2. To be certain that recipients will not perceive their mail as being delivered late.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Tray/Pallet

Tags 


	SP23.   Ensure that off-line sorting tray tags and pallet placards are properly formatted:

Tray tags must reflect the correct mailer information on line 3; readable barcodes; and numeric barcode information displayed under the machine readable barcodes.

· The print quality must enable reading of all items.

******

To be certain that mail will not be misrouted by the Postal Service.

	None
	 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Daily Machine Setup 


	SP24.  Perform daily set-up and machine maintenance for automated mail processing equipment.

· Test barcode readability on each MLOCR prior to use by spraying barcodes on no less than 20 pieces of mail and confirming they are read when rerun in barcode read mode.

· Follow manufacturer’s maintenance recommendations.  If not provided, develop your             own maintenance procedure and schedule.

·  Maintain daily checklists indicating compliance with machine maintenance procedures.

· Have contract machine technicians (where applicable) develop, follow, and provide      documented proof of compliance with maintenance procedures.

******

To be certain the equipment is prepared to perform as required right from the start of the day’s operation.

	r3
	Machine Operations Log Book

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Staging


	SP25.   Define a process for segregating and identifying finalized mail from mail that is to be   repassed “2nd passed” (Off-line (MLOCR/BCS) processing only).

· Post current instructions in Containerizing Area.

· Use major container identification placards to segregate and identify mail.

· Use unique tray tags for all mail that is to be repassed.
******

To communicate how to control the flow of mail in the plant.

	None
	


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

System Data Merging


	SP26.  Define the specific steps to be taken to correctly merge data from multiple MLOCRs/BCSs for inclusion in the documentation to be presented with the mail.

· Assure that every merge has been performed correctly.

******

To communicate how to control the generation of mailing information in the plant.

	r3
	Machine Operations Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



SORTING/PREPARING (INSERTER, INKJET, CHESHIRE LABELER)

(IN-LINE SORTING)

	2

Machine Preventive Maintenance


	SN1.  Implement a Preventive Maintenance (PM) program for all equipment used to sort mail in-line that meets or exceeds manufacturer’s preventive maintenance specifications.  If manufacturer does not recommend a preventive maintenance program, then develop locally.

· Create PM schedule and checklist to match.

· Log problems or unit breakdowns and associated corrective action taken.

· Performed by a qualified hardware technician.

· Track and evaluate machine PM performance.

√    Weekly, monthly, semi-annual, annual checks.
NOTE:This standard is not applicable if it represents the same equipment declared under standard MS2
******

1.   To prevent errors that machines otherwise have the likelihood of introducing.

2.  To keep machines running at optimum level in order to prevent rushing and to produce quality mail.

	r3
	Preventive Maintenance Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Defective Mail


	SN2. Identify and remove defective mail pieces with the following characteristics when the sorting process is being performed:

· Unsealed envelopes/envelopes sticking together, 

· Physically non-mailable (size, shape, dimensions, and other eligibility for the processing categories),

· Non-automation compatibility (barcode clear zone, windowed address location, or windows in which the full address may not be legible) (Automated mail),

· Improper rate marking (metered mail),

· Illegible meter number/date/postage (metered mail),

· Incorrect meter dates.  (Required for 1C metered mail), 

· Incorrectpermit imprint content (Permit mail),

· Illegible address block printing (Ink-Jet),

· Skewed or incorrectly cut address Labels (Cheshire Labeler),

· Double feeds (Ink-Jet and Cheshire Labeler),

· Missing postage payment method (Permit, Metered Postage, Precanceled Stamp),

-        Tap Test (Inserting).

· Record the estimated number of pieces in error and corrective actions taken for those numbers beyond mailer established quality thresholds.

· Establish the process operators must follow.

******

To ensure that the Postal Service will: be able to process all mail efficiently; be paid correctly;

be able to verify meter imprints; and not receive stale mail.

	r3
	Machine Operations Logbook or error logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Barcode Readability
	SN3.  Use a documented sampling method to verify that applied barcodes continue to meet Postal Service specifications throughout the mail run.

