[bookmark: _GoBack]DRIS Fall ‘09 Mailing #1 – Assembly Instructions 
For Mailings with Incentives

For each series of 20 SIDs:

1) While continually referring to the mailing Control Sheet that lists all respondents to receive the mailing, take the 7 pieces that you will need in order to assemble each packet:

i. Cover letter
ii. Questionnaire
iii. Questionnaire sticker label with SID
iv. ISR Return envelope (9x12)
v. Outgoing IRA envelope (10x13)
vi. Outgoing address label. 
vii. Incentive (1 per R)

2) Make sure that the SID on the Questionnaire sticker label (iii) matches with the name of the R on the cover letter (i) and the outgoing address label (vi), by reference to the Control Sheet.

3) Affix Questionnaire sticker label to the upper right corner of the Questionnaire.

4) Assemble the packet, attaching the incentive to the top front of the cover letter with a paper clip, and affixing the outgoing address label to the 10 x 13 envelope.  As you are working, check that the name on every 5th cover letter matches that on every 5th address label.  

PLEASE NOTE:  The labels are printed first horizonally, then vertically, so please remove them from the sheet in this order, moving  then .  This will keep the label order consistent with the order of the control sheet, the cover letters, and the questionnaire SIDs. 

5) Do NOT seal the packets yet.  Please file them – in order  (i.e., with the top of the list at the bottom of the bin facing down, so that – when it is stood up – the R at the top of the list will be at the front of the bin) in mailroom bins with the flaps open.  

6) If you are left with any materials – labels, cover letters, incentives, please QC every packet in the last set of 20 that you have assembled, until you find and resolve the reason for the discrepancy.

7) Record your initials against the packets that you have assembled on the SID control list in the “Assembled By” column.

8) Someone other than the assembler will then QC (Quality Control) the contents of every 5th packet.   Notify the assembler of errors, and have them corrected.

9) The QC person then will need to record their initials against the packets that they have QCd on the SID control list in the “QC’d by” column.

10) Place packets in another 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.

Once the QC is done, and no leftover materials (cover letters, incentives, etc.) have been found, i.e., everything has matched up:


11) Seal the packets, using glue sticks, and pack them tightly in bins.  When all are done, ask Ruth to arrange for delivery of mailing to ISR the Mailroom for storage ‘til shipping next Tuesday (10/20/09).

CASH/INCENTIVE HANDLING PROTOCOLS:

	This mailing involves sending one $20 bill to each respondent.  Ruth will deliver the fund to the Mailing room for disbursement and she will pick the balance remaining up each afternoon at 4 p.m., to store it back in the safe.  

	In order to keep the stuffed envelopes secure while working on the mailing, especially where this is taking place in a non-secured area (i.e., outside of the card swiper), you must lock both doors whenever you are not in the room with the mailing.  If you leave the mailing assembly room while cash is in the room, in addition to locking the room, please inform Ruth Philippou (7-6867) or Kris Wiggins, so that one of us can keep an eye on the room.  

	We will store the mailing, during assembly, locked in Kris’ office overnight.  Make sure that any case that has not been placed in envelopes is returned to Ruth Philippou by 4 p.m., for storage in the office safe.


THANK YOU VERY MUCH!!
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