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Mail Preparation Critical Errors

Receiving Stage

	Critical Errors
	Corrective Action

	· Postage (customer applied) – primary segment of any one customer’s mail shortpaid or bears unreadable imprint
	· Check each piece in mailing and add    
      postage, or

-     Return mail to customer

	· Dates (customer applied) – primary segment of mail stale or imprint unreadable
	· Check each piece in mailing and remove  

      bad pieces, or
-     Redate each piece in mailing, or

-     Return mail to customer

	· Endorsements (customer applied; class, rate category, dropship) -–primary segment lacks or has incorrect endorsements
	· Check each piece in mailing and make    

      correction, or

-     Return mail to customer

	· Machineability – any segment of mail too stiff, too heavy, has inappropriate non-paper inserts
	-     Check each piece in mailing and 
· Segregate defective pieces from    

      automation capable mail, and

· Uniquely identify and isolate defective    

       pieces, and
· Clearly mark items to prevent USPS from  

      processing with automation

	· Mailabilty (minimum size) – primary segment of mail too small
	-     Return mail to customer or
-     Re-envelope mail


Processing Stage

	Critical errors
	Corrective action

	· Barcodes – unreadable – 50 or more 

      sequential pieces
	· Stop the machine and make repairs, and 
· Cover or obliterate bad barcodes

	· Barcodes – inaccurate – 50 or more    

      sequential pieces
	· Stop the machine and make repairs, and 

· Cover or obliterate bad barcodes

	· Presort – not finest sort
	· Stop the machine and make repairs, and
· Rework entire mailing/batch, or
· Pay up to full postage

	· Presort – systematic machine missorting
	· Stop the machine and make repairs, and
· Rework entire mailing/batch, or
· Pay up to full postage

	· Presort – any operator error that results in 

      erroneous presorting of 50 or more pieces
	· Document the error (operator name, time,  

      date, cause of error, and corrective action 

       taken), and

· Reset machine parameters (if applicable), 

      and 

· Remove and “pay up” OCR rejected 

      mail processed by handsort personnel   

      (if applicable), and

· Adjust final postage statement with 
      supporting documentation

	· Postage – MLOCR set at wrong amount of postage for customer or batch mail stream
	· Stop the machine, and
· Rework entire mailing/batch, or
· Pay up to full postage


	Critical Errors
	Corrective Action

	· Postage – mail (any amount) inadvertently processed in “no-count” mode
	· Retrieve count data from pick up tickets,     

      and

· Determine number of pieces counted at  

      presort rate, and

· Remove basic presort pieces, match 

      documentation, and apply for adjusted   

      VAR (if applicable), and
· Document actions taken to prevent 

      recurrence

	· Postage – primary segment of any one customer’s mail shortpaid or bears unreadable imprint
	· Remove mail from mailstream, and 

· Meter mail up to correct postage rate for 

       each piece, and 

· Document actions taken to prevent 

       recurrence

	· Dates – primary segment of mail stale or imprint unreadable
	· Identify and isolate mail from operation, 

      and 

· Correct the date, and
· Set up separate run number and re-run  

      corrected pieces (don’t include new ID    

      number in reports), or 
· Return mail to customer

	· Endorsements – (class, rate category, dropship) – primary segment lacks or has incorrect endorsements
	· Identify and isolate mail from operation,  

      and

· Correct the endorsement, and

· Set up separate run number and re-run 

      corrected pieces (don’t include new ID   

      number in reports), or 
· Return mail to customer


PostalOne! Stage

	· PostalOne! verifier not operational
	· Ensure verifier is turned “on”
· If verifier is broken,

       -- Stop scanning and fix or replace verifier

       -- Document actions taken to prevent 

          recurrence


Containerizing Stage

	Critical Errors
	Corrective Action

	· Routing – APC or pallet misdirected
	· Change/correct the placard if mail not yet 

       inducted, and

· Document actions taken to prevent 

      recurrence

	· Strapping – APC or pallet of trays not strapped
	· Strap trays, and

· Document actions taken to prevent 

      recurrence

	· Tray tagging – mail tray tagged incorrectly
	· Check all trays in APC/pallet or on the 

       machine for similar errors, and 
· Change/correct all incorrect tray tags     

· (include checks of tray tag barcode    

· accuracy), and
· Document actions taken to prevent 

      recurrence


Presenting Stage

	Critical Errors
	Corrective Action

	· Documentation – required mailing documentation unavailable for verification
	· Coordinate with local USPS to present 

       documents the next business day, and

· If unable to present next business day, and
· If for Value added, no VAR for that day,

· and
· For rest of mail, subtract rejects from 

· pickup ticket count to determine total, and

· Use customer history to construct    

· estimated mail percentages by rate 

· category

	· Timeliness – mail presented after established presentation time*
	· Notify acceptance unit upon realizing, and
· Document notification (name, date, time,  

       Items discussed), and
· Receive local USPS instructions regarding  

       reentry, and 
· Document actions taken to prevent 

       recurrence 

	· Routing – “dumping” mail on USPS dock

(e. g. no verification, no USPS coordination)
	· Notify acceptance unit upon realization, 

       and
· Transport mail for correct induction, and
· Document actions taken to prevent 

       recurrence


*Exceptions:  Acts of God, power loss, and mid-run machine failures are not considered critical errors, but corrective actions are required
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