· Include a minimum frequency and specific steps.

******

To provide assurance, as far up front in the production process as possible, that the produced barcodes will be readable by the Postal Service.

	r3
	Machine Operations Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Tray Separation


	SN4.   Define a process to separate mail by tray/package/sack destinations during in-line sorting. 

· Use “break marks”, optional endorsement line, mail sort listing, or zip code detail report.

· Define when packages need to rubber banded. 

******

To assure that trayingpackaging/sacking follows a rigid procedure that all employees follow.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Tray Tags
	SN5.  Prepare trays/sacks for use.

· Remove old tray/sack tags.

· Remove or obliterate old destination and routing and “in customer home” labels from trays/sleeves.

· Only 1 tag is to be attached in a proper clear plastic tag holder.

· Tray tag holders must be able to hold tag.  Fix or replace damaged holders.

******

To be certain that mail will not be misrouted by the Postal Service.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Tray Mail

	SN6.   Ensure that the tray/sack tag is correct when placing it in the holder.

· Ensure that the tag is legible and correctly identifies the contents of the tray/sack.

· Ensure corrective actions are captured and performed before containerization.
******

To be certain that mail will not be misrouted by the Postal Service.

	None
	


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Tray Check
	SN7.  Use a documented sampling method to periodically check tags against tray/sack contents throughout the mail run.

· Include a minimum frequency and specific steps.

· Performed by employees/supervisors assigned to the machine.

· The checker documents the Zip Code of the mail and that of the tag found to be in error
·  Example: Check at least every “Xth” tray; pieces in front, middle, back.

·  Ensure corrective actions are captured and performed before Containerization.
******

1. To be certain that mail will not be have to be reworked or be misrouted by the Postal Service. 
2. To be certain that recipients will not perceive their mail as being delivered late.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Carrier Route Accuracy
	SN8.   Ensure that carrier route sorting has been accurately maintained throughout the production process.
· Use checklist and sequencing file(s).
******

To ensure that each step in the process is considered in terms of whether it negatively affects the sequence of carrier routed pieces.  This must be thoroughly understood as production changes can alter the sequence in subtle ways. 

	r3
	Checklist

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



POSTALONE! TRANSPORTATION MANAGEMENT

	2

PostalOne! Verifier


	PO1.  Confirm that all PostalOne! Shipping Systems have their verifier on at all times when processing mail.  If verifier goes out, log the exact breakdown period (start-to-fixed).

· For automated systems, check that the verifier rejects invalid or missing D&R tags.

· For desktop systems, check that the verifier is enabled with a frequency of 1000 trays or less.

******

To prevent having to rerun mail.

	r3
	PostalOne! Logbook                                                                                                     Checklist

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

D&R Accuracy


	PO2.  Correctly attach the correct D&R tag to each tray.

· The print quality must enable reading of all items on D&R tag. 

· Only one D&R tag is to be attached to the tray cover or sack.

· Remove or cover old D&R tags/ “in customer home” labels from trays/sleeves. 

· Ensure that the D&R tag destination matches the slide label.     

· Remove old items during or before a tray is positioned along the machine.

******

To be certain that mail will not be misrouted by the Postal Service.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

PostalOne! SOP


	PO3.   Document the specific steps to be taken when mail is not ready for release on the scheduled collection truck.

· Mail rejected due to customer or postal errors

· Mail accepted with customer or postal errors

· Mail pulled from dispatch after transportation assignment

· Include the steps taken with respect to the mailing itself.

· Include how what is learned feeds into continuous improvement.

******

To avoid missing transportation, double billing for air mail, and panic and communication breakdowns at the time of acceptance.

	r4
	Problem Analysis Report

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

PostalOne! Phone Lines


	PO4.  Verify that the mailer has a dedicated phone line installed for PCAnywhere.

