Detached Mail Unit

MERLIN Sample Selection Process Overview

Mail Availability Profile

1. Clerk completes Mail Availability Profile (MAP) worksheet manually as they survey the mail on hand and applicable production documents.

2. After completing the worksheet, the clerk enters the same information into the Mail Availability Profile of the MERLIN Sample Wizard computer program.

Rating Job for Selection

Computer program assigns a value to each job according to previous sample data and size of job.

1. First selects job if it failed any 3 previous verifications.

2. Then selects job according to volume. (All jobs have opportunity to be selected, but larger jobs are given greater weight.)

Number of Jobs Selected

Program selects as many jobs as time allows based on processing category and clerk available time. 

Job Selection Report

Describes sample for each job selected. All containers and sections are selected at random by the computer.

1. States what staged mail containers to sample.

2. States how many samples and from where on the container (top, middle, bottom) to select samples.

3. States which machine and how much to sample end of line.

MERLIN SAMPLE SELECTION

STANDARD OPERATING PROCEDURES

DETACHED MAIL UNIT

Each day you will determine what jobs will be sampled. The sampling is performed on the mail job represented by a postage statement, which may be one or more mailings. 

There are three possible areas from where samples may be drawn: 

1) Mail staged in trailers

2) Mail staged on the floor

3) Mail at the end of the production lines

Some mailings may only be available for sampling in one of the areas.  Based on the possible areas reported for a given job, the computer program will randomly select the sample from either the staged mail (trailer and/or floor) or from end of line mail to ensure the most statistically valid results.  Depending on the workload and mail production, the sample(s) may be drawn at one time or at multiple times.  In whatever manner and time the samples for a job are drawn, the samples for a job must be run on MERLIN at the same time. 

Sample Size

1.
Sample size for completed mailings under 10,000 pieces is at least 600 pieces (or the complete mailing if it is less than 600 pieces).

2.
Sample size for mailings of 10,000 pieces or more is at least 1,800 pieces. 

For staged mail two containers (pallets, APCs/GPMCs, etc.) will be randomly selected by the MERLIN Sample Wizard program. From these two containers you will be directed by the selection program to choose random sample batches from multiple sections of the container (top, middle, bottom) that will meet the minimum 1800 sample pieces for that sampling.  

For end of line mail, you will be directed to sample from at least two machines, if the job is running on multiple machines. The 1800 piece sample will be spread evenly between the machines. 

Sample Batch Types  

The MERLIN Sample Selection Wizard will select a minimum of 300-600 pieces for each sample batch.

1.
Letters in trays – Select sufficient neighboring trays from the same section of the container until you reach the required sample size, unless one tray meets the required sample size for that section. For example, if the sample size is 600 pieces, and the tray you select has at least that many pieces, then no additional trays need to be selected for the batch.

2.
Flats in flat trays – Select sufficient neighboring trays from the same section of the container until you reach the required sample size.

3.
Flats in sacks - Select sufficient neighboring sacks from the same section of the container until you reach the required sample size.

4. Flats in packages - Select sufficient neighboring packages from the same section of the container until you reach the required sample size.

5. Cards in trays - Select sufficient neighboring trays from the same section of the container until you reach the required sample size. You will be selecting a minimum of one tray of cards from two different containers. Because it generally requires a high number of cards to fill a tray, you may exceed the minimum sample size. Once selected, the entire sample unit must be run.

Determining the Workload

· Begin each workday (or shift) by conducting a review of mail production by manually completing the Mail Availability Profile worksheet.

· List each job by job name and complete all applicable information as required by the worksheet. This is accomplished by surveying the mail available and by reviewing mailer production documents.

Selecting the Sample 

When the Mail Availability Profile worksheet is complete:

1. Open the MERLIN Sample Wizard on your computer.

2. Enter the requested information via the Mail Availability Profile screen just as it is shown on the manually completed Mail Availability Profile worksheet.

Job Selection Report

Based on the information provided on the Mail Availability Profile, the sampling program will select the jobs that must be sampled and provide the Job Selection Report.

Print the Job Selection Report.

· For jobs with mail staged in trailers, the Job Selection Report will show the trailers to be sampled (Trailer Sequence Number), the containers (Container Sequence Number) in the selected trailers to be sampled, the section of the container, and the number of pieces from that section.

· For jobs with staged mail on the floor, the Job Selection Report will show the containers (Container Sequence Number) to be sampled, the section of the container, and the number of pieces from that section.

· For mail to be selected from end of line, the Job Selection Report will show the production lines (Machine Sequence Number) from where to draw the sample and the number of pieces to select from each machine.

Pulling the Sample

Trailer Sequence Number
Establish an order for counting the trailers*.  Once the order is established, it should be used consistently.  Select the trailers corresponding to the selected trailer number.  If there is only one trailer, follow instructions for staged on floor mail.

Container Sequence Number
Establish an order for counting the containers*.  Pull the containers corresponding to the selected container numbers. 

Sample Units
Sample units (trays, sacks, packages) will be drawn from the top, middle or bottom of a container. The Job Selection Report will direct you to the area of the container from where to draw the sample unit(s).  Make sure to pull enough units to cover the number of pieces you must sample. To ensure an unbiased sampling, it is imperative that you draw from the correct location within the container. 

