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1.1 Overview

Reliable data is a key ingredient for effective decision making and is also vital to
measuring performance and gauging the overall success of an organization.

Properly recording employee clock rings and mail volumes into 'the correct operations

provides valuable indicators that can be used for performance measurement,

tracking, and planning.

A MODS audit, as well as a Time and Attendance review, as described in handbooks

M- 32 and F-22, should be conducted within each facility to ensure the accuracy of

volume and work hour recording. Once the audits and corrective actions have been

oompleted, you can now d_etermme_the true performance of a given operation(s).

The cornerstone of Breakthrough Produotlvrty is DATA INTEGRITY. Before
attemptmg to analyze or determme root causes for any operation, please assure the

data you use is accurate and reliable.

Performance Improvement Guide " Version 1.0 05/19/00
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1.2 MODS Audit
The purpose of conducting a MODS Audit is to verify system-reporting accuracy.

A MODS Audit is a system review of the Management Operatrng Data System for
- compliance and accuracy in reporting prooedures :

» The review covers all phases and requirements of the MOD System.

The review lasts at least one week covering all tours and all days of the week.

Voo
v e The review checks the accuracy of scales and ail volume recording equipment.
| ’ | o : NC  OFFaaD
v +¢ A spot check of tare weights is conducted. . TQ&MOX@M’ 300 Mpo
v" e Inventory procedures are monitored for accuracy. T’;&f,%”“’
Eo R

v e Weighing procedures are momtored for proper volume recording.

ar Operational reporting is verified for accuracy.

‘v/ s Work hour reporting is verified for accuracy.

\

Procedures for generating a mailflow density matrix are reviewed.

e Areport is submitted to the Plant Managﬁer no later than one week after the
review is completed.

Recommendations for correction are included with the findings where appropriate.

1.2.3 When to:ConductaMODS Audit

MODS Audits are required to be conducted at least once per year.

A MODS Audit should be conducted whenever the following occurs:
o A major shift o}r}change in volume
‘'« A major increase or decrease in work hour reporting
o A major increase or decrease in productivity

o Changes in mail flow or equipment

Performance improvement Guide . Version 1.0 05/19/00
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MODS Audits
7-1  Objectives

7-2. Review Requirements -
7-3  Review Procedures

7-3.1  Ensure Pr_éper Cond‘ition of all Volume Re’cor}di}ng |
| -Equipment | . B

- 7-3.2 Spot;check Tare Weights
7-3.3 Analyze and Verify Accuracy of Reports =~
7-3.4 Productivity Reports
7-3.5 Trend Anaiysis Repoﬁ |
7;3.6 ‘Mail Volume Adjuétment Report
7-3.7 MODS Daily Detail Listing
7-3.8  Verify the Entry of Planned Hours
7-3.9  Ensure Proper Inventory Procedures -
7-3.10 Verify Proper Volume Reporting Procedures
7-3.11 Verify Proper Procecjuiresifor Generating Mail Flow Denéity

 Matrix . | - |

7;3.12 Verify Correct Workhour _Reportihg Proc_:edure‘s |
7-3.13 Operations | o
7-3.14 Adjuétments

| 7‘—3.15 'Unassigned or Invalid Operation Numbers
7-3.16 Wor_kﬁours Transfer Report |
7-347 Overtime |
7-3.18 Verify Proper Mechanization Automation
7.3.19 Review Report '
7-3.20 Corrective Action

Performance Improvement Guide - - Version 1.0 05/19/00
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Manual Distribution .

7-1

-2

Objectives

zach MODS office must conduct a MODS System review at least once
each year. The review covers all phases and requirernents of the MODS
System and helps to determine the accuracy of MODS reporting
procedures. All review team members must be familiar with MODS, and
the team leader must have a good working knowledge of the system.
Ideally, team members will be from another facility. Each office may
perform a self-review peﬁodically to ensure that everyone is using proper

procedures and collecting accurate information.

Review Reqguirements

The review lasts at least one week, from MOD tour 2, Saturday, through
MOD tour 1, Friday. On each tour the team must observe the scales and
verification process at least part time and for at least four days. The team

also must observe operations and make Time and Attendance checks for at

least three days.

- The review team leader gives the plant manager a report identifying all

deficiencies and requesting corrective action. Except when indicated, the

review team performs the procedures described in this chapter.

- Review Procedures

Ensure Proper Condition of all Volume Recording Equipmént

During the week before the review, the team leader must ensure that floor
scales are calibrated to zero. Verify that all equipment is maintained and

repaired in a timely manner.

7-3.2 Spot-check Tare Weights

To verify that the tare weight is clearly and conspicuously marked on all
rolling stock equipment for transporting mail to distribution operations, spot-
check the tare weights of mail transport equipment.

7-3.3 Analyze and Verify Acéumcy of Reports

Verify that MOD System reports are retained as required.