· For desktop systems, a dedicated phone lines is required for each shipping system.  One phone line is for S-AMS, and one phone line for PCAnywhere

· For automated systems, a dedicated phone line is required for each server.  One phone line is for S-AMS, and one phone line for PCAnywhere.

******

To enable remote troubleshooting and data collection.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:


	
	


	3

Daily PostalOne! Accuracy Checks


	PO5.  Check the accuracy of PostalOne! scales before each day’s use; calibrate scales and validate test weights annually.

· Use an industry recognized company for calibration .

· Purchase and use test weights designed for scale balancing.

· Store test weights so they will not be damaged.

· Create test samples for equipment that cannot be tested with weights (in-line scales).
· Weighing accuracy must be within + or - .1 pounds.
(     Contact state government Bureau of Weights and Measures for calibration companies.

******

To be certain that scales are operating correctly right from the start of the day’s operation.

	r1
	PostalOne! Logbook
Checklist

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Daily D&R Tag Accuracy Checks


	PO6.  Check the print quality of each PostalOne! Shipping System printer used to print dispatch and routing tags prior to each mail processing day.

· Develop checks.

******

To be certain that printer are operating correctly right from the start of the day’s operation.

	r3
	PostalOne! Logbook
Checklist

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Machine Preventive Maintenance

	PO7.  Implement a Preventive Maintenance (PM) program for all automated equipment (including PostalOne!) used to process mail that meets or exceeds manufacturer’s preventive maintenance specifications.  If manufacturer does not recommend a program, then develop locally.

· Create schedule and checklist to match.

· Performed by qualified hardware technicians (certification, documented training or at least 2 years of experience).

· Log problems or unit breakdowns and associated corrective action taken.

· Track and evaluate machine PM performance.

· Maintain summary data which indicates process stabilization and capability or evaluate performance in terms of Mean Time Between Failures (MTBF).
· Weekly, monthly, semi-annual, annual checks.
******

1. To prevent errors that machines otherwise have the likelihood of introducing.
2. To keep machines running at optimum level in order to prevent rushing and produce quality mail.

	r3
	Preventive Maintenance Logbook
Weekly, monthly, semi-annual, annual checklists

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



CONTAINERIZING

	
	CT1.   Null standard.                     Not on scoresheet. 

	None
	


	3

Sleeving & Strapping


	CT2.   Sleeve and strap mail per local USPS instructions.

· Post current instructions in Containerizing Area.

· Maintain current transportation instructions on file.
******

To ensure efficient Postal Service Operations.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3  

Loading Containers


	CT3.   Load Transport cages, All Purpose Containers (APCs), over the Road Containees (OTRs) and pallets according to national (DMM) and any necessary local USPS instructions (including PostalOne! air and surface separations)and placard when and as required.

· Post current postal transportation instructions in Containerizing Area.

· Establish designated and placarded areas to house this equipment prior to Presenting.
******

To ensure efficient Postal Service operations and faster delivery on the mail.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



PRESENTING

	2

Mail Presentation


	PR1.  Segregate and present First-Class Mail by type  (Automation, machinable or single piece) with mixed AADC trays segregated from other automation mail trays and local destination trays prepared in accordance with local USPS specifications.

· Describe the process in the operating procedure.

******

To enable final quality control checks (verification) by Postal Service technicians.

	None
	 


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Document Presentation


	PR2.   Present complete, signed postage statements for all mail presented accompanied by all required documentation. 

· Present documentation as specified in DMM module P.  (Include proof of PAVE and CASS certifications).

· If address block barcodes were used to sort the mail, include that customer’s CASS report.

· Include postage adjustment documentation when an adjustment is claimed.

· As appropriate, all documentation in mailing agreements such as for optional procedure mailings, customized mailing systems, PostalOne! Mailing systems, etc are to be included.

· Check the postage summary report to ensure continuous verifier functioning throughout the day.

