Attachment 8


MERLIN REPORTS

MERLIN produces multiple reports to assist the acceptance clerk in verifying a mailing.  Reports are divided into two categories; diagnostic and with tolerances and consequences.

Diagnostic reports are used to evaluate and assist a mailer in correcting mailpiece problems. 

Diagnostic reports:

1. Address Accuracy

2. Mailpiece Characteristics

3. Planet Code Readability

4. Meter Date Recognition

5. Meter Plate

Some diagnostic reports may disqualify a mailing for a specific rate if the mailpiece does not meet regulations.

Reports with tolerances and consequences:

1. Presort Verification
 - 5% tolerance


2. Barcode Readability – 10% tolerance

3. Shortpaid Metered Mail (First-class only) – 5% tolerance

4. Business Mail Acceptance reports – 1% tolerance

These reports must be reviewed for accuracy.  The Presort Verification, Shortpaid Metered Mail, and Business Mail Acceptance reports have overwrite capabilities.  

After the sample has been run

1.  Review the MERLIN Summary Report.  The MERLIN Summary Report will only show when the sample exceeds acceptable tolerances. 

2. Quickly scan the individual reports (on-screen) to see if any errors have been detected.

3. Review the individual reports when errors are indicated.  For guidance on the individual reports, see the MERLIN Analysis for the report.

Two copies of the MERLIN Summary Report are to be printed each time a mailing is sampled on MERLIN.  One copy is given to the mailer, the second copy is attached to the postage statement.  In addition, if errors are reported on the presort verification, barcode readability, shortpaid  metered, and Business Mail Acceptance reports, attach the individual report(s) related to the error(s).

SUMMARY REPORT

A Summary Report is printed each time a MERLIN test has been completed.  The report summarizes all verifications conducted during the MERLIN test.  The report is printed and returned to the mailer with the duplicate copy of the postage statement each time a test is conducted.

The summary report identifies specific verifications that are out of USPS tolerances.  Verifications that are out of tolerance will be reviewed and analyzed by the MERLIN operator for accuracy.  Specific verification results that are out of tolerance will be printed and returned to mailer to assist in correcting the mailing.

ADDRESS ACCURACY REPORT

Diagnostic

The Address Accuracy Report identifies mailpieces that have delivery point barcodes that do not match the address on the mailpiece. Pieces identified on the report are listed by tray/sack number and mailpiece identification number.  This report is currently a diagnostic tool that will be used to improve address accuracy within mailer databases.

Report Heading
Explanation

# Fed
Number of pieces fed in the sample

# Read
Number of pieces that were read

# Matched
Number of pieces with addresses that matched based on the mailer’s reported CASS Cycle

Percent Matched
Percentage of pieces with addresses that matched based on the mailer’s reported CASS Cycle

Report Summary
Information

Column 1
Tray/Sack where the mailpiece is located

Column 2
Mailpiece Identification (MPID) – Sequential piece ID number

Column 3
Decoded mailer applied POSTNET barcode

Column 4
Director address found in postal database

BULK MAIL ACCEPTANCE WORKSHEET

PS FORM 8040X

Tolerance 1%

The Bulk Mail Acceptance Worksheet, PS Form 8040X, is used for identical permit imprint mailings only.

1. Review Bulk Mail Acceptance Worksheet.

A. From Part 2, compare the USPS Piece Count/Pounds to the Pieces/Pounds Declared by Mailer.

i) If the difference is within +/- 1% of the USPS piece count, accept the mailer’s piece count.

ii) If the difference is greater than +/- 1%:

(1) Review MERLIN data input to ensure:

(a) Gross weight was correctly entered;

(b) Tare weights were correctly entered.

(2) If MERLIN data entry errors are found, make the necessary adjustments to the MERLIN data and re-run the report.

(3) If the MERLIN is correct, it may be necessary to reweigh the entire mailing to ensure gross weight is correct.  The Postage Statement should be reviewed to ensure that the correct tare weights were used.

(4) If a piece count is found, notify the mailer that for the mailing to be accepted, the mailer must agree to the USPS counts.

(a) If the mailer agrees, revise the postage statement.

(b) If the mailer disagrees, return mailing to mailer.

(c) Annotate the postage statement with the name of the mailer’s representative authorizing the change in postage statement piece counts and postage.

(d) Print the Bulk Mail Acceptance Worksheet and attach a copy of it and the MERLIN Summary report to the postage statement for the mailer.

METER DATE REPORT

No Tolerance 

The Meter Date Report contains information concerning the number of mailpieces in the sample with meters.