Standardized Improvement Guide ~ Version 1.0 05/19/009
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7-3.4 Productivity R@pm’ts

o Toanalyze productiv:ty, use the Mail Processmg Operatmg
Report Compare productivity for the rev;ew penod (day, week, or

AP) wn’[h produc’uwty for similar pnor penods

7-3.5 Trend Analysis Report

o Toohserve pfoductivfty i:rendé, use the Volume/Hours
Com'parisoh Report and the Trend Analysib Réport Identify
operations that show a rgmf icant change in producﬂvrty and do
not show probable causes for the change

7-3.6 Masl \/Qlume Aci;uﬁstment Repnr&

o For PSDS offices, the Plant Managar (or designee) must rewew
the Mall Volume Adjustment Report, whlch lists volume
transactions and adjustments. Determine the justifi oatlon of -

- volume adjustments (TR A-1).

o Verify documentation for all transactor volume"sntries using
either Form 1476D MOD Worksheﬁat for Mail Vo!ume Adjustments
or locally deSigned volume forms.

o Verify the accuracy of transactor mputa (TRY) of volumes that are
normally Welghed—-—marl from preparation and opemng umts—-—and
, -|dent|fy the reason for transactor entry,

7-3.7 MODS Daily Detail Lmtmg o
-0 To verify that volume was recorded oorrectly (particularly
| withdrawal transactlons) use the Daily Detail Listing Report
provided each day by the PSDS Data Collection Site. This report
lists all volume entries from scales and transactors.

Standard‘ized Imprbvement@uide | . Version 1.0 05/19/00/0
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a  Verify that all volume withdrawn from an operation to another

operation is entered in this report.

a To correct duplicate volume transactions, verify the use of a TR

A-1 entry.

7-3.8 Verify the Entry of Planned Hours

a Verify that planned hours have been entered by labor distribution
code (TR A-6) by week in each accounting period since the last

review.

7- 3 9 Ensure Pmper Inventory Pmcedures
‘o Ensure that mventory procedures are observed and vcrlfy the
following: '
o that volumes and mail types are stated correctly with inventoried
mail at the end of each MOD day——or at the end of each tour if

the office is tour reporting

a that type and origin correctly identify the inventoried volumes for

each distribution operation with mail volume on hand

a that first and subsequent handling pieces, prefefential and
standard volumes, and machineable and non-machineable mail

volumes are inventoried separately

7-3.10 Verify Proper \!ciumel Reporting Procedures

o Verify that employees observe all volume recording procedures. .
These are the requirements for the review team: B

o Monitor scale transaction at the floor scales for proper recording
procedures. The mail processing employee identifies the
originating and designating operation numbers, mail type, source
type, containers, transport equipment, and tare weight.
Preferential, Standard, and machineable and non-machineable

letters and flats are weighed separately.

Standardized improvement Guide - Version 1.0 05/19/001
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a Verify that the mail- processmg employee identifies the correct
source iype -

o Verify that all volumes are recorded into distribution operations.

o Verify that all operation numbers used for activities in the office
conform to the operation number definitions in Appendix A.

O \/enfy that Workloqd units are entered for all work credit
opera‘hons used by the office. Also, verify that data collection,

~ conversion factors and workload umt recording procedures meet

all requ;rements

o Verify that letter, flat, priority, and parcel post Volumes are
identified and entered by source .Atype code as required.

o Verify that all volume withdrawn from an operatioh to another
operation is entered in this report.

o) To correct dUphca’te volume transactlons vcnfy the use of a TR
A1 entry '

7-3.11 Verify Proper Pmc@dums for Genemtmg Mail Flow Density
Matrix '
a The Mail Flow Densnty Matrix Report reflects all the mail ﬂow

densities entered for the offi ice. The report is produced at the
beginning of each accountmg period. The plant manager (or
designe'e) must approve the mail flow matrix every six months or
whenever there is a significant change in mail flow pattern. Mail.
flow densities rhust be updated every six months. Verify the
. following: that methods for generating densities for all operations
“are based on sound statistical sampling or actual mail counts,
that all required densities have been entered for all operations
used by the office, that proportions of mail by station have been
" obtained, that carrier mail has been entered by station and total
-station box to establish the 777/778 proportion file. |

Standardized Improvemeht Guide : o Version 1.0 05/19/0012
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7-3.12 Verify Correct Workhour Reporting Procedures

0 Determine whether employees are clocked into the operation in
which they are working. To identify employees clocked into an
operation, use either PSDS or ETC/TACS. If it is not possible to
resolve differences between employee, badge card, and inquiry
listings, use employee inquiries to check the employee clock
rings in question. '

7-3.13 Operations
o Verify that hours for automation and mechanization operations

are being recorded properly. Ensure that employees are charged
to the correct operation, especially when additiohal temporary
help is being used for dispatqhes or for final closeout. All allied
labor hours rmust be charged to the correct manual,
mechanization, or automation distribution operation.

7-3.14 Adjustments
o Verify that adjustments are properly made.