******

1. To speed entry of the mail into the Postal Service system.

2. To account for all of the mail to be presented.

3.  To ensure that no gross errors exist in the mailing.

	r6
	Presentation Documentation Folder

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Failed

Acceptance


	PR3.   Describe the SOP when mail fails the USPS acceptance/verification process.

· Include the steps taken with respect to the mailing itself.

· Include how what is learned feeds into continuous improvement.
******

To avoid panic and communication breakdowns at the time of acceptance.

	r3
	Problem Analysis Report

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



QUALITY INSPECTION

	3

Daily Piece Design QC
	QI1.   Perform random checks on a regularly scheduled basis, to confirm that piece design quality procedures are being followed and that the pieces checked conform to specifications.

· Document cross checks of pieces versus design specs.

· Review design checklists for completed procedures and approvals.
******

To catch any breakdowns in the process as they occur.

	r3
	QI Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Daily Data Prep QC
	QI2.   Perform random checks on a regularly scheduled basis, to confirm that data preparation procedures, including quality assurance standards, are being followed and that the outputs from the process are accurate. 

· Confirm carrier route sequencing.  

· Confirm that all documentation has been produced.

· Confirm that correct parameters for the job were entered.

· Confirm that the Mail Qualification Report or other USPS approved mailing report matches the mailstream sequence in the digitized file to be used for in-line sorting.
NOTE:  This standard applies only where data processing is located at the same physical location as the mailing operation.
******

To catch any breakdowns in the process as they occur.

	R3
	QI Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Daily Finished Piece QC
	QI3.   Perform a quality check on each job, to confirm that job setup (mailpiece version), printing, inserting and finishing procedures, including quality assurance standards, are being followed and that pieces conform to specifications.  Note:  In operations with a very large number of jobs, a statistically valid sample (95% confidence level) of jobs may be selected for checking.

·     Document cross checks of pieces versus design checks.

·     Weigh sample pieces of First-Class letters and heavy Standard (A) letters.

·     Check letters against DMM standards.
******

To catch any breakdowns in the process as they occur.

	R3
	QI Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3  

Daily MLOCR Reviews

	QI4.  Perform random checks of the MLOCR machine and its outputs to confirm that correct sort schemes and customer or batch codes are entered.

· Develop a checklist that at a minimum contains the check and frequencies. 

· Increase the frequency of checks in conjunction with the frequency of scheme changes.

· Compare machine reports with piece counts in sampled destinations.

· Check postage codes sprayed on mailpieces with the imprint or postage affixed. 

       (     Document crosschecks of machine reports to confirm entry correctness.

******

To ensure that postage will be calculated correctly by the MLOCR for the mailpieces to be presented.

	r3
	QI Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Daily Processing QC
	QI5.   Check Sorting/Preparing phase for each mailing (job order) to ensure that errors are detected, that applicable MPTQM Standards are being met, and that all errors detected are documented along with the corrective and preventive action(s) taken.

· Confirm carrier route sequencing as early in the manufacturing process as feasible.

· Confirm carrier route sequencing by examining finished trays.  [Tools being developed by USPS].

· Confirm piece counts under manifesting, optional procedures, other mailing systems; confirm piece counts for other mailings.

· Crosscheck tray tag with tray contents to confirm accuracy.

· Confirm barcode readability.

· Use a checklist and the Mail Qualification Report.   

· Ensure daily compliance with multiple, random, sample tray checking. 

· Ensure corrective actions are captured and performed before containerization. 

******

1. To ensure that processing personnel are preventing errors from entering the production system.

2.   To ensure that processing personnel are documenting and fixing problems for continuous improvement.

	r3
	QI Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Daily 

Containeri-zing QC
	QI6.   Check Containerizing phase at least twice each day to ensure that errors are detected, that applicable MPTQM Standards are being met, and that errors detected are documented along with the corrective and preventive action(s) taken.

· Use a checklist.  