Report Header
Information

# Fed
Number of mailpieces fed in the sample

# Read
Number of mailpieces that were read

Correct Date
Number of mailpies with correct dates

% Correct Date
Percentage of mailpieses with correct dates

Report Summary
Information

Column 1
Tray/Sack number where the mailpiece is located

Column 2
Mailpiece Identification (MPID) number of problem piece

Column 3
Meter date MERLIN detected that does not match the mailing date.  An X will appear if a digit could not be recognized in the meter date

Determining the Results

1. If incorrect meter dates are identified:

A. Review the actual mailpiece to see if a meter date correction has been applied.  If the date has been corrected, accept the mailing.

B. If the meter dates are incorrect, notify mailer that dates must be corrected prior to acceptance.

C. Print a copy of the Meter Date Report and Meter Exception report and attach it to the mailer’s copy of the postage statement.

MERLIN ANALYSIS

Penalty


FIRST-CLASS METERED MAIL - SHORTPAID MAIL SAMPLING WORKSHEET

(PS FORM 6116X)

· The Shortpaid Mail Sampling Worksheet is generated for all First-Class metered mailings sampled.  It lists the total number of shortpaid pieces in the mailing sample, as well as the postage due. The Short Paid Exception Report is a companion report that provides details concerning the individual errors by tray number, package number and mailpiece identification number.
Determining Results
1. Single Client Mailings
A. Review the Shortpaid Mail Sampling Worksheet and the Short Paid Exception Report for accuracy.

B. If errors are identified, evaluate the results reported on the Shortpaid Mail Sampling Worksheet and the Short Paid Exception Report for accuracy.  The Shortpaid Mail Sampling Worksheet and the Short Paid Exception Report may be viewed on-line.

1) Review the reports to insure that “overweight” pieces are not “double feeds”.

2) If less than 5% of the pieces are shortpaid, no additional postage is collected and the verification is complete.

3) If more than 5% of the pieces are shortpaid and the pieces are from a single client:

a) Notify the mailer that for the mailing to be accepted, the mailer must agree to the additional postage assessment.

b)  If the mailer agrees, revise the postage statement.

c) Annotate the postage statement with the name of the mailer’s representative authorizing the additional postage charges.

d) Complete the “Disposition of Mailing” area in the lower right of the Shortpaid Mail Sampling Worksheet.

e) If any error occurs, print a copy of both the Shortpaid Mail Sampling Worksheet and the Short Paid Exception Report and attach them the MERLIN Summary to the postage statement for the mailer.

2. Multiple Client Mailings
A. Review the Shortpaid Mail Sampling Worksheet and the Short Paid Exception Report for accuracy.

B. If errors are identified, evaluate the results reported on the Shortpaid Mail Sampling Worksheet and the Short Paid Exception Report for accuracy.  The Shortpaid Mail Sampling Worksheet and the Short Paid Exception Report may be viewed on-line.

1) Review the reports to insure that “overweight” pieces are not “double feeds”.

2) If less than 5% of the pieces are shortpaid, no additional postage is collected and the verification is complete.  Print a copy of the MERLIN Summary and attach it the mail’s copy of the postage statement.

3) If more than 5% of the pieces are shortpaid, sampled pieces will be listed by individual client’s meter serial number:

a) Notify the mailer that for the mailing to be accepted, the mailer must agree to the additional postage assessment.

b) If the mailer agrees, revise the postage statement.

c) Record the name of the mailer’s representative authorizing the additional postage charges on the postage statement.

d) Complete the “Disposition of Mailing” area in the lower right of the Shortpaid Mail Sampling Worksheet.

4) If any error occurs, print a copy of both the Shortpaid Sampling Worksheet and the Shortpaid Exception Report and attach them to the postage statement for the mailer.

Note:  If the mailer has adequate documentation to support the number of pieces processed by the individual client, then postage due may be assessed against that portion of the mailing only.  Documentation from the client may not be immediately available.

MERLIN ANALYSIS

Penalty
PRESORT VERIFICATION

Presort Verification Report (PS Form 2866x) and Sortation Exception Report

A presort verification is automatically conducted on every mailing sampled.  When errors are identified, review and evaluate the results reported on the PS Form 2866x, Presort Verification Report and the Sortation Exception Report for proper application of mailing standards.  The PS Form 2866x and the Sortation Exception Report may be viewed on-line. The PS Form 2866x summarizes errors contained in a presorted mailing.  It also calculates the additional postage due or cost avoidance of the errors and records the disposition of the mailing. The Sortation Exception Report is a companion report for the PS Form 2866x.  It details the individual errors by tray number, package number, and mailpiece identification number.

