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woes UNITED STATES
g POSTAL SERVICE

DATE: 4/15/2015
MEMORANDUM FOR: Tina Sweeney, MPOO 2; Teresa Stinson, Postmaster

SUBJECT: Kingman, Arizona: Function Four Level 3 Review

On 04/15/2015 to 04/17/2015, a Function Four operational review was conducted at
the Kingman, Arizona Office. The review included monitoring staffing, scheduling,
actual workload verifications, operational processes, incoming dispatches, work habits,
and management/employee communications.

| F4 LDC VARIANCES TO PLAN WEEKS 1 TO 28 ]
office  LDC40 LDC41 LDC42 LDC43 LDC44 LDC45 LDC46 LDC47 LDC48 LDC49 LDC94 F4OT F4PLAN F4S/B

icmokme Po) 0 } 0 ‘ 0 1 0 [ 0 ] 0 ‘ ] 1 86 ‘ [1] ] 0 ] 0 l 0 ] 86 I -3,785 l
owowaneo | 0 | 0 | 195 | 969 | 376 | 2300 | O | O 1011 | o0 | 162 | 58 | 5013 |319,551]

Kingman earns 13.98 Full Time Equivalent Employees. The office currently has 17 Full
Time Regulars, 3 Non-Traditional FT, and 1 Flex Non-Traditional FT (total 21). Here
are some key issues:

Lesve Rep o

Leave Ty s Per Day | Leave % Employens Esrmed

Arrosst Leave 33 10 50% 131 e

Sick Leave 23 24 00% osg B

LD P 8 1.00% 0.13 | Senois

{Subtract Oeedime) 83 B 00 SOEN Mg Dl Howrs 10 5. 000008 diy wik' fr Vs 083 Crmcit Az

ret Toral : teaveOT Replacement Needs »»»> 131 e
Replavement for Replacement >33 O 14 =

Total Leave Replacemert »»» > 145 ity
Crrrent on Flolis 5 o Comp et

Full Time Clark 17 Full Tirne Clark

Part Tme Flaxible Clerk o Past Time Flaxible Clerk

Fart Time Regular Clark & Fart Time Regular Clerk

Postal Support Employes 2] Fostal Buppon Employes

Mon-Traditional Ful-Time 3 Bloo Tradiionesl Fudl-Tieme

F lex Mon-Traditional Full-Time 1 Fles Nor- Traditionsl Full-Time

Fulf Time Maibhandier 8] Fult Tiene Maithorciler

Part Time Fladble Maihander o Part Time Flexible Maihandler

Part Time Regular Maihandier a Pat Time Fleguler Mathendiar

RlaiHandler Assistant & Plasilbandlier Assistant

Total F4 on Rolis 21 Fotal F4 Eamed 4

Cument Actusd Daily Hrs Employees Target Daily Hrs. Employees

LDC 41 canntin 2.00 000  LDCAT comars 000 000

LT 42 Canentis 174 326 EC 42 Comnoriams 083 83025 ]

LOC 43 Cantris 4265 644  LDC AT Cescvmes C @08 545

LG 44 Gamtarz 513 093 LDC 449 cetnnry BBB 056

LT 45 it 36.24 547 LEHD 4D casoryg . 08 288

LT 48 Cenet s 35.28 533 O 48 Casanyin 2336 3,58

Total Actuat Daily Hrs 12204 1843 Totad Eamed Daily Hrs 8285 125

Oaity Howrs Actual 12204  DadyHours Eamed 8285

Current Complement 21 Tamet Complement i3es

FTEE Current 1785 FTEE Target , 1790

Projected Annusl Hes Actuad 36855  Projected fanusl Hes Eamed 25001

Oy Dty Required Yolals 1253 Fudt Time Equiv Employes {(Hes per} TIO0

ieave Beplacement Tolals . 1.45 Wartance FIEE . Foz2

Complemert Fotal 1308 Comph Y P 4 66 67%
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o Kingman is not prepared fo staff their Chloride office if the clerk is on leave, or calls in sick.
Kingman is in need of a Pool with a PSE trained in this manual office (e1412).

e Ann Foncerrada is a D/A 215 and is coded in WebCOINs as a D/A 210 clerk. This must be
changed in HRSSC immediately.

e Juanitta Gatineau is a FTR General Clerk. Offices do not earn General Clerk positions; this job
needs to be restructured during a reposting of all Kingman positions.

o Al jobs should be re-posted with different days off and Window Operations should be on
EVERY job

o The Bulk Mail Tech is scheduled from 09:00 a.m. to 15:00 p.m., with no window on this job
(#3175880). The Postmaster was instructed by the Postal Inspection Service not to
employee a Bulk Mail Tech with window on their job. This needs to be verified with Labor /
Human Resources / Postal Inspection Service. The clerk only receives 3-4 customers per day.
This positions hours should be minimized, or clerk can have customers ring for service.

o Clerks start at 02:00 a.m., the first truck arrival is at 03:00 a.m. Clerks should start 15 minutes
prior to the first truck arrival. This unit is having issues getting their mail at committed times and
committed volumes on truck arrivals out of the Las Vegas Plant. A.M. Clerks conducted
miscellaneous work from 2:00 a.m. to 3:00 a.m. (i.e., vacation holds, pulled hamper from APC).

s Kingman is built over CSV earned by 273hrs. Their e1994 must be rebuilt to CSV earned.
s Kingman staffs two FTR clerks to work mail on Sundays. Week 28, Sunday hours were 10.89

hours over earned. Due to mail arriving from the Las Vegas P&DC on Sundays at 3:00 a.m., the
unit will need to staff with the maximum of two employees.
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Kingman is also the Administrative Office for Chloride. The unit is entering volumes weekly in

eFlash.
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KINGMAN (034441)CSV WORKHOUR ANALYSIS

LDC 43
LDC 44 1074 612
LDC 45
LDC 48
TOTAL WORK HOURS

LDC 44 1055 678
LDC 45 5947 3645
LDC 48 5080 4072

TOTAL WORK HOURS | 20251 | 13785.51

MAIL ARRIVAL PROFILE — DATE: 4/16/2015 — 4/17/2015

OWC requires the Plants / Transportation / Customer Service to work in conjunction with one another to
provide earlier mail arrivals, having the mail available to the carriers earlier and in essence to have
carriers start earlier. Kingman has made attempts to contact and work with the Las Vegas Plant to have
their IOP changed and committed, but has been unsuccessful. There is no MAQ PAQ for Las Vegas
since the Cyber Intrusion. The Las Vegas HCR driver drops mail on Sunday’s and will try to give the unit
heads up so they can staff on Sunday'’s if necessary. This will assist Supervisors / Mangers to schedule
clerks and carriers accurately.
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EROR LAS VECAS 5 (Y]
PROM LAS VEGAS 1,66 i)
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EROMLAS VEGAS 078 Y|
CTTIEROMLAS WEGAS = 0,28 XED
[ EROn LA S EGAS G758 SG
EFRCON LS W E O AT CAGE LETIERS 1.09 D
L RO LAS VEGAS CAGE LETTERS [T D
L ERORMIEAS VECSRS CAGE L RS .56 B
FROMLAS VEGAS CAGE LETTE 28 G50 S E5
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Observation: On both days of the review 4/16 — 4/17, all 6 clerks would stop their operations to receive
the truck.

Recommendation: Limit the amount of clerks being disrupted by truck arrivals. Supervisor should be
determining the clerks need to pull mail off the incoming trucks.

Observation: Clerks are staring at 2:00 a.m.; the first truck arrival is 3:00 a.m.
Recommendation: Clerks should start 15 minutes prior to the first truck arrival.

Observation: Kingman is not able to report any MAQ PAQ issues with the Las Vegas Plant; nor has the
Las Vegas Plant verified any |OP changes due to OWC.

Recommendation: The Las Vegas Plant will need to set up MAQ PAQ and validate any IOP changes
so Kingman can staff according to committed mail volumes.

CQNTA’NER
coramEn pre

L 2 5e
_____LAS VEGAS PEDC
LA VEGAS FAIDIC PARCELS 1 ,OO KINGMAN
LRSS B A S PN PARCEL/FLATS 0.78 SCF
LAS VEGAS PR PARCEL/FLATS 075 KINGMAN
L EAS VEGAS PEEIC PARCEL/FLATS 0.75 KINGMAN
Lo s ASTVEGAS PELIC WIRE PARCEL/IPPS 1.00 FKINGMAN
CULAS VECAS PADC WIRE PARCEL/FLATS 033 _IscF
A B GAS PERIDIC WIHRED PARCELAPPS Q.75 KINGMA\!
o LAS VEGAS P&DC WIRE PARCEL/FLATS .50 N
i has VEGAS PADC WIRE PARCELS 1.00  [KING MA
i LAS VEGAS ERDG CAGE LETTERS .25 KINGMAN 80X SECTION
o L AS VEGAS BEDC CAGE LETTERS 0.285 KINGMA
CEAS VEGAS PRDC CAGE LETIERS 625 1K
LAS VEGAS PADC CAGE DPS .78 SCF OFFICES
LU LAS VEGAS PEDIC CAGE DPS 0.50 KINGMAN
LoD EASVEGAS PRI CAGE DPS 0.5Q KINGMAN
AB VEGAS PE&OC CAGE DPS 1.00 KINGMAMN
L LASVEGAS PEDC CAGE DPS 100 |KINGMAN
A VEGAS PEDC CAGE oPs 1.00 KINGMAN
LAS VEGAS PRDO CAGE DPS 1.00 _ [KINGMAN
LAS VEGAS PEDT CAGE FLATS 1,00 INLM - KINGMAN
LAS VEGAS PEIDC CAGE FLATS 1.00 NLM - KINGMAN
«AS VEGAS P&DC CAGE FLATS 1.00 NLM - KINGMAN
Sl ¢ o DPS Q.75 KINGMAN
FLATS .25 MIXED FLATS
EXPRESS 028 IscF
DRES 078 DT LAKE HAVASU
PARCEL 1PCS DT LAKE HAVASU
FLATS 050 IRAW FLATS - SCF
EXPRESS 0.50 1SCF
PARCELS Q.25 SCF
PARCELS 0.50 SCF
PARCELS o

