TrackItBack Pro™

Project Initiation Form

Part 1 - Account Information:

Company: [image: image1.wmf]

 
TMM User ID: [image: image2.wmf]


Contact Name: [image: image3.wmf]

 

Email: [image: image4.wmf]


Phone: [image: image5.wmf]


Part 2 - Project Information:

Project Name: [image: image6.wmf]

 (a)
Your Client Name/Identifier: [image: image7.wmf]

 (b)
Job Frequency: 
[image: image8.wmf]Monthly

   [image: image9.wmf]Quarterly

    [image: image10.wmf]One-Time

   [image: image11.wmf]Other

 [image: image12.wmf]

 (c)
Mail Volume per Mailing:  
Minimum: [image: image13.wmf]

 (d)





Maximum: [image: image14.wmf]


Reply type:    [image: image15.wmf]Business Reply

     [image: image16.wmf]Courtesy Reply

  (e)
Number of reply locations (lock box, etc.): [image: image17.wmf]

 (f)
List complete postnet code of each reply location(g): 

[image: image18.wmf]

  [image: image19.wmf]



[image: image20.wmf]

  [image: image21.wmf]


[image: image22.wmf]

  [image: image23.wmf]


[image: image24.wmf]

  [image: image25.wmf]


Are these locations unique to you?  [image: image26.wmf]Yes

  [image: image27.wmf]No

        (h)
Part 3 - Delivery Data File Information and Reports:
FTP address where you want data sent: [image: image28.wmf]

 (i)
FTP User ID: [image: image29.wmf]

 (j) 
FTP Password: [image: image30.wmf]

 (k)
Preferred time for delivery data to be sent: [image: image31.wmf]

 (l)
Data elements you require:  (m) 
[image: image32.wmf]Account/Invoice # (stripped of the tracking information (IMB or PLANET code)


[image: image33.wmf]PLANET Code number/Tracking ID from IMB


[image: image34.wmf]Time Scanned


[image: image35.wmf]Date Scanned


[image: image36.wmf]Facility where scanned


Will you require any special reports?  [image: image37.wmf]Yes

  [image: image38.wmf]No

     


        (n)
Please Describe:
 [image: image39.wmf]




Will you be using TrackItBack Pro Round-Trip tracking?  [image: image40.wmf]Yes

  [image: image41.wmf]No

            (o)
Completing this form:
Part 1:  We simply need name and contact information.   You need to be a trackmymail.com subscriber to use TrackItBack Pro.  You can open an account at www.trackmymail.com/open.asp.  There’s no cost or obligation.  

Part 2:   We need an understanding of the mailings you plan to track so we can work with you to plan the optimal numbering scheme.
(a) You will need to assign a name to your project, typically something generic such as “ABC Company Monthly Invoices”.

(b) If you are tracking inbound mail for one of your clients it is helpful to identify who that client is.  You can use a customer code or other alias if you prefer to not identify the client.

(c) We need to identify the frequency of mailing.  For repeated mailings such as monthly invoices, we will track automatically from month to month, where we may limit the tracking period for single mailing projects.

(d) For data planning, it is helpful to know the approximate outgoing quantity ranges.  Include your most typical quantity ranges in this section.  

(e) We will also need to know the type of piece – courtesy reply vs. business reply, so we can help you develop correct PLANET codes or Intelligent Mail Barcodes.
(f) Please provide the number of delivery addresses to which your inbound mail will be sent.  This is typically just one, but if you have multiple lock boxes or other inbound destinations we will need the number.

(g) List the postnet codes for all inbound destinations
(h) Are you preparing the only mail that will be destined for the inbound destinations?  

Part 3:  TrackItBack Pro provides both consolidated reports and a data file of all the mail destined for you.  This section allows you to specify the data elements you would like to receive, the schedule and tells us where to send the data.

(i), (j), (k) We generally send files via FTP (File Transfer Protocol).  Please give us the information we need to send the data to an appropriate place.

(l)  Most inbound data is received by midnight (eastern time) and can be ready for transmission by 3:00 am.  Specify the time you prefer to receive the data.  We suggest a time when systems are staffed at your site. 

(m) We receive a number of data elements that we can provide in the file we send.  They include the PLANET code or the IMB, the time and date of scan, and where the scan occurred.  If we build the PLANET code from an invoice or account number we can also strip away extraneous PLANET code digits and just give you the invoice or account number. Similarly, the Barcode ID and Service ID can be stripped away from an Intelligent Mail Barcode so that you receive only the account or piece information you included.
(n)  We provide basic consolidated reports that show how many pieces have been placed in the mail to you by date, state, BMC, and SCF.  You will also have the ability to look up a single piece.  If you need special reports for your particular needs, please indicate it here.

(o) TrackItBack Pro Round-Trip tracking allows you to use inbound and outbound PLANET codes or Intelligent Mail Barcodes to track your mail to and from your recipient.  Please indicate if you intend to use TrackItBack Pro Round-Trip for this project.
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