1. Review the PS Form 2866x and the Sortation Exception Report on line.

A. If no errors are identified, the presort verification is complete.  Review additional reports.

B.  If errors are identified on the PS Form 2866x review the Sortation Exception Report for accuracy. 

C. If the identified errors are within mailing standards, an overwrite will be made.  An overwrite allows the acceptance clerk to correct the PS Form 2866x if the error is incorrect.

Example:  The sampling identified a tray with less than the minimum number of pieces, however, analysis indicates that it is an overflow tray.

Example:  The sample identifies missorted pieces. Analysis indicates that during the sampling, the next tray key was not used and pieces were run under the wrong tray label.

D. If the errors exist, but the rate is less than 5%, no additional postage is collected and the verification is complete. 

1) Print a copy of the PS Form 2866x and the Sortation Exception Report.  

2) Attach them to the mailer’s copy of the postage statement.

E. If the error rate 5% or greater:

1) Notify the mailer of the errors and the options to either correct the mailing or pay additional postage.

2) If the mailer agrees to pay  additional postage, adjust the postage statement.

3) If the mailer elects to correct the mailing a MERLIN verification will be conducted at the time of reentry.

Complete the “Disposition of Mailing” area in the lower right of the PS Form 2866x.  Annotate the postage statement with the name of the mailer’s representative authorizing the additional postage charges.

MERLIN ANALYSIS

Penalty

POSTNET BARCODE READABILITY REPORT

The Barcode Readability Report describes summary information about the POSTNET barcodes in the mailing sample and provides specific mailpiece POSTNET barcode discrepancies. The analysis ensures that the barcodes meet Domestic Mail Manual (DMM) standards.  If errors are found, copies of the unacceptable barcodes can be reproduced and theadditional postage due will be calculated for the mailer’s review.

Report Heading Information

1. Pieces Analyzed - indicates the number of pieces that MERLIN was able to detect and read.

2. Readability - indicates the percent of mailpieces with a readable barcode.

Determining Results
1. If the barcode readability verification results are 90% or greater, the mailing qualifies for automation rates.

2. If the readability verification results are 89% or less, the mailing does not qualify for automation rates and is subject to additional postage.

A) Additional postage is calculated on the postage adjustment worksheet screens in MERLIN.  You will be prompted to enter postage statement information related to automation rates.

1) Enter data for the adjustment worksheet.

2) Print Barcode Readability Report and the Barcode Readability Report Adjustment Worksheet.

3) Notify the Business Mail Entry supervisor of the results.

4) Contact the mailer with results of verifications and additional postage charges.

5) The mailer has the following options:

(a) Accept results – pay additional postage

(b) Appeal results – pay additional postage.

(c) Withdraw Mailing - no appeal made

(d) Withdraw Mailing - appeal MERLIN results

B) If the mailer accepts the results

1) Complete the postage transaction by adding the additional postage due to the front of the postage statement.

2) Enter the postage statement into the Permit System.

C) If the mailer elects to appeal the barcode readability verification results follow the MERLIN Appeal Process.

ZIP Destination Analysis

The ZIP Destination analysis is performed to ensure that the mailers documentation is accurate.

ZIP Destination Analysis is performed on Value-Added/Combined mailings.  When it is required, a complete ZIP Code must be run through MERLIN.
Selecting the ZIP Code
1. From the ZIP Codes selected for sampling, select the first ZIP Code with multiple trays.  If none of the ZIP Codes have multiple trays, run the first ZIP Code selected.

2. Stage mail for the selected ZIP Code together.
3. Input necessary data for MERLIN analysis.

4. Run sample mail and analyze

5. Using the MERLIN ZIP Destination Report, compare the results to the mailer’s USPS Qualification Report(or Summary ZIP Destination Report for Value-Added/Combined Mailers) to ensure that the documentation submitted by the mailer correctly documents the mailing.

6. A 1% tolerance is allowed.  Determine the tolerance using the following formula:
Mailers Documented Piece Count

Minus Mailers Spoilage

Net Pieces Mailed = MERLIN Zip Destination
Tolerance:  1% (plus or minus)

Example

Mailers Documented Piece Count
6,000

Minus Mailers Spoilage


     25

Net Pieces Mailed


5,975  (This is the number to use when determining if

 mailer meets the 1% tolerance)

MERLIN Zip Destination


5,950

Difference



    25 (Difference between mailer Net Pieces Mailed and 

MERLIN ZIP Destination count)

1% Tolerance



    60

Within Tolerance

7. If the analysis is within +/- 1 of the mailers documented piece count, accept the mail 

8. If the analysis is over 1%, plus or minus, 
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