50 SCF

TAS VEGAS EA CAGE PARCELS 0.25 [SCF
LAS VEGAS MEPA WIRE PARCELS 1.00__|KINGMAN
. ARRIVAL TIME OCR PARCELS 0.50 KINGMAN
SCHEDULLED ACTU

508 §:05
SLAS VEGAS PG
ARBN,

WIRE PARCELS 1.00 KINGMAN

BCHEDULE W HRE PARCELS 100 KINGMAN
8:10 e
L LAS VEGAS PADC OCR PARCELS 050 |KINGMAN
L LAS VEGAS PEDC CAGE PARCELS 1.00 | RKINGMAN
L LAS VEGAS P&DC CAGE PARCELS 0.50 INGMAN
L AS NEGAS BEDC CAGE MIXED, 0.25  TKINGMAN
| LAS VEGAS PEDC WIRE PARCELS 106 ISCF
LAS VEGAS PADIC WIRE. PARCELS 100 _|SCF
| LAS VEGAS PBDC WIRE PARCELS 1,00 KINGMAN
LAS VEGAS PEDC WIRE PARCELS 026 |SCE

**This is a current IOP the day of the Review updated by Transporation**
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“Transportation changed due to OWC - implemented on 3/09/2015*

BINGRMAN PO
TRANSPORTATION INFORMATION
for Thursdey March 3. 1615
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LDC Integrity

Observation: Clerks are making moves from one operation to another timely and accurately, with a few
exceptions (i.e., General Clerk is staying in operation 5580 during other operations). Proper clock rings
are essential to generate accurate data to assist Operations / Finance reporting anomalies, work hours
and overtime.

APRIL 15" 2015 EMPLOYEE MOVES REPORT (TACS):

flon TEme D] Tasi i TEIoAliBET Wocts TOTHSTPET T Dpediy | Descni
. o . mmm& MAIR DERICE | CARRIER ANNEX DISTRIBUTION | BOX / Wi Dow sERvas'
20150025 | 34440 | KINGMAN PO 3071925 REYES SR 110 [ 4300 1.41 0 300 MANUAL LTRS SCF
1.41 a ] 300 Total
[ 20150925 [34440[KINGMAN PO[3067201] HERNANDEZ | C ] 110]4300 0.88 0 780 MANUAL FLATS SCF__ [34440]
0.88 [ 780 Yotal
20150925 | 34440 KINGMAN POJ1421744] CHRISTAKOS J ] 210]4300 2.25 [5) 790 DIS PARCELS 34440
20150925 | 34440 | KINGMAN PO 3101307 BRIDGES M| 1104300 2.53 ;) 790 DIS PARCELS 34440
20150925 | 34440 | KINGMAN PO 3162447 FOSTER S 121014300 173 [5) 790 DIS PARCELS 34440
20150925 | 34440 | KINGMAN PG [3221191 HERMAN D] 11014300 0.5 0 790 DIS PARCELS 34440
20150925 | 34440] KINGMAN PO [3256979 HARRIS M| 215 [ 4300 2.6 0 790 DIS PARCELS 34440
g9 0| 780 Total
[ 20150925 134440 KINGMAN POT3067291]  HERNANDEZ  [C 111074300 1 o ) 1500 DIS LETTERS [34440]
[ 20150825 {34440 KINGMAN PO 13071028} REYES SR [ 7111014300 1.34 0 0 1500 DIS LETTERS | 34440|
2.34 0 0] 1500 Total
[ 20150925 |34440[KINGMAN POJ3067201] HERNANDEZ [C [ 110]4300 1.6 0 o 1700 DIS FLATS [34440]
| 20150925 [34440|KINGMAN PG| 3071928] REYES SR | T1110]4300 1.8 0 o 1700 DIS FLATS [ 34440]
3.4 [} 6 1 1700 Total
20150025 | 34440 KINGMAN PO[1421744]  CHRISTAKOS J1 21014300 0.45 3 0 2410 DIS ALLED 34440
20150925 | 34440 | KINGMAN PO | 3067291 HERNANDEZ C | 1104300 4.52 Q 0 2410 DIS ALLIED 34440
20150925 | 34440 | KINGMAN PO 3071928 REYES SR 71 1104300 3.45 0 0 2410 DIS ALLIED 34440
207150925 | 34440 | KINGMAN PO | 3101307 BRIDGES M| 1104300 127 ) 2410 DIS ALLIED 34440
20150025 | 34440 KINGMAN PO | 3162447 FOSTER S| 21014300 3,09 0 2410 DIS ALLIED 34440
20150925 | 34440 | KINGMAN PO 13221191 HERMAN D] 110[4300 4.1 o 2410 DIS ALLIED 34440
20150025 | 34440 | KINGMAN PO [3256979 HARRIS M [ 215 [ 4300 1,98 3] 2410 DIS ALLIED 34440
18,88 0] 2410 Total
| 20150926 34440 KINGMAN PO]3162447] FOSTER Ts]210]as00 0.71 [ 3520 LOBBY ASSISTANT [34440]
[ 20150925 [34440] KINGMAN PO | 32569791 HARRIS M| 215 4500 0.48 3] [5) 3520 LOBBY ASSISTANT [34440]
118 [ 0] 3520 Totat
[ 20150025 [34440| KINGMAN PO[3493294] WEED [RT13a]2100 0.03 o 0 3540 STANDBY TIME 134440}
0.03 o 0| 3540 Total
20150026 | 34440 KINGMAN PO[2999759 ESKRIDGE M ] 110 [4500 6.8 0 3550 WINDOW SERVICES 34440
20150025 | 34440 KINGMAN PO |3004568 MARCRUM L | 17014500 869 0 3550 WINDOW SERVICES 34440
20150925 | 34440 | KINGMAN PO 3162447 FOSTER s 2104500 1.88 0 0 3550 WINDOW SERVICES 34440
20150025 | 34440 KINGMAN PO | 3256979 HARRIS M| 215 | 4500 4.4 0 3550 WINDOW SERVICES 34440
20150925 | 34440 | KINGMAN PO | 3298610 NORTHCLIFF M1 110 | 4500 88 ) 3550 WINDOW SERVICES 34440
20150925 | 34440 KINGMAN PO [3392383] FONCERRADA | A 2104500 87 0 3550 WINDOW SERVICES 34440
39.27 0| 3550 Total
20150025 |34440] KINGMAN PO] 2990759 ESKRIDGE M1 11014800 2,96 5} 0 5440 CAGE SERVICING CARRIER [34440
20150925 | 34440 |KINGMAN PO 3221191 HE RMAN O] 11014800 34 0 0 5440 CAGE SERVICING CARRIER 34440
20150025 | 34440 | KINGMAN PO 3230424 GATINEAU J | 11014800 0.54 0 0 5440 CAGE SERVICING CARRIER | 34440
20150925 | 34440 | KINGMAN PO | 3266579 HARRIS M| 215 ] 4800 0,24 0 [5) 5440 CAGE SERVICING CARRIER | 34440
744 0 0| 5440 Total
20150925 |34440] KINGMAN PO13101307 BRIDGES M| 1104800 3.66 0 3} 5580 ADMIN 34440
20150925 | 34440 KINGMAN PO 3162447 FOSTER S ] 2104800 0.59 0 o 5580 ADMIN 34440
20150925 | 34440 KINGMAN PO | 3230424 GATINEAU J1 11014800 7.04 o 0 5580 ADMIN 34440
20150025 | 34440 [KINGMAN PO |3374007 WITHEROW J 1 11014800 & o 0 5580 ADMIN 34440
19.29 0 0| 5580 Total
[ 20150025 |34440] KINGMAN PO 3175880] MEREDITH o] 110 4200 2.31 0 [} 6490 BRM [34440]
2.31 [ 0| B490 Total
| 20150925 | 34440] KINGMAN PO[1421744]  CHRISTAKOS | J [ 210]4400 1.3 0 [+ 7690 BOX WALLING MAIL 34440}
| 20150925 | 34440 KINGMAN PO 31013071 BRIDGES Im] 11014400 2.49 0 0 7690 BOX WALLING MAIL | 34440}
3.79 o 0] 7690 Total
(20150925 134440 KINGMAN PO]3175880] MEREDITH [oT 110 4800 549 4] 0 7940 MISC MARK UP'S/ NOT CFS [34440]
5.49 o 0| 7940 Total
L KINGMAN TOTAL WORK HOURS 115,31 0 {Grand Tota,xl