 ******

1. To ensure that containerizing personnel are preventing errors from entering the production system.

2. To ensure that containerizing personnel are documenting and fixing problems for         

      continuous improvement.

	r3
	QI Logbook 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Daily  PostalOne! Quality Control
	QI7.  Perform regularly scheduled Quality Inspections of PostalOne! Phase to ensure:  

    --    MPTQM Standards are being met, 

--    Critical errors are documented and, 

--    Corrective and preventive actions are taken.

·     Use the MPTQM provided QC checklist or develop a custom checklist version that at a minimum contains the same check and frequencies.

· Record errors on the QC Daily Review Log Sheet.

******

1. To ensure that PostalOne! operators are preventing critical errors from entering the production system.

2. To ensure that PostalOne! operators are documenting and fixing problems for continuous improvement.

	r3
	PostalOne! Logbook
Checklist

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



PROGRAM MANAGEMENT

ORGANIZATION MANAGEMENT

	3
Company
Vision


	OM1.  Establish company vision and mission statements that are reviewed annually by senior management.

· Show how the vision is to be accomplished through the quality system in terms that are simple and measurable.

· Use in the company training program.

Note:  Large volume customers (not third party mailers) may use departmental level statements.

******

1. To establish the MPTQM system from the very top of the management structure.

2. To have a device that can be used to communicate the foundational importance of quality to all 

3. employees in the business.

4. To focus company efforts towards common measure goals.

	r5
	MPTQM Logbook


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

MPTQM Org Chart
	OM2.   Publish a current MPTQM organizational chart that clearly defines the lines of communication, responsibility, and authority within the operation; including the quality management function.  Show who steps in at times of illness, vacation or vacancy of the primary quality assurance technician.

· Use in the company training program.

                                (    See example in MPTQM Guidebook.
******

1. To communicate accountability for the quality system and the production of high quality output.

2.   To provide continuity when the primary QA technician is not available.

	r5
	MPTQM Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

 Job Qualification


	OM3.  Identify the requirements of each type of job within the production operation, including quality and supervisory positions, and the training requirements for each one.

·     Maintain a current description for each job type including all qualification requirements and how each requirement will be met by the employee—e.g., via formal training or OJT training, with or without a written test.
·     Document within the description how performance will be measured. 
· Create a table that shows every job type along with the qualification requirements.
******

To provide a formal means through which all employees can know what is expected of them, how they will be instructed to perform the job correctly, and how their knowledge and performance are measured.

	r5
	Position Description Files


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Training

Program


	OM4.  Create and maintain a formal, comprehensive training program for all production and quality positions, including supervisors and managers.

·     Identify the training needs for all job types.

·     Train all personnel performing activities affecting quality, including PostalOne! Transportation Management systems operators before assigned to the job and as future needs arise.

·     Continually identify new training opportunities for the primary and alternate quality assurance professional(s) on staff.

·     Improve the training program by analyzing both system and individual performance and document results, reviewing overall needs at least annually. 

· Maintain training class/session logs.
· Maintain individual employee training records.
· Seek out certification opportunities using ASQ or other certification processes, or state licenses for the quality assurance professional.

· Pursue the development opportunities for the quality assurance professional to include distance or computer-based training offered by ASQ or other accredited institutions.

******

To make the training program relevant to producing quality mail by ensuring all key person are trained, by analyzing performance and by continuously improving the program from the results.

	r5
	Training Files

Needs Assessment Folder                                                                                                         

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Training

In Quality


	OM5. Organize periodic (minimum annual) management training sessions for awareness of current industry-wide quality topics and issues, or company-wide events, that include a broad group of employees.  This activity is performed by the quality assurance technician. 
· Maintain attendance record along with specific experience credentials in personnel training folders {course documents, association memberships, (e.g., American Society for Quality (ASQ) and other quality programs) etc}.

******

1. To keep these employees on the leading edge of managing quality systems and to ensure that their quality function and skills are maintained.

