telecon minutes

subject:
MTAC ISSUE #78 IN-HOME DELIVERY INSTRUCTIONS

date:
1/16/03

Time:
1:00pm – 1:30pm

attendees:  mike spates, wanda senne, anita pursley,  iris chamberlain , CINDY KING, annette raney, CHARLES HOWARD, CRAIG CECERE , dan leonard

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

· Flowchart Discussions – Late Receipt of Scheduled Mailings
Reviewed flowchart dated 12/23/02.  Minor changes to be made:  

· Adding a legend- define the following:
· Event Date
· Expiration Date
· IHD
· BSN
· Provide additional verbiage for clarification of the question “Is there an Event/ Expiration Date?”  

· 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 will follow-up on status.

· Endorsement
· Suggested / preferred verbiage

· Suggested Feedback/ Comment period

· Training & Implementation – will include Feedback 
· Carrier / Supervisor Feedback – Where is it more likely to find an endorsement?

· Timeline for carrier feedback and data collection process to be developed

· Presentation to MTAC– discussed flow of presentation

· Mailflow – discuss showing a step by step of mailflow on the slideshow

· Outline endorsement placement options, request for input from MTAC members

· Publication – include in DMM  (Suggested placement of policy in DMM – D030.2.2.d)

· Training – rollout

· Request Feedback/ comments from MTAC members 

· Informal comment period

· Handout to MTAC members’ feedback/comment form during presentation. 

Action items:  

Wanda Senne – Revise flowchart and disseminate

Mike Spates – Follow-up on Pub804

Mike Spates – Put together presentation

Dan Leonard – Put together Definition for Legend 

Identify location of expiration date and provide endorsement options (inside front or back cover depending on mailing address placement, facing slip, pallet flags etc.) – include current / proposed 