APRIL 16", 2013

KINGMAN MAIN OFFICE | CARRIER ANNEX DISTR

20150926| 34440 KINGMAN PO | 3096451 MARSYLA . 0 0 390
2.14 0 0| 390 Total
[ 20150926] 34440[KINGMAN PO T 3071928]REYES SR [T [ 1104300 1 0 i} 780 MANUAL FLATS SCF___ | 34440}
1 0 0| 780 Total
20150926] 34440[KINGMAN PO 3067291]|HERNANDEZ [C | 110]4300] 2.71 0 0 790 DIS PARCELS 34440
20150926 34440 KINGMAN PO [3071928|REYES SR T 1 110{4300] 0.03 0 0 790 DIS PARCELS 34440
20150926 34440/ KINGMAN PO | 3101307|BRIDGES M| 110]4300] 136 0 0 790 DIS PARCELS 34440
20150926] 34440 KINGMAN PO | 3162447|FOSTER s | 210[4300] 143 0 0 790 DIS PARCELS 34440
20150926] 34440 KINGMAN PO | 3230424 GATINEAU J [ 110]4300] ©0.67 0 0 790 DIS PARCELS 34440
20150926/ 34440| KINGMAN PO | 3256979/ HARRIS M| 210l4300] 274 0 0 790 DIS PARCELS 34440
20150926 34440 KINGMAN PO | 3489939{ JONES B | 110la300] o085 0 0 790 DIS PARCELS 34440
9.79 0 0 [ 790 Total
[ 20150926] 34440][KINGMAN PO 3096451]MARSYLA [a T 110[4300] 155 0 0 1500 DIS LETTERS | 34440]
155 0 0. | 1500 Total
[ 20150026 34440 KINGMAN POJ 3071928]REYES SR [T | 110]4300] 154 0 0 1700 DIS FLATS [34440)
| 20150926] 34440 KINGMAN PO | 3489939] JONES [B1 110[4300] 1,22 0 0 1700 DIS FLATS [34440]
2.76 0 ¢ 1 1700 Total
20150926] 34440[KINGMAN PO 3067291[HERNANDEZ [C ] 110[4300] 5.29 0 0 2410 DIS ALLIED 34440
20150926] 34440 KINGMAN PO | 30671928|REYES SR T | 110]4300] 543 0 8 2410 DIS ALLIED 34440
20150926 34440] KINGMAN PO | 3096451 MARSYLA J | 110[4300] 4.05 0 0 2410 DIS ALLIED 34440
20150926 34440 KINGMAN PO | 3162447|FOSTER s | 210l4300] 3,14 0 0 2410 DIS ALLIED 34440
20150926 34440| KINGMAN PO | 3221191HERMAN D [ 170} 4300 8 0 0 2410 DIS ALLIED 34440
20150926/ 34440 KINGMAN PO | 3256979/ HARRIS M| 21014300] 153 0 0 2410 DIS ALLIED 34440
20150926] 34440[KINGMAN PO | 3489939] JONES 81 11014300] 0.15 0 0 2410 DIS ALLIED 34440
27,59 0 6. |.2410 Total
20150926] 34440 KINGMAN PO 3004568 MARCRUM L ] 110[4500 8 0 0 3550 WINDOW SERVICES 34440
20150926 34440 KINGMAN PO | 3246345 HOWARD K1 110] 4500 8 ) 0 3550 WINDOW SERVICES 34440
20150926 34440|KINGMAN PO | 3256979 HARRIS M1 210145000 373 ) 0 3550 WINDOW SERVICES 34440
20150926/ 34440| KINGMAN PO | 3392383 FONCERRADA [A | 210! 4500 8 0 0 3550 WINDOW SERVICES 34440
20150926] 34440[KINGMAN PO | 3486939/ JONES B | 11014500] 651 0 3550 WINDOW SERVICES 34440
34.24 0. | 3556 Total
[ 20150926] 34440]KINGMAN PO | 3096451 MARSYLA To 1 110]4800] 0.28 0 0 5420 INSURED, COD, CUSTOMS | 34440}
| 20150926] 34440] KINGMAN PO | 3489939 JONES {81 110]4800] o007 0 0 5420 INSURED, COD, CUSTOMS | 34440}
0.33 0 0. | 5420 Total
[20150926] 34440[KINGMAN PO | 3298610[NORTHCLIFF__[M] 110[4800 8 0 0 5440 CAGE SERVICING CARRIER | 34440}
8 9 6. 5440 Total
20150926/ 34440[KINGMAN PO ] 2999759 ESKRIDGE M| 110]4800 8 0 0 5580 ADMIN 34440
20150926] 34440 KINGMAN PO | 3101307 |BRIDGES M| 110]4800] 39 ) 0 5580 ADMIN 34440
20150926 34440 KINGMAN PO | 3162447 FOSTER S| 210{4800] 0.3 0 0 5580 ADMIN 34440
20150926| 34440| KINGMAN PO | 3230424/ GATINEAU J | 1710|4800 0 5580 ADMIN 34440
20150926| 34440 KINGMAN PO | 3374007 [WITHEROW _ |J | 110]4800 0 5580 ADMIN 34440,
0. 5580 Total
1 20150926] 34440 KINGMAN PO | 3409096]EASTER m] 110l 4800 0 6310 MEETING TIME 134440]
0.38 [ 0 | 8310 Total
[ 20150926] 34440 KINGMAN PO | 3175880 MEREDITH D] 110l42000 173 0 0 6490 BRM 1 34440]
1.73 0 0. 6490 Total
[ 20150026] 34440]KINGMAN PO | 3101307|BRIDGES [mM] 110]4400] 274 0 0 7690 BOXWALLING MAIL | 34440]
| 20150926 34440 KINGMAN PO | 3162447|FOSTER |s 1 210l4400] 1.26 0 0 7600 BOX WALLING MAIL [ 34440]
4 0 0| 7699 Total
{ 20150926] 34440[KINGMAN PO[3175880[MEREDITH D | 110[4800] 4.21 0 0 7940 MISC MARK UP'S7 NOT CFS | 34440]
421 0 0. | 7946 Total
| KINGMAN TOTAL WORK HOURS 0 | Grand Total
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15 EMPLOYEE MOVES REPORT (TACSY

2015002 7] 33440] KINGMAN 5 MANUAL LTRS SCFE
0. )
[ 20150027 34440 KINGMAN PO | 3006451 MARSY LA [0 T 110] 4360 .05 ) s} 780 MANUAL FLATS SCE [3a440]
05 ) p) 780 Total
0150027 34440 KINGMAN PO [ 1421744 CHRISTAKOS _[J 1 2101 4300 83 [3) 5] 790 OIS PARCELS 4A40
016508271 34440 IKINGMAN PO | 30672011 HE RNANDEZ 2 161 4300 28 O o 790 IS PARC =3 4440
0150927] 34440 KINGMAN PO | 3071928 REYES SR T 101 4300|287 &) [ 790 DIS PARCELS 4440
0150927 34440 KINGMAN PO | 3101307 | BRIDGES M 15| 4300|438 [5) o 790 DIS PARCELS 4440
0150927 34440 KINGMAN PO | 3207076 GIGLIO S 11101 4300|527 o) [ 750 DIS PARCELS 34440
0160027 34440 KINGMAN PO | 3056979 HARKIS M| 215] 48060 1A © [} 750 SIS PARGELS 34440
07509271 34440 KINGMAN PO | 3480930 JONE S B | 110} 4300 1.04 ] [5) 760 DIS PARGELS 34440
1877 G G 790 Total
[ 20150927] 34440 KINGMAN PO | 3066451 MARSYLA o 1 110] 4360 1.58 3] o 1500 DIS LETTERS 134440}
{ 20150927] 34440 KINGMAN PO | 32361841 HAMMERLING D | 110} 4300 1.68 5} O 1500 DIS LE T TERS [ 34440]
328 3 o 1500 Total
| 26150927 34440 KINGMAN PO | 3067291 HERNANDEZ |G | 110] 4300 11 ) o 1760 DIS FLATS 134440]
1 201509271 34440 KINGMAN PO | 3006451 | MARS YLA {J 1 110]a300 S ) 5 1700 OIS FLATS 134440}
2.7 ) ) 1700 Total
0150027 ] 34440 KINGMAN PO | 142 1744] CHRISTAKOS [0 | 210] 4300, 1 [ [+ (¢ OIS ALLIED 4440
0150927 34440 KINGMAN PO | 3067291 | HERNANDEZ G 10| 4300|405 [5) S} DIS ALLIED 4440
0150627] 34440/ K ANPG 3071928/ REYES SR T 101 4300 2.7 [s] () S ALLIED 440
0150927 | 34440 KINGMAN PO | 3006451 | MARSYLA N] 10| 4300 7% [} ) ] OIS ALLIED 34440
0150027 ¢ of K AN PO | 3207076] GIGLIO g Ol a300] 272 [ [} 410 OIS ALLIE 34440
[ 20150027 34440{K MAN PO | 3221191 HERMAN D O a300] 7.2 [} [} 410 OIS ALLIED 44
0160927, ER AN PO | 3236184 | HAMME RLING [ Gl a300] 3.9 ) [s) (3} DIS ALLIED 3344
[ 20150927 34440|KINGMAN PO | 3489639 JONES E] 64300l 05 [} o (o) SIS ALLIED 44
2517 [ (3 2410 Total
0160027] 34440 CMAN PO | 1421744 CHIUSTAKOS [J | 210] 450 3.82 o 3680 WINDOW VICE 1)
G150027 | 34440 GMAN PO | 3004568 MARCRUM N 0} 4500 53 55 WINDOW RVICE E 15}
0150027 | 34440] KINGMAN PO | 3256079 HARRIS ™M s51a500] 757 51 550 WINDOW RVICE 4440
0150627 | 34440] KINGMAN PO | 3360383| FONCE RRADA |A | 2101 450 [3) o 55 WINDOW SERVICE 34430
0160927 OIKINGMAN PO | 3489030 JONES B O] 456 7.16 ey [} 3550 WINDOW RVICE 34440
3485 a 3550 Total
[ 20150927] 34440] KINGMAN PO | 3485038 JONES 181 110l 4800 ©.14 o) o 5420 INSURED, COD, CUSTOMS | 34440}
694 : G 5420 Total
[T20150627] B444A0] KINGMAN PO | 1421744 CHRISTARKOS [J4 | 210] 4800 1.3 O o) 5440 CAGE SERVICING CARRIER | 34440]
1 20150627] 34440 KINGMAN PO | 20947501 E SKRIDGE M ] 110] 4800 3.4 o O 5440 CAGE SERVICING CARRIER | 34440]
| 201506271 34440 KINGMAN PO | 3230424 GA TINEAU {01 11014800 0.8 a [+ 5430 CAGE SERVICING CARRIER | 34440}
587 13 o B440 Total
0150027 ] 34440 KINGMAN PO | 2990750 E SKRIDGE. [ 10] 4800|507 m (o) 5580 ADMI 4440
0150927 34440 KINGMAN 70 | 3101307 BRIDGES ™M 10| 4800 062 [) [l 5580 ADMIN 4340
G150027 | 34440 KINGMAN PO | 5280424 GATINEAL 3 104800l 614 1 0 |0 5580 ADMIN 34440
Q1609271 34440 KINGMA PO 3374097 WITHEROW . o 101 4800 8 Q o 5580 ADMIN 34 O
19,63 [ S580 T otal
[ 267150927] 34440 KINGMAN PO | 3175880 ME REDITH, (51 110[ 42060 101 3] [} GAS0 SR [34440}
EGE] {3 9 6490 Total
{ 20150627] 34440 KINGMAN PO | 307 19028 REYES SR [T [ 1161 4400’ 1.85 [+ [s) 7690 BOX WALLING MAIL 1344406}
1 20150927] 34440 KINGMAN PO | 3101307 BRIDGES M1 110] 44060 § O (5 7690 BOX WALLING MAIL {34440}
[ 201505271 34440 KINGMAN PO | 3489939 JONE S 121 110] 4460 0.56 o) [s) 7690 BOX WALLING MAIL 1 3a4ac]
5.41 o o 7H90 Total
[T28150027] 34440 KINGMAN 0 | 3175880 ME IREDITH 1o 1 110l aso0 6. 99 o [e) 7940 MISC MARK UP'S/ NOT CFS | 34440)
§.89 1 o Fo40 Total
| KINGMAN TOTAL WORK HOURS AZ78 o (S randg Total

