MTAC Workgroup 106

Meeting Minutes
08/01/2006

Attendees:

Brian Euclid Perry Judds

Bob Galaher USPS (MKTG)
Lee Angelelli USPS (MKTG)
Susan Hawes USPS (OPS)
Gail Milton USPS (NCSC)
Debbie Cooper Quebecor

Phil Thompson Quad Graphics

Susan Pinter Arandell

(Brian will need to add the rest)

Summary:

While we had an extensive agenda we wanted to cover, most of the discussion centered on understanding how the information that eventually is used to provide the “drop shipment” products, FAST information and Labeling List information is determined, collected, managed, and disseminated by the USPS. 
It was determined that for our next meeting we would review the existing information used in the drop shipment process and identify what is the “necessary” information required to execute the drop shipment process. The approach we are taking is instead of trying to “fix” all of the existing data and processes we should try to take from the existing and build new. What are the necessary data elements and their attributes? What are the business rules and processes? What are the necessary support functions?
The tasks identified for the next meeting are:
1. Develop a glossary of terms/definitions (Susan P and Lee A)

2. Distribute the file formats or provide where they can be accessed for all of the files identified (Mail Direction File, Facility Address File, Drop  Ship Supplemental File, City /State File, Label List File) so all members can review to discuss at next meeting (Lee A and Bob G)

Discussion:

The group discussed current drop ship (DS) product problems and impacts to business in hopes to improve the quality of the DS product and process for entry point planning (EPP) and appointment scheduling. The group started the conversation discussing the labeling list. 

The information to update the Labeling Lists is provided from field offices, usually filtering through the Area office level, to USPS HQ in Washington DC. The information processed through this business channel is used for updating the Label List information in the DMM, Postal Bulletins, and provides the Labeling list information to AMS (Address Management System) for external users [Label List Product] and MDRS (Mailer Distribution Requirements System) for internal users [NATIONAL DISTR LABELING LIST (NDLL)]. There was a question raised as to why there were two separate lists and not one “master” list. No substantial answer was provided.
The format to submit these changes normally occurs using a standard form but can be handled through phone call or email where the information is transferred to a form for data entry into the MDRS system. The MDRS is the information repository for label list changes used internally. The MDRS HQ office is responsible to update the DMM and the Postal Bulletin. The label list update cycle is 6 times yearly.

The labeling list data in the MDRS is transmitted to the AMS system at the NCSC (National Customer Support Center) in Memphis TN. The AMS system appears to be the repository of the Labeling List data where it is used for the drop shipment products (Labeling List). The NCSC is responsible for creating the Label List product and distributing it to the customers. However, this process is being changed to where the product is offered in a downloadable format on the USPS’ FAST web site. 
The labeling list will be posted as received from the NCSC there is no comparative analysis or validations that occur between the FAST Mail Direction File and the Label List. The NCSC also creates the Supplemental File, ZIPCRID, Address File, Parcel File, and the File Layouts and sends them to FAST. FAST uses the ZIP CRID to create the ZIPCIN, and Mail Directions files. FAST posts the Supplemental File, Address File, Parcel File, and after some modifications the File Layouts on the web site for customers to download along with the Mail Directions File, the ZIPCIN, and the CIN List. 
Some of the group questioned if supporting more than one master ZIP code list and manual process for updating changes to the ZIP codes used in the label list causes ZIP codes used in the Drop Ship products, and the Labeling List to be out of sync. The members believe that the label list and drop ship product ZIPS need to be the same.  Some members indicated that the current data sources have conflicting ZIPs which causes disruptions and extra cost to their business.  For example, Royal Oak’s ZIP codes in the labeling list doesn’t equal drop ship product ZIP codes for the facility.  Other members stated that the current organization / structure between the labeling list and DS product is confusing and problematic for them to use. An example given was for mail destined for the Springfield, IL area. The label list says label mail for SCF Springfield – but depending on the mail’s mail class, presort, and mail shape – the DS product has the mailer entering the mail at different USPS facilities located around that area and it’s very confusing to mailers. The container’s destination prepared according to the Labeling List is not the same as the DS product’s facility destination to drop-off the mail composed in the container.  
Other workgroup concerns centered around the frequency of the data changes. There are concerns about changes FAST was making to the DS product and effected business rules, process, and data sources.  Mailers wanted to know what data sources were changing and data sources being removed.  How was FAST planning to reflect new mail redirect changes using the DS product files?  FAST stated mail redirects will be made daily and will take effect immediately in mail direction file.  Everyday, mailers needed to look on FAST to check for mail redirect updates in the DS product.  Mailers were concerned if FAST publishes individual facility changes everyday - how does USPS plan to manage accepting mail redirects at each USPS facility for mail produced after a mail redirect change was made in the DS product?  What are the business rules and how does USPS plan to incorporate the changed mail redirect management into their mail induction process?   Also, mailers were concerned about criteria used to determine start the clock for mail redirects. Since at this meeting the FAST representative was unable to attend these issues were tabled for further discussion.
The group also concluded that whether we use the existing process and data or create a new process and required data - there are several other areas that need to be addressed:

· Data accuracy and synchronization – the same ZIP code level information has to appear in all data files. Establish roles, tasks, and data management processes.
· Change Control – there has to be change management that identifies who can change what information, how it gets changed, when it gets changed, who all must be notified of changes, and when effective periods are implemented

· Quality Assurance – there needs to be a QA process that validates the changes and the accuracy of the information across product lines or systems

· Feedback – there needs to be a mechanism for feedback both internally and externally. How the customers can report anomalies or issues so that they can be researched and reacted to.

· Exception Handling – what are the exception processes 
The group believed the best approach moving forward would be to identify current data problems in the DS product.  Then instead of recommending how to fix all the DS product problems, the group members would document what functions, data sources, and data fields they need to support their current and future EPP and appointment scheduling activities – also document the system performance requirements to access the data and governance policies needed to manage the data.  USPS will be able to use this work from MTAC 106 to organize, manage, and develop the services/functions mailers need to access the DS data to perform their DS business activities.

Next Steps

· Create a drop ship product data dictionary that list all the systems, data sources, terms, and data fields used in the DS process.

· Have USPS/AMS create a current DS product data/process flow.

· Create a DS product Issue list to record and track current DS product data and process problems.
· Need mailers to document data sources, data fields, and functions needed to support their current and future DS activities.
