Receiving Password
protected raw data
from HSBC#

Process Chart for VDP

Understand the template and
segregating the data as per template
requirement

Data cleaning (removing Understand the Mail merge fields
unwanted columns, and dispatch mode

identify the name and
address fields,

Generating Bar Code.
Sample print of Label
and Letter with data
file for approval

#

Hand over printed letters

Follow-up and Receipt of

heck lity of ink, ali t H first
approval of letters Check quality of ink, alignmen andover firs

& print paper for batch of 1000 batch of 1000 to
sheets and maintain records next process

Highlights the mail merge fields,
letter date and placed the right
signatory

Printing ends when
the counts match
full order

and labels in 1000s

address) detected during stuffing are not sent and
separately

reported to Back-office or Customer

Reprint rework cases
Discrepancies (incomplete, misprint or foreign and inspect before

Dispatch

Shredding the defective outputs Back office informed of completion Delete data files from the system &
towards end of the day and details entered in log book. data deletion mail sent to customer.
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