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For each series of 100 SIDs:

1) Take the 8 pieces that you need for the assembly (cover letter, endorsement letter, web survey instructions, questionnaire, return envelope, outgoing priority mail envelope, return address sticker, outgoing address sticker).  Assemble the packets, and affix the address labels.  Do NOT seal the packets.

2) Count the # of packets that you have assembled. Compare # assembled against the # checked off in the binder.  The numbers should match.  If not, compare SID-by-SID, and note the cause of the discrepancy.  (Are any addresses foreign?) 

3) Check off the packets that you have done by SID in the black binder (master SID control list) and record your initials in the appropriate column to the right of the listing (i.e., “Assembled By”) on the pages containing your SID series.

4) QC (Quality Control) the contents.  Do each packet for new assemblers.  Do every 4th packet for veteran assemblers.    Someone other than the assembler must QC the packets assembled.  Notify the assembler of errors, and correct them.

5) Check off the packets that you have done by SID in the black binder (master SID control list) and record your initials in the appropriate column to the right of the listing (i.e., “QC’d By”) on the pages containing your SID series.

6) Place packets in bin, labeled with SID ranges (each range of 100 gets its own Post-It note), along with the note “QC done”.  Place away from the QC area.

We will NOT perform the following steps until Ruth “gives the green light,” probably not ‘til Friday.

7) Pull the completes since file sent to printer’s for this mailing, from the bins.

8) Reprint updated addresses and affix these labels to the packets.  

9) Seal the packets, pack tightly in bins, and prep for delivery to ISR Mailroom for storage ‘til shipping next Tuesday.  
T:\projects\AJD2\Mailings\Mailing #3\AJD2 Mailing #3 Assembly Steps.doc