CRAW 84/18/2018 THRU 4/17/2015:

Daily Eamed to Actual Analysis TRCSEBRE

£De o Sat Sat Sun Sun Won Mon " Tues | Tues Wed Wed Thue Thur ! Fri Fri Earne dZPRQJ!
R Earned TACS. Earnad TACS Eamed TACS. Earmed: TACS Eamed  TACS' Earned: TACS Eamned TACS T OTACS
41 600 080 000 6og 0BG 000 000 . 000 50D 0oh. . 000 0B 00D 500 0.00 000
42 G54 0oe.. 008 060 OEG | 22B . 061 tor. 061 2s1 061 173 Lo 101 383 B34
3 SETET 2878 14 95 1925 34;?3' il 2644 4837 3544 . 3 BG 3570 4453 3452 G430 216.69 271.42
44 2 Q;?. 455 Q03 .00 464 8.77 3.76 £.49 243 ', 37y 319 400 285 541 20.03 3201
45 C 743 qsee 000 475 827 amis . 2517 33 s048 1600 3424 1783 3455 117.45 216
48 1960 aB9 280 475 DEOR gars 2240 3823 3182 2240 4152 2530 3353 140.00 194.5
Totals 6171 7411 1788 2875 @053 12511 6138 12543 8837 11528 7789 12632 BLin 12780 497 723
Dally Variance 12.40 ~ iase 34.68 44.05 28.91 48.43 46.66
fid Sch

sler 80.00 24.00 120.00 124.00 107 .00 ] 134,00

(}ver Tmﬂ
2323

Weukty Suminary: . LEC 4% LBC 420 Le 43 LDC M LDC 45 LDC 48 TOTAL
Yartance by LDC 0.00 4.5 &5. 83 11 98 98.00 5488 225.91 4B 54




LR PECcEes EDC 41

(TRIES MADE ON 04/15/2015:

FLT PECES LD 41

TOTLDC 41

UIOL T IncHES EDC 43

LR fncHes LDC 43 &

14.08

g3

PAK Paces LD 43
Aviten £13C 43

TovaL £.OC 43

s2a1}

1usg

TACS LDC 44 -5

1588

TOTAL LG 42

BVLM INCHES LIDC 43 of 050 113
BVLD PiEces LDE 42 o 812 44 158 830
BYF Sncues LOC 44 b G 533 G “ton’ 533
BVP PaCes £DC 44 ke 9 o0 BOGO
G w 151 ] 1395 2573 279 383

ENTRIES MADE

LR Py
FLT PiCes LOC 4%

s LN 41

ON 04/16/2015:

TOTLODC 41

UDLY incHEs LDC 43
= AEFL INCHES LDC 43

Q.00

4893

5156

PAK Pieces LT 43

24931

AL D LDC 43

ForAL LG 43

BVLM INcHES LT 44

65501
TACS LtDC 94 5

12778

1.00

27

FOTAL LI3C 44

3871

BVLD Pieces LOC 44 ¢ ol B § 1327 5012 1 758
BYF fucHEs LDC §4 i1 % 3 550 832 bo i 733
BB Preces LOC 44 0 G 31 55 106 53060

G o a [ ot 1877 4.00 168

TRIES MADE

ETR PEcEs LG 4

ON 04/17/2815:

FLY Pieces £D0 41

TOTLDC 4T

. T INCHES £ DG 43

UIOFL, INCHES L0 43

o

PAK PHECES EDTC 43

L M3PAK POPULATED £RGM. AALS SCARS: U

AuED LG 43

FOTAL LDC 43

.

{)E

BVLD Pieces LDC 44

BVYE incees DG 44

BVYP PECES £DC 44

Forsm LDC 44

Qg

201 47

ol ae

e LR




5 diusted Workina 43
KIMGUMAN PO St oant 1 Sun serz Bon ows | Tues ot IWed aans | Thur ssie 3 Fri oarsr Total
Workicad Trend  Factors | Esrned Trend Prodhct Profict Proffct ProiAct Prolfict Profict Prodfct Projhct
LOC 41 LTRS o o 880 Volinpes o a S o o o . [
LDC 41 FLTS 8 & 000 Volin pes a g ' o o o 9
LDCAZUDLY 2005 B4 340 Letters{hy 2058 19.42 1467 115,58
LOC 43UDFL. 43,07 503 537 Flats (7 38 33 3983 35 42 25225
LDC 43 PAK . 291 268 1039 PP ipost 2434 2008 1397 18,028
LBC 43 Altied 1565 1688 Base 1401 1401 1502 100
LEC 43 Tatal 53 35.94 Bass o BG -5 £ 368
LDC 44 BULM . 887 548 818 . Letters{fif. 073 083 04z 508
LDC S4BVLD | 2,472 1038 148 Lus{pest 3022 E 2117 3953 22384
LOC 44 BOXF . 792 b 1,67 Fits ) cY 308 PERS 432 4533 ]
LDC 84 BYP 57 Z00 029 PP {pes) 71 1 R 31 291
LDC 84 Total . 24 5.68 354 Base e o 25 20 144
LBC 45 Trans 871 e qs7e wos 3z a 1320 1380 701 228 5,861
LDC 45 554 593 3000 2.95 WOS 100 9.00 500 500 6.00 500 3560
Loc 42 0.64 : Base 054 T8 081 581 551 350 3.83
L0 48 23:3F 23.33 Base 19.80 ZED 2240 2240 22.80 2820 4000
Taily Eared to Actual Analysis FHCs Enr 8 G
LBe Sat Sat Sun Sun Hon Mo Tues Jues Wad ‘W*ad Ther Thur Fri Fri Earaed PRO]
L Earaed TACS Farmed TACS Fared TACS Farmed TACS ' Farned TACS Earned TACS Eamed TACS 7 TALS
41 QoG bon 600 | 00 G THT 1) ek @00 - o gnn o any 4,00 | D00
42 G54 000 008 GO0 GBS 228 o0&t 409 173 sas 19t 383 834
43 3T0Y 28YY 0 A BE L 005 a4 TR A4S R4 4037 44830 3893 BA30 - 216.43 27142
44 .28z sss. 003 00D 484 BT77 376 B4 400 283 541 2065 320
45 763 1485 000 475 5oy ap1s | 2R17 | 3033 324 1TBE | 3485 117.45 216.45
48 1960 1483 280  4FE. 2530 2874 2240 3823 ; 4353 2230 3253 130.06 194.58
Totals 8171 7441 47.86 2875 9081 12611 $1.38 12543 ] PR 12632 B194 12780 488 723
Daily Variance 12.40 ‘ 16.89 14.58 44.05 45,86 224
W 2000 : 24.00 12060 12400 136,00 725080
Veakly Swmmary LD 41 L0 42 LI 43 LDC 48 LOC 4% £DC 88 Sk Lpon g Tl Pty T
vatigncs by LBC. 0.0 4.51 54.89 11.36 99.60 54.58 4354 2323 oo

Recommendation: All employees must use correct clocking procedures to ensure that hours are
recorded in the operation, local unit, finance type facility, and finance number where the work is
performed. CSV and CSAW determine workload, throughput and productivity rates by Labor Distribution

Code (LDC).

LDC 42 - PRS / MRS

/| BRM:

a0 .l
2380 S ¥ Mergranaise Return B
= i B iness Regly Mg

WORKLOAD ELE

BRI/PD #ACCT.POSTED £E RAGE DALY 14 reszz Daineavy 28 51
BRIAPD AVEG PIEECES AWERAGE DALY B4 {BRRLPD Pleces ) U0 DEES = Winums 5.38
FLEX TIRE AP P ROV Wi OO0 Amsesd L torized Civer Time G o0
PAERCHANRDISE RETURN SV BWE RAGE DALY 1 AT Miuteses. Deilyavg, 150
AWE RAGE DALY pd t ARTY Minsreses Dedly v, &

Workioad Elements

TOT.LDC42 BENGCHMARK HOURS |




Observation: The BRM in Kingman currently has 8 accounts daily, 31 total, and averages 51 pieces
per day; one Merchandise Return SVC.

Recommendation: Update LDC 42 BRM credit in the editor.

