Documentation Guidance:   Listed below are the suggested (not required) logbooks, forms and files that would compose a mailer’s MPTQM program.  This is only an example or sample model rather than a specific requirement.  Suggestion:  Create sections of logbooks, files and folders according to r1, r2 and r3 retention periods for easy purging.
Logbooks: (or Notebooks) Use separate tabs/dividers for different forms/checklists. 
Piece Weight Scale Calibration Logbook


Checklists for Standards:  

S4, PM2.

Receiving Operations Logbook


Forms and checklists for Standards:  
C1, C2, R3-8.





Machine Operations Logbook


Forms and checklists for Standards:  
S2, S3, P1, P2, P4-8, P17.

Machine Installation Logbook


Forms and checklists for Standards:
 PM3-6.

Preventive Maintenance Logbook


Forms for Standard:

 PM1.

MPTQM Logbook


Forms and checklists for Standards:  
S1, OM1, OM2, PM9, PM13.

Critical Error Logbook


Checklists for  Standard: 

Q1-4.


In process/active Corrective and Preventive Action Forms:     PO3, PR3, CIM4.
Specified Files:

Authorization Files


Precanceled Stamp: PM8
Nonprofit Standard: PM8              VAR (Forms 8096): PM10


Mailing Agreements: PM7
Permit Imprint: PM8                      Option 4 Dropship: PM11

Management Files
 Pick-up Ticket Register: R2
                                Position Descriptions: OM3



 Management Review Minutes: OM5                                Internal Self Assessments: CIM1

 “What if” Scenarios: PM12
                                Local USPS Communication: PM14, CIM5, CIM9      

 Organizational Recognition: CIM8 
                                   Data Collection/Analysis Docs: CIM3
 

 Professional Quality-related Activity: OM4, CIM7             Customer Improvement: CIM10 




              What If Scenarios                               Training

CAR (completed/closed): CIM4                                          External Assurance Reviews: CIM2                                           
Training Files: OM4, CIM7

MPTQM System Procedure Manual:  All other documents that define the MPTQM system.
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