Note:  You must sample at least the number of pieces identified for the sampling section.  A unit must be sampled in its entirety even if it means sampling more than the required pieces. For example, the sample size is 600 pieces. One tray has 400 pieces, the neighboring tray selected has 300 pieces. You must sample all pieces from both trays in this case. You may not just sample 200 pieces from the second tray.

Machine Sequence Number
When drawing samples from the selected production lines, take the most recent units from the container being prepared.  Do not remove mail from the machine itself. If the job selected for sampling is no longer running on the selected machine, then take the sample from the last container prepared from that machine.

*  For example, you count from right to left, assigning the first trailer on the right as trailer 1, second trailer on the right as trailer 2, etc.  For mail staged on floor, assign container sequence numbers in a similar consistent way.

ZIP Destination Analysis

ZIP Destination Analysis is performed on a random basis.  When it is required, a complete ZIP Code area will be run through MERLIN.  Use the mailer’s USPS Qualification Report to determine whether the ZIP Code destinations identified in the selected trays/sacks have additional trays/sacks.  If so, select and sample all trays/sacks for one ZIP Code area with multiple trays/sacks.  The results of the analysis will be compared to the mailer’s USPS Qualification Report or the Summary ZIP Destination Report (Value-Added and Combined Mailers) to ensure that the documentation submitted with by the mailer correctly documents the mailing.

To select the ZIP Code area:

1. From the ZIP Codes selected for sampling, select a ZIP Code area with multiple trays.

2. Stage mail for the selected ZIP Code together.

3. Using the MERLIN ZIP Destination Report, compare the results to the mailer’s USPS Qualification Report or Summary ZIP Destination Report.
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Manually complete at the beginning of each business day (or shift) and then transfer information to the Mail Availability Profile screen of the MERLIN Sample Wizard program.


Mail Preparer – Company preparing mailing where detached mail unit is located.


Clerk Time Available – Enter total time available to conduct MERLIN verifications in hours and minutes (two hours fifteen minutes = 2:15).


Sample Date – Date when MERLIN sampling conducted.


Sampling Clerk – Name of clerk performing sampling.


Job Name – Job name, number, or code that is specific to that day’s mailing of that job. Usually assigned by mail preparer.


Indicate whether job has passed last 3 MERLIN verifications. The answer is No if the job has failed any MERLIN test which requires an adjustment, such as presort exceeding 5% error or failure of the shortpaid test.


Projected Daily Volume – Determine piece count for day’s mailing from postage statement. Select only one check box. 10,000 pieces or less. 99,999 but more than 10,000 pieces. 499,999 but more than 100,000 pieces. 999,999 but more than 499,999. 1,000,000 or more. 


Processing Category – Indicate whether Letters/Cards or Flats.


Staged Mail – Mail on the floor or in trailers awaiting dispatch for this day’s sampling.


Mail Date – Date mailing scheduled for dispatch.


No. of Cont. on Floor – This is the number of containers (pallets, GPCs, gaylords, etc) that is currently on the floor awaiting dispatch.


Trailer Nos. – Number of trailer that has containers of this job stored on it. This is a sequence number that you assign. For example, counting dock doors from left to right, 1, 2, 3 etc.


No. of Cont. on Trailer – This is the number of containers for that job that are on that specific trailer.


End of Line Mail – Mail currently running on the production lines.


Mail Date – Date mailing scheduled for dispatch.


Machine Numbers – This is a sequence number that you assign. You can use any number that is generally known to all. Each machine must have its own number.


Machine Run End Time – This is the actual clock time that this job is expected to be off that machine. Using the best production information available enter the clock time using military time (4:00 p.m. = 16:00).





When all job have been entered go to Job Selection Report Screen to obtain the list of jobs that are to be sampled the current business day.
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Print this report after the Mail Availability Profile (MAP) has been completed.


Conduct MERLIN samplings for the jobs in the order in which they are reported.





All the information in the header except the clerk’s name will automatically be shown.


Job Sequence Number and Job Name – Will state job name and job sequence number as completed on the MAP.


Trailer Sequence Number – If there were containers on trailers, then the report will direct you to a specific trailer, container, section of container, and number of pieces required for the sample from that section.


Container Sequence Number – You assign this number when counting containers either on trailers or on the floor. For example, if the container number on the report is 11, then when you go to select, count down the row of containers  and back up the next row until you reach number 11. Use a consistent, repeatable process when assigning numbers.


Section – The report will direct you to the Top, Middle, or Bottom of the container, and this is from where you will draw your sample batch.


Pieces – The report tells how many pieces to draw from the section of the container. This number will be in multiples of 300. Draw enough trays, sacks, or packages to meet or exceed this number of sample pieces.


Ranking – Computer assigned score for selecting of job. No action needed.


Mach Seq No – Number of the machine from which sample must be taken.


Run End Time – This information is provided to help you schedule your sample time. Make every attempt to sample the end of line mail before mail is no longer running. Select your samples from the container currently being prepared at the end of the line. If the mail is no longer running, select your samples from the last container prepared on that machine.


Was Sampling Performed? – Be sure to check this box indicating whether or not you sampled this job.
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