KINGMAN ARIZONA PO LDC 42 EARNED WORKHOURS

CSV FACTORS BENCHMARK

WORKLOAD ELEMENT SOURCE  VALUE INCLUDES STB MINS / DAY

BRM/PD #ACCT.POSTED AVERAGE DAILY |31 :12.0367 Minutes ea. Daily awg. 63.1377
BRM/PD AVG PIECES AVERAGE DAILY | 51 |BRM/PD Pieces / 10.0666 = Minutes | 5.066258717
FLEX TIME APPROV MIN. ] Actual Authorized Other Time 0
MERCHANDISE RETURN SVC |AVERAGE DAILY 1 1.4971 Minutes ea. Daily awg. 1.4971
PARCEL RETURN SVC AVERAGE DAILY 2.:11.4971 Minutes ea. Daily avg. 2.9942

Period 03/29/2014 - 04/04/2014 (6 Data Days) TOT.BENCHMARK MINUTES P/DAY  72.69525872

Report date 04/08/2014 LDC42 BENCHMARK HOURS  1.211587645

LDC 43 — DISTRIBUTION:

DISTRICT TEAMS VOLUME RECORDING 4/17/2015:

KINGMAN - DISTRIBUTION ] [TRIP 1[TRIP 2] TRIP 3[TRIP 4| TRIP 5] CURTAIL | TOTAL
April 17, 2015 lcARRY OVER| 3:00 | 410 | 540 | 505 | 7.30 |
LETTERS - DPS RETURNS |IN PIECES | 14" [ I T I I I [ 1ar
LETTERS - WORKING PREF |[INCHES | [ 83 1] I I I I [ 83"

LETTERS . WORKING STD _[INCHES | I I I I I I I

LETTERS - CFS RETURNS __[INCHES | I 1 I I I ] I

LETTERS - MISTHROWS liNCHES | ] I I I I I I

TOTAL LETTERS IN INCHES

FLATS - WORKING PREF

FLATS - WORKING PERIOD [INCHES | | [ e2v Tzarprs] | T [ 62 25"
FLATS - WORKING STD iINCHES ] I I 81 1 | I I [ 81"
FLATS - CFS RETURNS [INCHES | I ] I 1 I ] |

FLATS - MISTRHOWS [INCHES | I I I I | I |

TOTAL FLATS [INCHES ] 36™ [ 774 T a7 | 25" 1 | I 1 2587.25

UNITS VOLUME RECORDING 4/17/2015:
KINGMAN - DISTRIBUTION I [TRIP 1] TRIP 2] TRIP 3| TRIP 4] TRIP 5| CURTAIL [TOTAL
April 17, 2015 lcArRRY OVER] 300 | 410 | 540 | 505 | 7.30 |

LETTERS - DPS RETURNS _[IN PIECES |

LETTERS - WORKING PREF |[INCHES | 123" 12" 135"

LETTERS - WORKING STD _[INCHES

I [ I
] i I
i I I
[ I I
I I I

I I I

I I I

1 I I I

LETTERS - CFS RETURNS _ [INCHES | I I I
I I ] [

LETTERS - MISTHROWS IINCHES

TOTAL LETTERS IN INCHES

FLATS - WORKING PREF INCHES

FLATS - WORKING PERIOD JINCHES

1 ] I I I I I
FLATS - WORKING STD [(NCHES | I I I I | 1 I
FLATS - CFS RETURNS [INCrHES | I I I I I I i
FLATS - MISTRHOWS [[NCHES ] [ I I I I I I
TOTAL FLATS [INCHES T [T2a2" 1T 277 ] I | ] [ 2697




T RECORDED INTO CSAW:

‘ FLY Prcces £.OC 41
B TO¥ LEXC 4%
s [y T aes
ERTRey
£ £ Z TR T3 RS S X £ ¥ % S =
Z1 UDLT menes LDC 43 Bl L 7 E 1 s o 176 1467 E 262 547
T UDFL twones LDGC 43 by o8 2w yab a1 Gi o 425 apazi | 4n7a : Fan T e
é P PrecEs LOC 43 LI SIPAK FOPLLATED FROM AALE SCans: 3397 T G877 isooml | 25000
5 ausn 1ncan ] ZRi7. o537 665
= Yorar LDC 43 o 23 2052} 182f 24 G E 601l sunsi 0758 | 430 |
TALS LG 44 > 54%
 BVLM tones LOC 44 o g o o 5 o o 5 Gz E 508 o 00 518
BVLD Pieces LDC 33 o 3‘253§ a8 Qg ‘ o a’% 172 Bt I 5 B0 i 1038
BVF fucems LOC 44 o e 30 ‘?% ‘% o ;:x; e PE-) [ om0 500 754
BYP PigcEs LDC 44 o 331 o e g o ol . EX 200 LO0 23300
T toras toc aa o 201 e [ 5 o o 2387 1957 3513 o.00 06 cas

Observation: Clerks are not recording mail correctly; on April 17", the Function 4 Team recorded
75.25" of letters and the unit recorded 72", the Team recorded 193.75" of flats and the unit recorded

142”. The same for April 16",
Recommendation: Provide clerks with proper volume recording instructions PO-610.

Observation: Clerks are not demonstrating productivities by LDC. Supervisors / Postmasters must

ensure clerks are demonstrating productivities.
Recommendation: CSAW is the tool used to ensure clerks are meeting expectations communicated by

the supervisor.

41132015 | 41412018 CSAW CSAW [ 4172018 | CSAW
SUN MON TUE EARNED THU EARNED FRI EARNED
454 5883 440 4578 3,329 Total Pleces
4408 2712 3584 4581 4571 4073 29,008 Total Pieces
243 1531 2373 2008 3,397 18028 Total Pieces
170 19 227 189 95 1,154 Total Pieces
3022 1 5711 2111 52364 Tolal Pieces
527 10 949 1725 Tofal Pieces
71 1 76 7 P
3971 925 36.16 40.37
L 323 053 718 488
F 496 3 305 468
DC43P 998 597 1149 3
DCA3A 2154 975 1444 1791

Total

B nir

SRR EFEE
o
<
slalkislelzlels
fe s
i
£/

TACS 7 CSAW EARNED
VARIANCE

Observation: There is a "Daily Duties” assignment for each day by operation and each clerk is
assigned to these duties by time. The clerks did not follow the chart completely and the supervisor did
nog?verify the clerks were completing the tasks that were assigned. {See below ~ “Daily Duties” April
167, 2015)

Recommendation: it is a great idea to have an assignment for the duties in the office; however, the
supervisor must ensure these duties have been completed each day.



Distribution Up Time Report by Facility ZIP Code
Arca: WESTERN
District: ARIZONA

Date Range: 047162015 - (411672045
Date P Code Lacation Sub Type Sched UpTime Actual UpTime Variance Status
CATBZTS 38481 FINGRIAN AP 3590 0849 35011 On Time
Distribution Up Time Report by Facility ZIP Code
Area: WESTERN
District: ARIZOHA
Date Range: 0471772015 - (811772015
2P Code Location Sub Type Sched UpTime Actual UpTime Varjance Status
56401 KINGAMAN AP 000 0805 -Hr85 Early

Observation: On 4/16/2015, clerks are removing tags from empty equipment upon arrival 2:00 a.m.,
which the carriers are responsible to remove the tags from their empty equipment. This clerk took trays
off pallets and was organizing the MTE. This clerk re-arranging hampers in the parcel area. At 2:00 a.m.
to 2:40 a.m., Carrier performed an unscheduled collection pull and started round dating tax returns from
the previous evening of 4/15/2015 Tax Day. At 2:17 a.m., Debbie leaves the workroom floor to make
some coffee. Carrie is collecting UBBM at 2:40 a.m. to 2:49 a.m. On hand mail (19" flats; % APC
parcels; 1 hamper of parcels; 2 nutting trucks full of parcels; 4 wire containers were available to work.
Recommendation: Clerks are performing unnecessary work — time wasting practices.



Observation: Clerks are using the conveyer belt to work local mail. Once mail is sent on the conveyer
belt down to the clerks to place into the SCF hampers, the clerks are taking the IPPs through this
process and then taking them to the hot case in which this is double handling the IPPs.
Recommendation: Performing unnecessary work — time wasting practice, eliminate, finalize on 1
handling.

Observation: On 4/16/2015 Clerks were observed working presort flats for Kingman as SCF mail; same
as raw flats and letters (container #1 WesPac 3:40 — 3:56 = 11 min; container #2 Wire 3:56 — 4:00 = 4
min). Another clerk double handled presort bundles into the roundhouse. The total minutes recorded
for double handling the mail is 71 minutas.

Recommendation: The morning supervisor must direct clerks to perform critical duties of getting all
mail worked and sorted to SCF offices, and all distribution local mail to the carriers. Supervisors must
ensure clerks are not performing unnecessary work — time wasting practice, eliminate, finalize on 1%
handling.

Observation: On 4/16/2015, a clerk was observed triple handling flats and IPPs. A linear measurement
of IPPs were taken and recorded by the clerk. June counted IPPs as letters then the carrier supervisor
recorded as linear letter volume. IPPs are individual flat pieces and must be recorded as flat volume.
Recommendation: The office must be familiar with the PO - 610 Management’s Instruction on
Recording Volume: F4 Volume Recording - M1 P0-610-2009-1.pdf

Observation: On 4/16/2015, a clerk was observed in the parcel area finalizing one parcel at a time.
Another clerk was observed taking Box parcels and IPPs out of one cage and putting them into another
cage.

Recommendation: Clerks are performing unnecessary work — time wasting practice, eliminate, finalize
on 1* handling.

Observation: On 4/16/2015, Meddie and Carrie were observed handling one parcel at a time and using
both hands for each parcel/IPP and verifying each address even though they were using the PASS
machine.

Recommendation: Clerks are performing unnecessary work — time wasting practice, the clerk
expectation is 336 per hour, the clerk will not meet productivity handling one piece at a time and
verifying each address. The clerks must be instructed to cease this time wasting practice.

Observation: On 4/15/2015 at 7:10 a.m., Clerk was observed removing 6 letters and 4 flats out of the
re-throw case. Clerk was observed wandering around looking for work to do. Six clerks on the clock with
no productive work available. All parcels were done at 7:04 a.m. There is not a supervisor on the floor to
instruct clerks what to do while waiting for the next truck to arrive.

Recommendation: A supervisor must be present to validate mail arrival and set expectations for the
clerks based on the volume. The clerks are directing themselves and when the mail is all connected,
they are not conducting productive work.