2. To continually communicate to these employees that their role is significant (the company is willing to invest in special training for them).

	r3
	Training Files 


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Management Reviews


	OM6.  Schedule, at defined intervals (minimum--monthly), internal management reviews to include (but not limited to):  

--  MPTQM Internal & external assurance review performance summaries,

--  Customer and USPS compliance issues, if any,

--  MPTQM system status (any changes needed),

--  Modifications and/or changes issued by the Postal Service,

--  Company goals and measures,

--  Training issues and action items approved.

· Establish routine MPTQM program agenda items for review at each meeting (e.g. (1) production performance trends, (2) defective presented mail trends and its documentation, (3) customer mail quality issues and associated improvement activities, (4) suggestion program inputs, (5) MPTQM quality system planning, and (6) training shortfall summary from all work areas).

******

To ensure that continuous improvement is occurring in the operation and is driven by top management.

	r3
	Management Review Minutes File
Meeting Minutes

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Supplier Evaluations
	OM7.   Select contractors/suppliers on the basis of their ability to meet contracted requirements, including any contracts related to managing the quality system.

· Establish a contractor/supplier program in which expectations are defined clearly.


Establish an evaluation process - how contractor/supplier activity will be monitored and measured.  (On-Time Delivery, error monitoring, etc).


Document contractor/supplier evaluations.


Document approved contractor/suppliers.

******

To drive quality back up the supplier chain where many production processes actually begin.

	r5
	Vendor Evaluation Documentation

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

USPS Issues


	OM8.   Illustrate the process for documenting all issues between the mailing company and the Postal Service, to include:

· Description of the issue (including DMM citations),

· List Mailer’s proposed solution,

· People involved,

· Postal Service’s proposed solution.

·    Maintain letters and correspondence on file.
******

1. To foster a spirit of teamwork locally.

2.  To keep issues at the lowest possible action level where they can best be resolved.

	r3
	Local USPS Communication Folder

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

Meetings with Local Postal Officials


	OM9.   Attempt to have periodic meetings of senior automation mail production decision makers and local Postal Service plant managers/BMEU personnel to discuss current activities and improvement opportunities.

· Prepare and submit proposed meeting agenda items to local BMEU managers.
 [NOTE: see MPTQM guidebook, implementation guidance section]

******

1. To build teamwork.

2. To improve efficiencies.

3.  To be proactive rather than reactive to issues of mutual concern.

	r3
	Local USPS Communication Folder

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



PROCESS MANAGEMENT

	2

Job Control


	PM1.   Demonstrate the use of a process that controls a job from the point of a quote to a customer, through mail presentation and customer billing.

· Use standardized tracking documentation:

· Starts with Quote process employing Functional feedback,

· Converts Quote to Live Job and communicates to relevant parties,

· Automatically generate Order Acknowledgment and “Terms and Conditions”,

· Employs subsystems of Production Scheduling, Production, Entry, Billing, or at least ‘feeds’ these systems,

· Fully Updates, Distributes, and Communicates Change Orders.

· Use process flowcharts.

******

To prevent breakdowns in the process that might otherwise cause quality problems in the product.

	r2
	Order Entry System and Documentation

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2 

Process Flowcharts
	PM2.   Maintain current mail process flowchart(s) showing all ways that mail can be processed within the operation.

· Locate where in the production system all process measures will be taken.

· Process flowcharts must reflect the overall start-to-finish operations (see sample).


Review for problem analysis capabilities and continuous improvement possibilities.


Describe the way you do business as part of an overall (revisional controlled) MPTQM quality system manual. 

· Provide a complete list with definitions of company specific acronyms used at any point in the production of mail or in the management of the mailing process.

·     Functional flowcharts should show more specific step-by-step clarification:

                       --   Each internal operating department should detail flowchart own process(s).

                       --   Flowchart should be detailed enough to pinpoint communication issues.

