July 03


C1&2


SAMPLE

THIS SAMPLE SHOULD BE TAILORED BY THE MAILER KEEPING THE PARTICULAR MPTQM STANDARD IN MIND

	Driver Mail

Collection
	C1.  Have drivers --

(1) collect customer-completed pick-up tickets with each mail pick-up or provide other written confirmation of the number of containers, 

(2) determine if the number of containers picked-up matches the number of containers on the pick-up ticket, 

(3) drivers are to report to Receiving: 

(a) any failure of a customer to provide a pick-up ticket, 

(b) the provision of an incomplete or inaccurate pick-up ticket, and 

any discrepancy between the driver’s container count and the customer’s.

	r2
	Receiving Operations Logbook


	Collection Mail Segregation
	C2.  Have drivers identify each customer’s mail and report to Receiving (when mail is unloaded) if, to a driver’s knowledge, any customer provided (a) mail was not segregated by affixed rates and payment methods or (b) any permit or precanceled mail that was not segregated by weight increments.

	r2
	Receiving Operations Logbook  
Form


	DATE
	EMPLOYEE COMPLETING TASK
	NUMBER OF CONTAINERS PICKED UP FROM MAILERS
	NUMBER OF CONTAINERS ON PICK-UP TICKET
	MAIL  SEGREGATED
	DESCRIBE ANY PROBLEMS FOUND AND/OR VARIATIONS TAKEN FROM THE STANDARD OPERATING PROCEDURE
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