Observation: JJ is the General Clerk in this office who answers the phone and completes general
duties in the office. JJ was observed throwing parcels on 4/16/2015 from 8:05 a.m. to 8:37 a.m. JJ went
into the back office and was requested to conduct a Desk Audit (LDC 45 Critical Entry). See below:



PAGE |~ DESK AUDIT FOR GENERAL CLERK PAGE 2 DESK AUDIT FOR GENERAL CLERK

Recommendation: Kingman is not funded to have a Function 4 General Clerk position. This employee
performs numerous duties with no supervision. This job needs to be abolished / modified when the City
restructures their jobs.

Productivity Analysis FY 15 Week 1 - 28




LDC 41 L PPH 0 it g t 0%

LDC 43 FiePPH it g H o 0%
LDC 43 Dist Vol Lirs FPH £47 £.47 413 235 8376%
LDC 43 Dist Vol Flitis FPH 803 383 780 023 §7.16%
LDC 43 Dist PP/Sprs PPH 270 270 195 71 7370%
LD 43 Allied Hrs per day 875 1668 2093 4725 79.70%
LDC 44 Box LAF FPH 522 EE5 380 -285 T
LOC 45 Min. per Trans 128 134 248 114 54 00%
LDC 45 Trans per 1412 156.06 22538 15203 7330 B748%

Observation: Kingman is not making their productivities with letters / flats / allied duties / box / minutes
per transactions / transactions per 1412. The only productivity analysis this office is making is their
parcel / Sprs-IPPs per hour.

Recommendation: Productivities must be communicated daily with all clerks and clock rings must be
correct to achieve 100% CSV. CSAW is the tool used to communicate expectations for productivities to
clerks each day. There are no supervisors in the building during the letter and flat manual distribution.
Providing supervision via a supervisor / T7 would increase the communication of manual mail
distribution expectations; this would ensure the clerks are aware of the LDC 43/ LDC 48 allied duties
that must be done daily and the time given to each operation.

Observation: Clerks are distributing carrier hot case mail directly to each route. The District City Carrier
Flow Chart indicates Line 15 #4 states, “Return to the office pull hot case mail and proceed directly to
your case.

Recommendation: Have the clerks cease doing carrier duties to eliminate time wasting practices.

Observation: The letter hot case mail has the scans on the side of the (see below). The barcodes are
to be placed inside to verify the carrier has pulled their mail and placed the hot case card to inform the
clerk they have left to the street

Recommendation: Have the clerks cease doing carrier duties to eliminate time wasting practices.



LDC 43 — DISTRIBUTION SCF OPERATIONS:

TEW HAS BE

[ CONDUCTED /

{034440) KINGMAN PO - TIER 1 EARNED WORKHOURS
R
Wesibio WWORKLOAD ELEMENT

2F

27

Total Downstream Routes 3OS
- . TER 1 WORKLOA ]
WORKE GAD FLERENT SOURCE | WAL UE AWPS FACTORS i::ﬁgfg’z?,ﬁ

. 1 SO ey oy OB 41 ¥
B2 10 2. G450 min pey 1000 Dels

S T es P Fhann Per O Otice
1o Rewtew

o anster ma 4 B2 10

FEOU an per Saal
T EVHN ey Regéége(
TS rn per Poy 32
Actigst o+ (RTEB
Fite Review Actual « (3TS Factor O .Q720%
_TIER 1 WORKLOAD - HASHING DETAIL

- - i R v. e
SAURCE . RERUTE SACOMEAINER FAIES SATRAY

Tatal Tier 1 Hinurs Per Da

ER REVIEW HAS BEEN CONDUCTED AND |

ITERED:

KINGMAN ARIZONA PO

TIER 1 EARNED WORKHOURS

TIER 1 ENVIRONMENT
WORKLO. ! Yes/No WORKLOAD ELEMENT

Manual Distribution Letters
Manual Distribution Flats
Manual Distribution #P/SPR

36229

13407

23779

105 i 32008
1 WORKLOAD - DOCK, ADMIN AND ALLIED

WORKLOAD ELEMENT SOURCE

o

BENCHMAR

VALUE AWPS FACTORS K MINS/DAY

Dok Teomwter AW AMS 8210 2.9450 min per 1000 Dels 241.78

. AMS 82.10 2.9450 min per 1000 Dels 241.78

i . DS Cffices 12 72400 Per U8 Office 48.88

Site Review 9 0.2680 min per Scan 0.00

Ghnaa L Site Revew 1 5.3600 min per Seal 5.36

Site Review 13 1.0728 min per Register 13.95

Site Review 12 1.6093 min per Pouch 19.31

. : . Site Revew g Actual + (578 Factor 0.0728)
Site Revew o

TIER 1 WORKLOAD - HASHING DETAIL

WORKLOAD ELEMENT BOURCE

5.0

Actual + (STB Factor 0.0729) 0.00

BENCHMAR
VALUE  MINUTES/CONTAINER K MINS/DAY

133.38

‘L’I‘a’éy A 'Ha&ﬁ’mg Lontmnos Site Review 18 T

Daily PM Hashing Containers Site Review 30.00

Total Tier 11LDC 40
Total Tisr 11L0OC 48

— - — 2 = i z Total Tiar § Minutes Per Day
: E : : Total Tier 1 Hours Per Da

TIER 1 WORKLOAD - CSV HUB OTHER TIME

Ayersge Total Minutes Dally Hub 1 DC 43 Other Time:
Hub LDC 43 Gther Time Comment freguired E

il L o Avorage Total Minutes Dally Hub LDC 48 Other Time:
Hub LDC 43 Other Time Comment frequired) 3




KINGMAN ARIZONA PO

AM M
Daily # of AM Dock Awy. Minutes per Dally # of P Daily # of PM Dock Avg. Minutes per
Daily #of AM | Transferred Rolting | Daily # of AM | container used for Downstream Rolling| Transferred Roliing | Daily # of PM container used for
Downstream Roiling] Stock Containers |Downstream Rolling Hashing AM Stock Container Stock Container nstream Roliing | Hashing PM Relling
Stock Container ispatched to Stock Containers | Dewnstream Ruolling Received from Dispatched to Stock Containe Stock Containers t©
Day of Week  Recsived from Plant| Downstream Offices Hashed Stock Containers Downstrear Offices parent Piant Hashed parent Plant
Saturda
Monday
Tuesda
Wednesda
Thursda: 25 0 28 8. 166666667 8 o o 8
Frida 12 ] 12 £.682173913
Saturda
Mondar
Tuesday
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SYOLUME RECORDING OF SCF LETTER/ FLAT VOLUME 4/16/2015:

KINGMAN - DISTRIBUTION ] [TRIP 1| TRIP 2] TRIP 3] TRIP 4| TRIP 5] CURTAIL[TOTAL
April 16, 2015 |cARRY OVER| 300 | 410 | 840 | 5:05 | 7:30
LETTERS - DPS RETURNS [IN PIEGES | I I ] I I I ]
LETTERS - WORKING PREF |INCHES | [ asa” T 547 1 1 1 I [ os”
LETTERS - WORKING STD_INCHES | I I 1 I i 1 I
LETIERS - CFS RETURNS _ [INCHES | I I | I I 1 I
TETTERS - MISTHROWS [INCHES ] I I | I I | ]

TOTAL LETTERS IN INCHES |INCHES

FLATS - WORKING PREF

FLATS - WORKING PERIOD [INCHES ] I ] I I I I I
FLATS - WORKING 8710 [NCHES | | 1 1 1 ! | I
FLATS - CFS RETURNS [INCHES | I ] I I ! | 1
FLATS - MISTRHOWS [INCHES | | I | I I I I
TOTAL FLATS IN INCHES [INCHES ] [ 123 1 e77 | | I ] 190"

Observation: The conveyer belt is creating double handling of the mail for the Kingman office and for
the SCF downstream offices.

Recommendation: Take out the conveyer belt.




LDC 44 - BOX SECTION:

Observation: Clerks in the box section are not demonstrating productivity rates/factors in CSV; Earning
6.65ft per hr. — Actually 3.80ft per hr. (67.17% achieved).

Box Up Time Report by Facility ZIP Code
Area: WESTERN
District: ARIZONA
Date Range: 04/18/2015 - 04718/20%8

Date AP Code Location Subs Type Sched UpTime Actual UpTime Variance Status

D471 ENS 56401 HINGMAN ARG 1030 23 4507 On Tima

Box Up Time Report by Facility ZIP Code

571

Date ZIP Code Location Sub Type Sched UpTime Actual UpTime Varlance Statug

4TINS fEa KIGRAN APD 10030 1408 +5338 Late

Recommendation: Clerks must demonstrate expected productivities; supervisors must communicate
the expectation to achieve efficiencies. This is demonstrated through CSAW once the Box volumes
have been received and entered. Supervisors must set the Box Section expectations; utilize CSAW to
calculate the Ft. per Hr. / Factor = Time allotted in the Box Section.

FUNCTION 4 TEAM RECORDED VOLUME IN BOX SECTION ON 4/16/2015:

; i S WALLING BOX AN LDC 44 OPERATION 7690
DPS INCHES

MANUAL BOXLETIERS WALLED INCHES | ] | ] i j I |
TOTAL LETTERS WALLED [INCHES ] I I I R I I
EOR FLATS [INCHES ] I [ I I I I ]
MANUAL BOXFLATS WALLED  [INCHES | | I ] 24 | i
TOTAL FLATS WALLED [INCHES | I I | I I | I
TOTAL PARCEL / SPR [PIECES | T 73 ] ] I | ] |

UMIT RECORDED YOLUME IN BOX SECTION ON 4/16/2015:

‘ WALLING BOX MAJL LDC 44 OPERATION 7690 -
DPS INCHES

MANUAL BOXLETIERS WALLED |[INCHES | ] | ] I I I |
TOTAL LETTERS WALLED [INCHES ] ] I I [ 12 ] I L1z
EOR FLATS [INCHES | ] ] I | I I f
MANUAL BOXFLATS WALLED _ [INCHES | [ 25" ] ] ] a7 [ 66"
TOTAL FLATS WALLED [INCHES | ] [ I ! [ I |

TOTAL PARCEL / SPR [PIECES | [ 67 ] [ I I i [e7PCS




MANAGEMENT RECORDED VOLUME IN CSAW FOR BOX SECTION ON 4/16/2015%:
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Observation: The box clerk was called out of the box section at 6:47 a.m. to scan (with IMD) parcels
only, she does not distribute the parcels. PM explained the box clerk does this to get the parcels
scanned by 7:30 a.m. even though the unit has a PASS machine.