·     Include flowcharts within the company training program.
·     Use the format provided by the Postal Service (see Website).
******

1. To use in constructing, analyzing and improving the quality system.

2. To use as a training and communications device for employees and postal personnel.

3.   To assist in conduction assurance reviews.

	r5
	MPTQM Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

Mailing Agreement


	PM3.   Continually confirm that the current Mailing Agreement (under which special mailing program(s) – critical entry driven acceptance times, single daily mailing statements, combined mailings, Optional Procedure, and Value Added Refunds, etc.) with the USPS is on file and being followed.  Provide the USPS with major change notices as follows:

· Sufficient notice to USPS prior to major production/preparation changes (does not include volume fluctuation).

· 10 workdays notice of request to change local mailing agreements.

· 30 calendar days notice of request to participate in new mailing program.

· 5 or less workdays to implement USPS directed transportation dispatch or sort scheme changes.

· Maintain a log of communications with USPS personnel relating to these notifications.

· Create suspense file system for mailer requested actions.
******

1. To enable the Postal Service to support the mailer’s changes without loosing the ability to verify mail or        

      ensure its smooth entry into the postal processing stream.

2.   To work in a planning mode versus a firefighting mode.

	r2
	 Authorization Files/USPS Communication Folder Confirmation Records 

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Problem Analysis
	PM4.   Create and maintain an internal problem reporting process.  The process must include: 

· Specific definitions as to what constitutes a problem worthy of formal analysis,

· Documentation of all problems,

· Assignment of short-term corrective/preventive actions for the current mailing(s),

· Assignment of containment actions for assuring the problem does not contaminate other processes/mailings.
******

1. To ensure that problems receive attention and get fixed.

2.   To enable root cause analyses.

	r3
	Problem Analysis System Reports and Log

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Customer Mail Improve-ments
	PM5.   Illustrate a process for working with customers/clients (external and internal) and their ‘agents’ for making process improvements.

· Document examples of customer process improvement recommendations, changes and results. 

√             Establish a system for tracking the history of each customer/client.

******

1. To continually improve by linking all parties who can have an impact on quality.

2.   To maximize discounts and reduce mailing costs.

	r3
	Customer/Client Improvement Folder

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

USPS Equipment


	PM6.   Ensure that USPS equipment is used only for packaging/presentation of mail                (e.g. containers, trays, and rolling stock).

· Perform weekly compliance checks.
******

To keep USPS owned mailing equipment moving through the production line and transaction loop with the Postal Service – it’s intended purpose.

	r2
	 Checklist  

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

“What If”

Scenarios


	PM7.  Maintain written scenarios, including current “what if” scenarios, describing specific actions to take at critical processing times during the day whenever production is behind schedule or major machine/personnel malfunctions threaten mail preparation or presentation, S-AMS offline, or other PostalOne! shipping system failures.

·    Show written evidence that USPS requirements under such situations have been requested.

·    Post contact names and phone numbers of supervisors and USPS personnel to contact when a scenario actually is happening. 

******

To create a consistent process in contingency planning.

	r3
	“What If” Scenario File 


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

Daily House Cleaning


	PM8.  Perform daily housecleaning for the entire workspace.

· Create instructions on how you want your housecleaning task accomplished and on what schedule (process/machine area cleaning, meter, and meter area, warehouse, PostalOne!TM, etc).

******

1. To foster an employee mindset of order and control.

2. To prevent errors in mailings due merely to general sloppiness in the plant.

3.   To avoid a perception of a contradiction between physical disarray and a controlled system.

	r1
	MPTQM Logbook

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1

Spoilage
	PM9.  Establish a procedure for handling “spoilage”.  

·   Document spoilage in the job jacket.

NOTE: Does not apply to operations that are under a 100% mailing standard operating procedure. 

******

To be able to account for pieces not mailed.

	r3
	Spoilage record (optional)

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	1 

Document control


	PM10. Maintain procedures for the control of all hardcopy and electronic records that relate to the requirements of the MPTQM system. The control is to ensure that:

· Pertinent records/data covered by this requirement is available to each location.

· Obsolete records either are promptly discarded or flagged to prevent their unintended use.

·  Use revision numbers. 

******

To enable ready access to records by management and by assurance review teams.

