telecon minutes

subject:
MTAC ISSUE #78 IN-HOME DELIVERY INSTRUCTIONS

date:
12/19/02

Time:
1:00pm – 2:00pm

attendees:  mike spates, anita pursley, wanda senne, hank cleffi,  iris chamberlain,  CINDY KING, annette raney, PAT MCKEEN, CHARLES HOWARD, CRAIG CECERE, JACK MAY, Heywood Girion, Pat McCabe, Jack May

Discussions were held concerning action items from 12/4/02 telecon minutes.

· Flowchart Discussions – Late Receipt of Scheduled Mailings
Reviewed revised flowchart.   Flowchart to be revised again to incorporate additional suggestions from the team.

· Handling Procedures for PIHD Mailings received at P&DC, SCF, BMC
Mike Spates shared conversation with Jamie Fuentes, Mgr. BMC Operations.  The current procedures being followed are procedures outlined in Publication 804 Drop Shipment Procedures for Destination Entry, page 25.

BMC – Late mailings received

· Contact BSN to notify them of receipt of late mailings

· Past In Home Date mailings are sent to delivery units

· Revision to Publication 804 Drop Shipment Procedures for Destination Entry

John  Sadler, Mgr. Business Mail Acceptance is responsible for publication.  Mike Spates, Mgr. Delivery Operations and Jamie Fuentes, Mgr. BMC Operations will be providing input into the proposed revisions.

There were discussion concerning “Delivery Instructions”

· Verbage still needs to be determined concerning preferred placement

· Placement suggestions – 

· Backside of mail piece for letters

· Left hand side in area of endorsement

· Close to the mailing address

· Placement distinction for letters and flats

· Standard font and color contrast of endorsement

There was agreement that no further discussions would be held concerning:

(Advertiser’s Name) makes every effort to have our mailings in your home in a timely manner.  If you received this mailing late, please bring it by your local _____store where it will be honored.

Mike Spates suggested that at a later date, a focus group, which would include carriers, can be established to provide feedback on endorsement placement. 

Action items:  

Wanda Senne – revise flowchart and disseminate

Mike Spates – Set up next telecon for Thursday, January 16, 2003 – 1:00 pm