Recommendation: The PASS machine must be utilized to perform AAU scans on parcel volumes.

Observation: Box clerk was observed throwing one piece of DPS letters in the box at a time, even
though several pieces go to the same box.

Recommendation: Please instruct this clerk to cease walling one piece of DPS at a time; this will affect
your productivity percent. Clerk should only be riffling through to verify the mail is in box order.

4/13/2015
MON k EARNED
27
3022 1 5711 2111

527 10 943 1725
7

Total Pieces
Tetal Pieces
Total Piscas

YR
LDC 44 Total
LDC 44 DPS
LDC 441
LDC44F
LDC44P

**Management must coordinate and direct all personnel moves to expedite all workioad**



31 ~ Day Analy

sis of P O Box Up-Time:

Facility ID Location

Sub Type Sched Up Time Actual Up Time Variance

Status

03/12/2015 86401 1369078 | KINGMAN APQO 10:30 10:00 -00:30
03/13/2015 86401 1368078 |KINGMAN APQO 10:30 09:54 -00:36
03/14/2015 86401 1369078 |KINGMAN APO 10:30 09:47 -00:43
03/16/2015 86401 1369078 | KINGMAN APQO 10:30 10:12 -00:18
03/17/2015 86401 1369078 | KINGMAN APO 10:30 10:30 00:00
03/18/2015 86401 1368078 | KINGMAN APQ 10:30 10:30 00:00
03/19/2015 86401 1369078 | KINGMAN APO 10:30 10:20 -00:10
03/20/2015 86401 1369078 | KINGMAN APO 10:30 09:38 -00:52
03/21/2015 86401 1369078 | KINGMAN APO 10:30 09:44 -00:46
03/23/2015 86401 1369078 | KINGMAN APO 10:30 10:19 -00:11
03/24/2015 86401 1369078 | KINGMAN APO 10:30 10:11 -00:19
Q3/25/2015 86401 1369078 | KINGMAN APO 10:30 10:19 -00:11
03/26/2015 86401 1369078 | KINGMAN APO 10:30 10:53 +00:23
03/27/2015 86401 1369078 | KINGMAN APO 10:30 09:27 -01:03
03/28/2015 88401 1369078 | KINGMAN APO 10:30 10:14 -00:16
03/30/2015 86401 1369078 | KINGMAN APO 10:30 10:23 -00:07
03/31/2015 86401 1369078 | KINGMAN APO 10:30 08:37 -01:53
04/01/2015 86401 1369078 | KINGMAN APO 10:30 10:04 -00:26
04/02/2015 86401 1369078 | KINGMAN APO 10:30 09:55 -00:35
04/03/2015 86401 1369078 | KINGMAN APO 10:30 09:50 -00:40
04/04/2015 86401 1369078 | KINGMAN APO 10:30 09:46 -00:44
04/06/2015 86401 1369078 | KINGMAN APC 10:30 10:39 +00:09
04/07/2015 86401 1369078 | KINGMAN APO 10:30 09:38 -00:52
04/08/2015 86401 1369078 | KINGMAN APQO 10:30 09:56 -00:34
04/09/2015 86401 1369078 | KINGMAN APO 10:30 10:01 -00:29
04/10/2015 86401 1369078 |KINGMAN APO 10:30 08:07 -01:23
04/11/2015 86401 1369078 | KINGMAN APO 10:30 09:14 -01:16
04/13/2015 86401 1369078 1 KINGMAN APO 10:30 10:26 -00:04
04/14/2015 86401 1369078 | KINGMAN APQ 10:30 09:35 -00:55 Early
04/16/2015 86401 1360078 | KINGMAN APQO 10:30 10:23 -00:07 {On Time
Total Box Scans: 31
On Time: 8 25.8%
Early: 21 87.7%
Late: 2 08.5%
Missing: Q 00.0%
31 — Day Analysis of Distribution Up-Time:

ZIP  Facility ID

Location

03/12/2015 86401! 1369078 | KINGMAN APO 09:00 08:17 -00:43 Early
03/13/2015 86401 1369078 | KINGMAN APO 09:00 08:19 -00:41 Early
03/14/2015 864011 1369078 | KINGMAN APO 09:00 08:11 -00:49 Early
03/16/2015 864011 1369078 | KINGMAN APO 09:00 08:14 -00:46 Early
03/17/2015 86401 1369078 | KINGMAN APO 09:00 08:11 -00:49 Early
03/18/2015 86401] 1369078 | KINGMAN APO 09:00 08:41 -00:19 Early
03/19/2015 864011 1369078 | KINGMAN APO 09:00 08:06 -00:54 Early
03/20/2015 86401| 1369078 | KINGMAN APO 09:00 08:08 -00:52 Early
03/21/2015 86401| 1369078 | KINGMAN APO 09:00 08:23 -00:37 Early
03/23/2015 86401 1369078 | KINGMAN APO 09:00 08:10 -00:50 Early
03/24/2015 86401 1369078 | KINGMAN APO 09:00 08:25 -00:35 Early
03/25/2015 86401 1369078 | KINGMAN APO 09:00 08:22 -00:38 Early
03/26/2015 864011 1369078 | KINGMAN APO 09:00 08:43 -00:17 Early
03/27/2015 86401] 1369078 | KINGMAN APO 09:00 08:08 -00:52 Early
03/28/2015 86401 1369078 | KINGMAN APO 09:00 08:59 -00:01 {On Time
03/30/2015 86401 1369078 | KINGMAN APO 09:00 08:22 -00:38 Early
03/31/2015 864011 1369078 | KINGMAN APO 09:00 08:24 -00:36 Early
04/01/2015 86401 1369078 | KINGMAN APO 09:00 08:47 -00:13 _[On Time
04/02/2015 86401 1369078 | KINGMAN APO 09:00 08:21 -00:39 Early
04/03/2015 86401 1369078 | KINGMAN APO 09:00 07:53 -01:07 Early
04/04/2015 86401 1369078 | KINGMAN APO 09:00 08:11 -00:49 Early
04/06/2015 86401 1369078 | KINGMAN APO 09:00 08:31 -00:29 Early
04/07/2015 86401, 1369078 |KINGMAN APO 09:00 08:00 -01:00 Early
04/08/2015 86401 1369078 | KINGMAN APO 09:00 08:32 -00:28 Early
04/09/2015 86401 1369078 | KINGMAN APO 09:00 08:35 -00:25 Early
04/10/2015 86401 1369078 | KINGMAN APO 09:00 08:04 -00:56 Early
04/11/2015 86401| 1369078 | KINGMAN APO 09:00 08:29 -00:31 Early
04/13/2015 86401| 1369078 | KINGMAN APO 09:00 08:33 -00:27 Early
04/14/2015 86401 | 1369078 | KINGMAN APO 09:00 08:31 -00:29 Early
04/16/2015 86401 1369078 | KINGMAN APO 09:00 08:49 -00:11 {OnTime

Total Dist Scans: 31

On Time: 09.7%

Early: 28 90.3%

Late: 00.0%

Missing: 00.0%



LDC 45

— WINDOW SERVICES:

Observation: Saturday hours of operation are from 09:00 a.m. to 13:00 p.m. with minimal transactions
and minimal staffing. Carriers start at 8:30 am and the Box Section’s up time are 11:00 am. The 9:00 am
start time on Saturday disrupts these operations to place all resources at the window. Delaying opening
by 1 hour will allow clerks to get all the mail connected and the Box up on time without jeopardizing
customer service. Clerks also have to go between the two buildings, which takes time from the window.

KINGMAN AZ SATURDAY WOS ANALYSIS FY 15 WK 1 - 28

WOS Earned - Actual Staffing Graph
The Actual Terminal Staffing is based on activity at
the Front Office Counters and Passport terminals
ONLY.

BB g g g g .
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1/4 Hour of Day WOS Earned Staffing per Day Actual Terminal Staffing per Day
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Recommendation: Reduce Saturday window hours from 10:00 am to 12:00 pm so all mail is connected
with carriers.



KINGMAN AZ MONDAY - FRIDAY WOS ANALYSIS FY 15 WK 1 - 28

WOS Earned - Actual Staffing Graph
The Actual Terminal Staffing is based on activity at the Front Office Counters and Passport terminals
ONLY.
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FY 2018 YTD WK 1-28:
MPOS ANALYSISYTD FY 20815
KINGMAN PO - KINGMAN PO [034440]
LDC 45LA EARNED WORKSHEET

Mt PER TRANS

1.28

2.26

§ Fgﬁm;‘ - - -

56.74%

SSK ADOPTION (Candidate Revenue)

50

50

17.60%

TRAMS PER 1412

Tf}ai Function 4 Percent Achieved

23582

CURRENTMETRICS

15606

58.24%

WORKLOAD ELEMENT
MiN PER TRANS 134 2 48 54 0%
SSK ADOPTION tCandicate Bevenus) 3519 817 $76 584 15 31%
TRANS PER 1412 22538 15208 57 48%

CURRENTLDC 45LA EARNED WORKHOURS

SOURCE TRANS CNT ERN MIN ERN ICE MIN ERN TOT ACTA45LA VARIANCE PCTACH

mPGSs 404 17384 .60
SBKIAPC 11488 574300 9572 - .
LDCASLA (ACTUAL=eFlagh 45LA} 104.41 ] 196.00 53.27%

“KINGMAN WILL RECEIVE ADDITIONAL TRANSACTION CREDIT WITH THEIR
mPOS. THE UNIT MUST ENSURE ALL CLERKS THAT ARE UTILIZING THE MPOS
ARE CLOCKED INTO OPERATION 3520. THIS INCLUDES ALL NON-REVENUE

SCANS ON PACKAGE ACCEPTANCE*™

Observation: The clerks are not making their productivity time of 1.34 minutes per transaction, the
clerks are averaging 2.48 minutes per transaction (54% achieved); window clerks earn 225.39
transactions per 1412, they are averaging 152.09 transaction (15.31%}); and their SSK had the potential
to earn $519 817.00, the lobby assistant is to generate more revenue through the SSK and has only
generated $79 594.00.

