MPTQM

List  Mailer Profile *

Company Name







Company Contact







Company Phone Number







Address Where Business



Mailings are Finalized



(This is the site that would be MPTQM certified.)







Postal Service District



(Where Mailing Site is located)










Letter Mail Sorting Method

(Check all that apply)
Computer/Insert/Mail

(
MLOCR

(
Insert/Barcode Sort (BCS)

(






Flat Mail Sorting Method

(Check all that apply)
(
(
(






Mail Production Subprocesses


Performed at the location where the mail is containerized


(Check all that apply & see instructions on reverse)


Presort Service

Bureau Version
List Mailer Version


Setup

   Mail Piece Design



Collecting

   Data Preparation



Receiving

   Printing



Staging

   Inserting



MLOCR Processing

   Finishing



Results

   In-Line Sorting





   Off-Line Sorting





   Containerizing





   Presenting





   Quality Inspection



Comments:____________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
* For purposes of the MPTQM program, includes all business mailers except those engaged exclusively in presort service bureau types of operations. 

MPTQM

List Mailer Profile

Instructions

Purpose

The list mailer uses this profile to identify the specific subprocesses of the mail preparation process to be included within their MPTQM quality management system.  Only those identified will require MPTQM procedures, checklists and inclusion on the Self Assessment/Assurance Review scoresheet.

Overall Goal

The mailer’s overall goal and vision must be to include within the MPTQM system all subprocesses performed at the physical location where the mail is containerized.  It also is desirable to push the MPTQM process as far as possible back up through the “supply chain” to other locations that may be performing front end work such as Mail Piece Design or Data Preparation.  This will require tailored strategies.

Firewalls

If all subprocesses are not a part of the mailer’s MPTQM system, strong quality control checks must be in place at the point where the product or data first enter the MPTQM controlled production process.

Postal Service Assurance Reviews

These complimentary reviews are conducted only at the physical location where the mail is containerized.  The review will encompass all subprocesses running under the MPTQM system.  In order that Postal Service resources are maximized and that the mailer receives the greatest benefit from these reviews, mailers must have all subprocesses existing at that location under the MPTQM system.

Decisions

A. Which Subprocesses to Use?

1) Check the installed subprocesses from the List Mailer columns.

2) Some mailers will find that they run a hybrid operation -- that is, they are like a presort service bureau in that they collect finalized mail from other sources for sorting on MLOCR or barcode sorters, yet also finalize mail themselves from inserters or other mailing machines for subsequent sorting on MLOCRs or barcode sorters.  These mailers will use this profile to select the installed subprocesses from each of the Presort Service Bureau and List Mailer columns.  Using this approach, a typical MPTQM system for this mailer would include:

· Presort Service Bureau Production Subprocesses --

Setup, Receiving, Staging

· List Mailer Production Subprocesses --

Mailpiece design, data preparation, printing, inserting, off-line sorting, containerizing, presenting, quality inspection

· List Mailer Program Management Subprocesses --

Organization management, process management, continuous improvement management

B.    Which Standards to Use?

Once the subprocesses are identified, the profile has served its purpose.  Forward a copy of the completed profile to the Postal Service MPTQM Program Manager.  The next mailer steps are to:

· Flowchart each subprocess using the format provided by the Postal Service (requires the software application, Visio).

· Using the standards provided by the Postal Service for each subprocess --

1. weed out those standards that are not relevant to the product you produce, and

2. assign those remaining to specific activity boxes on the flowcharts.

· Create the checklist & scoresheet that represents your MPTQM system by modifying the digitized versions provided by the Postal Service.  (Identify those standards that apply to the operatation, and : 1) include only those in the checklist, and 2) enter “1” for each in the applicability column of the scoresheet).

