MPTQM ACTIVITIES MATRIX


This section lists in chronological order all activities that occur in support of the mailer’s efforts to become MPTQM certified.  It should be reviewed in conjunction with the following table (matrix) of activities.

PRIMARY TEAM ROLES

Certified Quality Auditor (CQA)

The CQA leads the Assurance Review acting as the interface between the mailer and the Postal Service MPTQM Program Manager.

RCSC Domicile

The local RCSC domicile provides mailing system expertise to the assurance review team.  The domicile also interprets postal mailing standards for the team and performs the semi-annual mailing system review as part of the MPTQM review.

Business Mail Entry Analyst (BMEA)

The local district BME analyst (or other designated technician) brings local mailing and acceptance practices to the assurance review team, providing insight into local agreements. The analyst coordinates a complete verification of the mail with local acceptance clerks on the day of the review.

PRE-REVIEW ACTIVITIES

Mailer Registers for Certification track

Mailer downloads from web or emails to MPTQM@EMAIL.USPS.GOV to receive the registration form, complete and mail or fax it to the Postal Service.

Mailer receives guidebook and video

Upon registering, the mailer  receives a guidebook containing the MPTQM Standards, along with a training video explaining the program.  Sample forms may be downloaded from the website.

Mailer installs & self assesses

Mailer installs elements to satisfy the MPTQM Standards and performs self-assessments. 

Mailer requests assurance review

Mailers must conduct at least 3 self-assessments on 30 day intervals.  After achieving a score of 95% self-assessment, the mailer may request an external assurance review through the MPTQM Program Manager. Along with the request, the mailer must submit the last self 3 assessment checklists, 3 hardcopies of the MPTQM program documentation (SOPs, checklists, etc.) and one electronic copy of the SOPs to show how the MPTQM program is structured.

NOTE:  The mailer’s full program must be in place for 90 days before the documentation is submitted.  In this way, a track record of performance has been documented for the assurance review team to observe.

CQA reviews submission

The Program Manager forwards the documentation to an independent CQA contracted by the USPS for review.

CQA & PM discuss “Go/No Go”

The Program Manager and the CQA determine whether the documentation indicates the mailer has met the requirements for the program and is ready for the review.

CQA contacts mailer to discuss “No Go”

The mailer is contacted with guidance on what yet is needed before the review is set up.

CQA sets up review with mailer & team.
The CQA  coordinates the assurance review date and logistics with the mailer, RCSC Domicile and District Business Mail Entry Manager.

REVIEW DAY ACTIVITIES

BMEA obtains mailer quality folder from BMEU

Prior to the review, the Business Mail Entry Analyst obtains the mailer’s quality folder from the BMEU. Note: If this is the initial review, the analyst obtains verification forms and quality memos in lieu of the quality folder. 

The RCSC domicile records information about the acceptance operation at this time using a checklist provided.

Team reviews folder & plans review

CQA, RD & BMEA review USPS documentation available and the acceptance operation in order to develop a plan for the review.

Team meets with mailer and tour plant

Review team lays out the plan for the day and tours the mailer’s plant prior to the start of the assurance review. This is designed to facilitate the review and to ensure that any help on the mailer’s part is available when needed.  See the sample itinerary at the end of this section.
Team Conducts Review of MPTQM, Mailing System, Product

The MPTQM standards, any mailing system agreement between the USPS and the mailer as well as live mailings are reviewed.  This gives a complete picture of the state of the operation.

Team Conducts Exit Review (Results, Next Steps, Training Dates)

All team members attend the exit review lead by the CQA. Results, the mailer’s score and next steps are determined along with the date of the joint training for local employees and managers.

Final confirmation of next steps among review team members

Following the exit meeting with the mailer, all team members confirm the activities each is to perform by specified dates.

POST REVIEW ACTIVITIES

CQA calls PM with score

The CQA notifies the Program Manager of the mailer’s score by noon the day following the assurance review. 

CQA documents review and submits to PM/RD/BMEA

The final report is due within 10 working days.  The Program Manager immediately forwards a copy to the mailer.

CQA submits best practices, improvement ideas to PM

During the review, the team is tasked with finding “best practices” that might be shared with other mailers as a help to their programs.  The Program Manager will obtain specific approval from the mailer prior to disseminating any information.  The Postal Service considers ALL information obtained during Assurance Reviews as proprietary to the mailer except for the overall score achieved. 

BMEA coordinates training date/location/tours*

The BMEA coordinates and notifies the RD, local postal personnel and the mailer on final training and tour dates,  times and places.

BMEA or RD conducts follow up review

Any follow-up review due to the mailer not meeting the 95% minimum certification score is conducted by either the RD or the BMEA.  The mailer should have fixed the shortcomings prior to this review being conducted.

BMEA or RD submits findings to PM/CQA

Follow-up review results are submitted to Program Manager and CQA within 5 working days.

PM prepares certification plaque

The Program Manager sends the certification plaque (initial certification) to the District office for presentation.*   Each district decides the place and manner of presentation.  Stand-alone certificates (recertifications) are mailed directly to the mailer by the Program Manager.

Local training conducted*

Training is conducted for approximately 4 hours by the RD and a senior manager from the mailer’s plant.  Attendees include both mailer and Postal Service employees and managers.

See the attendee training matrix in this Guidebook.
Tour USPS/mailer plants* 

Tours are intended to educate both sides as to how the other is processing the mail and how quality is an issue.

BMEA notifies PM of completion

The BMEA sends an Email.

PM closes file

This indicates that all activities are complete.

CQA updates database & closes file

The CQA updates the MPTQM mailer database, furnishing an electronic copy to the Program Manager.

District presents mailer plaque*

Each district decides how and when this will be accomplished.
*These activities are performed only when the mailer receives initial certification.

IMPORTANT NOTE:  See the Results Process Chart under the Assurance Review section of this guidebook for more specific guidance on the events surrounding a failed assurance review.
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assesses
· 





Mailer requests review through PM 
· 





CQA  reviews submission


· 



CQA & PM  discuss “Go / No Go”

· 
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POST REVIEW ACTIVITIES






CQA calls PM with score




· 



CQA  documents review and submits to PM/RD/BMEA
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CQA submits best practices, improvement ideas to PM
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BMEA or RD conducts follow up review
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· 
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*Follows mailer’s first certification only.
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