Recommendation: Supervisor / Postmaster must convey the importance of earning lobby assistant
hours, potential to earn 8 hrs. Per day. The lobby assistant is to move the line by utilizing the mPOS and
SSK, get the customer ready so transaction times are minimized, and to increase the number of
transactions when a 1412 is decided to be opened.

Observation: There is a lobby log at the window; however, there was no indication the non-revenues
had been entered into the POS.

Recommendation: Have a system to verify daily that all the non-revenue transactions have been
entered.

Observation: | did not see the mPQOS being utilized during my time in the lobby.
Recommendation: The mPOS generates 1.29 minutes per transaction / scan. This must be utilized
daily to receive credit for the Lobby Assistant Clerk, Operation 3520.



LDC 48 — ADMINISTRATIVE:

KINGMAN PO - KINGMAN PO - LDC 48 EARNED WORKHOURS |

BEHCH CSY FACTORS BENCHMARK

WORKLOAD ELEMENT SOURCE VALUE INCLUDES STB MINS DAY

AFHD MA!NTENANCE # #"»&‘!’f‘&ﬁjTES PER MA’GH{“’;JE - % 4 szét sten g

AVE BIAILINGS PER # PER 47 050 ntsilings * VZ MR 27 BRSQ mirtes s 302 : 4494
BOK ACCOU?JTABLE’?#!AQL ROUT"E’S’ 1 per 300 727 87532 g2s pay route 42 %2 ‘
CALLER SERVICE (FAID) AWG DAY & Catiers ‘ & rrrtes G
CARRIER ACCO"UNTABLES ROUTES 52 LB TYER minuiey per toude 30125
coLLeemions acTusL s et e ae Faseras T ass
HSPATCH & CFI/PARS PREP DELVERIES BE7489 ‘ 2 O0ET AunUtes fer 1000 pprar =¥ 3
EXPRESS MAIL DELIVERY ACTUAL Q Acteai & (STE :sa% B .00
SCAHS ' # OF scAaNs U081 50440 minutes tor secn soan 4184
FIRR HOLDOUT AWG DAY 23 Eisrn Holgowts * 1 I080 rusutes 2774
FLEX TIME AFRROY BN G.00 Antusi Suthovized + (B3TE Tacos 84729 O .04
UBE% B - ‘Z’)‘E‘QE‘JER!ES ' o : 33749 2 4141 m;ﬂ'uses p«e S50 Dativarios o 362 S
OFFSITE TRAVEL/ADMIN ACTUAL BUNUTES 006 Sotuml + ISTH Facior 50728 300
OPN BCLS SUPPLIES &SVCS # OF OFFICES ' U0 zar mieoes pee cttioe o hzor
P *’DBOX MmamtT BOXES-Q’E*‘%‘!"‘E‘D‘ ' 3634 Renied bavas © 19305 m'iﬂu’l&*‘;, 302 : 2323
PREMIUM FOWARDING SVOC ACTUAL 2 stuel * (TTE Facter 00728 B 215
sCEHUB SCE WORKSHEET o SB2.80 | et wosereet + 1676 Famera oz 35725
;JALiéATE b :5;#‘2‘3 S PQS o o : ’5‘ B84 = %333 nrutes per 1415 ) ) 33 .84
VERIFY DEPOSITITRANSMIT # OF OFFICESR : 1 331850 minutes per MHor : J T g

‘ Period O 2T/20494 - OX/1T/2018 (187 Data Days} TOTAL EARNED MINUTES PER DAY 1329.7%
Feport date O/ 20/2015 TOTAL LDCAS EARNED HOURS 3701.26

| Boll Letiering = District Level Edtable Workioad Elsments

Observation: BMEU has 144 mailings per month.
Recommendation: Any changes to the number of mailings will affect LDC 48 credit (Additional 103
mailings).

KINGMAN ARIZONA PO LDC 48 EARNED WORKHOURS
FACTORS BENCHMARK
WORKLOAD ELEMENT SOURCE VALUE INCLUDES STB MINS / DAY
APC MAINTENANCE # PER MACHINE 0::14.8281 per machine 0.00
AVG MAILINGS PER L{i PER 1441 Mailings * 12 Mth * 27.5850 min / 302 157.84
BOXACCOUNTABLE MAIL ROUTES 1 per 500 01215 7933 minutes per route 0.00
CALLER SERVICE (PAID) AVG DAY 0:: i Callers *1.2124 minutes 0.00
CARRIER ACCOUNTABLES ROUTES 15,7933 minutes per route 0.00
COLLECTIONS ACTUAL 8 - {Actual + (STB Factor 0.0729) 8.58
DISPATCH DLVS DELIVERIES 15,7933 minutes per 1000 possible 0.00
EXPRESS MAIL DELIVERY ACTUAL g1 {Actual + (STB Factor 0.0729) 0.00
SCANS # OF SCANS 0 10.0440 min for each scan 0.00
FIRM HOLDOUT AVG DAY 0 Firm Holdouts *1.2060 minutes 0.00
FLEX TIME APPROV MIN. 0---|Actual Authorized Other Time 0.00
UBEM DELIVERIES 00 12.4141 minytes per 500 Detiveries 0.00
OFFSITE TRAVEL/ADMIN ACTUAL MINUTES g | Actual + (STB Factor 0.0729) 0.00
OPN BCLS SUPPLIES &SVLS 1# OF OFFICES §::::112.07 minutes per office 0.00
P.O. BOXMAINT BOXES-RENTED o) Rented boxes *1.8305 min / 302 0.00
PREMIUM FOWARDING SVC IACTUAL 2.5 |Actual + (STB Factor 0.0729) 215
VALIDATE 1412°S POS 0::°15.7933 minutes per 1412 0.00
4

VERIFY DEPOSIT/TRANSMIT - 14 OF OFFICES 33.1650 minutes per Ofiice 33.17
Period 05/15/2010 (6 Data Days) TOT.BENCHMARK MINUTES P/IDAY 201.73
Report date 5/26/2010 TOT.ADMIN BENCHMARK HOURS 20.17

Observation: Kingman a General Clerk to answer phones, and provide miscellaneous duties in the
office. Some of the duties include assisting LDC 43 Allied / LDC 48 Admin earned, this clerk is not
making any of the necessary TACS rings; however this position is not a funded position and should be
reposted during the City staff re-structuring. {(See LDC 48 — Desk Audit below)



Recommendation: Kingman does not earn a General Clerk position and will need to utilize this position
as a clerk.

Observation: Kingman has a FTR come in at 9:00 a.m. to 15:00 p.m. to sit in the BMEU area. The clerk
indicated there are no more than 3-4 customers daily.

Recommendation: This position can assist customers upon their arrival; however, this clerk can do
miscellaneous duties LDC 48 / LDC 43, or pull slips in the lobby.




SUMMARY:

The largest impact to Kingman, Arizona is their staffing. Kingman is overstaffed in CSV by 273 hours
over earned each week. Once jobs become vacated, the unit will need to abolish these positions; or the
City may need to conduct an Excessing Event to staff to earn.

The new Mail Arrival Profile (OWC - 4 Walls) is bringing mail to this unit earlier so Supervisors /
Managers / Postmasters are able to manage staffing efficiently. This unit is having a problem reporting
late trucks (MAQ PAQ) out of Las Vegas NV P&DC and the unit is not notified when there are late
arriving trucks (mail). The Las Vegas P&DC needs to notify Kingman of new impacts to their IOP / Mail
Arrivals to staff effectively.

Kingman must also have a Pool Clerk for the offsite Retail office of Chloride (RMPO), which is 25 miles
out from the Main office.

The Supervisors need training on all Function 4 Operational programs, documented and maintained on
file for all Station Managers / Postmasters that will work with the individuals. Supervisors need to
maintain communication with their employees daily / weekly / monthly on expectations on performance
and changes within the Postal Service. Supervisors need to walk into the facility and engage their
employees on the mail conditions and validate the information in CSAW. Supervisors must ensure all
Function 4 Operations will be processed daily, and knowing where the clerks are and how much time
they need will improve efficiencies.

Volume recording instructions need to be clear and concise and clerks must avoid double / triple
handling the mail. Kingman demonstrated on both days of the review volume discrepancies.

Kingman is in need of a Lean Mail Visio (CAD DESIGN) analysis. Esther Fetzer, Mike Van Arden, and |
will create a Leaner office floor layout to excess unnecessary equipment that is congesting this office.
This will allow supervision to be more accessible between the two floor spaces. Take out the conveyer
belt. The Red Room can be moved over to the other side for the VMF, and the VMF cage can be the
new Red Room is one of the idea the Teg@ had. See below:

Julie House

Teamn Lead

Finance — Budget Analyst (A) / Function 4 Coordinator
Arizona District

602.225.3277

Al Ganofe

Function 4 Coordinator
Arizona District
802.225.3034



Mary Smith

Function 4 Coordinator
Arizona District
602.225.3136

Esther Fetzer

Function 2 Coordinator
Arizona District
602.225.3485

Attachments in Function 4 File, Held at the District Function 4 Office: Work Hour analysis; Current 10Ps
(04/14/2015}); eFlash; 1894 {by day); Current Bid Jobs; VAP report (for both days of review); and Al Parcel/
Bundie volumes from the SPBETS and APPS {both days of review)

Cc: Frank Payne, Manager, Operations Programs Support (A)
Kerry Conway, Manager, Delivery & Customer Service
Lerene Wiley, Manager, Human Resources
Michelle Caggiano, Manager, Finance (A)