	None
	

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



CONTINUOUS IMPROVEMENT MANAGEMENT

	3

Problem 

Solving 

System
	CIM1.   Create and maintain a formal problem solving system.  The system must include:

· Criteria for entry, i.e., what types of problems, reoccurrence, and severity,

· Assignment of root causes analysis,

· Assignment of preventive actions to eliminate root causes,

· Assignment of verification actions to assure that root causes are eliminated (the problem is no longer occurring),

· Centralized reporting at the production phase or at the total production level,
· Include actions taken as a result of mail verification failure worksheets received from the DMU and submit a copy of the correction record to the DMU.
******

1.  To ensure that problems receive attention and get fixed.

2.   To enable root cause analyses.

	r3
	Problem Analysis System Reports and Log

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Self

Assessment


	CIM2.   Perform full self-assessments at least quarterly.  Review all recently initiated corrective and preventive actions until identified problem(s) is (are) corrected.

· Ask employees and management involved in processing mail to explain and demonstrate how they ensure the quality of mailings processed.  (Auditing the QC Process).

· Identify and promulgate “Best Practices”.

· All production shifts must be assessed.

· Use the standard assurance review checklists included in the MPTQM Guidebook to conduct self assessments.

· Customize the standard assurance review checklists by adding company-specific items.

· Include Data Services, Lettershop/Mailplant services, “Control” functions and Mail Entry.

· Use Corrective Action Reports (CARS).

******

1. To ensure that employees fully understand what they do that contributes to quality and why it is important to the company.

2. To identify the need for additional training.

3. To ensure the root cause of a problem has been addressed.

	r2
	Self-Assessment File

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:


	3

External

Assess-ments


	CIM3.  Analyze MPTQM external assurance review reports.

· Show resolution of failures to comply to standards. (Use CARS)

· Show resolution or action related to concerns issued.

· Furnish a corrective action record for each non-conformance to the review team within 15 working days of the review.

·  Maintain all corrective and preventive action reports resulting from reviews.

******

To use as a vehicle for continuous improvement (track record).

	r2
	External Assurance Review File


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Trending


	CIM4.   Track and communicate progress made toward those company goals that can be directly impacted by the quality management system.

· Use a standardized reporting process.

· Use a database and graphs to track the types of quality problems identified and to help analyze root causes and trends.

· Include analysis of preventive maintenance data collected.

· Goals are to include USPS verification results.

· Goals are to include those quantified at the outcome level to the USPS.

· Formal communication to all employees regarding the results of improvement activities.

· Use Postal Service provided verification information.

· Compile other data to establish trends.
******

To ensure that all employees receive formal communication regarding the results of the improvement activity.

	r2
	Data Collection/Analysis Folder

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Employee

Recognition


	CIM5.  Recognize actions and implemented employee suggestions that specifically improve quality.

·  Link to quality outcome measures, wherever possible.

·  Create and implement an employee suggestion program.

******

1. To keep quality in front of employees visually.

2. To recognize employees who go above and beyond.

3. To foster continuous improvement.

	r2
	Recognition File 


	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	3

Quality

Management System
	CIM6.   Create and maintain a customer complaint/supplier quality management system.  The process must include:

· Description of the issue (including DMM citations),

· Certified mailer’s proposed solution,

· Time lines for resolution,

· Immediate entry into disciplined problem solving system,

· Communication with the customer/supplier at defined intervals to update progress toward resolution,

· Standardized reports submitted to the customer/supplier as proof the problem will not recur.
******

To enable those who are outside the MPTQM system to provide feedback for improving the system.

	r2
	Tracking Reports

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:



	2

Customer Focus
	CIM7.   Demonstrate a proactive process through which customers (external and internal) are queried on the quality of the business transaction they have experienced.

· Include questions related to both the process and final product.
******

To enable those who are outside the MPTQM system to provide feedback for improving the system.
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	Survey Records

	Comments:

	( Pass

( Fail

Initials

_______
	Observations:

Interviews:

Concerns: 

Recommendations:
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