7-3.18 Unassigned or lnvalid Operation Numbers '
o Verify that adjustments are made to transfer all MODS hours that

have accumulated in operation 999 for unassigned or invalid
operation numbers,

7-3.16 Workhours Transfer Report
o The workhour transfer report is a list of all TR A-4 entries. The

plant manager (or designee) must approve hours that have been
transferred. Use workhour transfer entries sparingly—never to

control productivity or instead of normal employee clock rings.

Standardized Improvement Guide - Version 1.0 05/19/0013
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7-3.17 Overtime
0 Verify that overtime hours are accumulated so that total MODS

overtime hours can be reconciled with paid overtime hours within
a tolerance of 5% per pay period. To enter overtime resulting
from TR 6 entries or forced by the time and attendance system,

use the overtime adjustment transaction TR7-9.

7-3.18 Verify Proper Mechanization Automation
o Verify the following:

That a scheme recycle rate and machine mishandling rate have
been entered for each mechanization and automation operation
used in the office (These rates must agree with the most recent
distribution quality tests oonducted by the Quality Control Office. )
that at least one runtime transaction and one downtime
transaction have been entered for each machine the office used

| on any day in which total‘piece handling is reported that unique
machine identification numbers are assigned to equupment in
each group as required.

7-3.19 Revaew Report
o The review team leader must submit a report to the plant

~manager no later than one week after completing the review. The
report must ldentrfy all findings the cause of each dlscrepancy '
recommended Correcttve action.

7-3.20 Corrective Actipn |
o Initiate corrective action promptly. Conduct follow-up monitoring

A to ensure that actions to correct all discrepancies are ‘
implemented. The plant manager is responsible for ensuring that

timely corrections are made.

Reference: Handbook M-32, Management Operating Data System (MODS)
Chapter 7

Standardized Improvement Guide "~ Version 1.0 05/19/004
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.................................................................................

................................................................................
...................................................................................

Summarized
1. Supervisor Responsibilities
a. Control employee access to badge card/time card.
Make certain employee’s clock in and out according to assignment.
Certify all daily clock rings.. o i
Certi_fy allrdaily time and attendance reports for their employees.

Process all temporary schedule changes. -

R -

Complete suppdrting documentation (forms) as required by USPS policy

and procedures.

2. Employee Respon.sibﬁlities

a. All employees are required to use time recording devices daily, if
available. | | | |
_Ab. All employees must enter the four basic clock rings and the required
move rings in the proper sequence by corréct operation number. This
will allow for the calculation of the elapséd time by operation. |
c. ‘All employees must adhere to their assigned schedules and operation

number assignments.

3. Timekeeper Responsibilities

Rack badge cards for use by the employees.
Correct and adjust daily and weekly reports |
Record scheduled and non-scheduled absences.
Make leave entries for employees.

Maintain files or forms that support time and attendance entries.

™ 2 a0 TP

Assist the supervisor in obtaining employee inquiry reports as
necessary.
g. Assist in the preparation of time and attendance adjustments as

necessary.

Standardized Improvement Guide - Version 1.0 05/19/0045
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4. Badge Card Handling _

a. Employees are authorized only one badge card. |

b. Employees are permiﬁéd access to their badge card up to a maximum
of five minutes before their scheduled start time.

c. Employees must make their own four basic clock rings. The employees’
‘supérvisor may make move rings to change the operation number
assignmevnt. ' _ | | |

d. Erhployees are not permitted to retain their badge card after clocking in
or out. After clocking in, the badge card must ‘rerﬁain_ih the.badge card
rack. At the employee’s tour the badge card musi be placed in the

" designated out box. - | |

Standardized lmprovement Guide o - Version 1.0 05/19/00'6
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TIME AND ATTENDANCE INQUIRIES
(PSDS System)

The purposé of the Postal Source Data System’s‘(PSDS) time and attendance
reports is to provide management with the assurance that employees are clocked
into the system properly. The PSDS system can be inquired by transactions (TR)

76 and 81 to determine which-employees are on the clock on a specified operation

, humber. The time and attendance inquiries must be made at least once every six

weeks for all pay locations/work locations.

- Standardized Improvement Guide | Version 1.0 05/19/00/7



Breakthrough Producltivity Iniliative ____Manual Distribution

a TR 76 and 81 may be input on any tfansaotor by setting the screen as shown

in the attached exhibits,

o When inquiries are made only clock rings and related transactions not

transferred to off-line processing are available.

o Inquiries can be made for the current déy only. The system permits inquiry
time of 0001 flerthh, the current time. |

o The TR 81 inquiry will capture all on-line clock rings for a spéCiﬁc em;’)loyee‘ for
the current day.

o The TR 76 is utilized as shown in exhibit 6-5.

o Aﬁend_ahce inquiries by operation number show all employees on the Cloc—k on
a specified operation at a specified time or for the entire day. (TR 76)

"o Attendance inquiries by pay location identify employees on the clockina
specified pay location at a specified time. (TR 76) ‘

‘o Attendance inquiries by employee ID list the clock rings and related
authorization presently on-line for a specific employee at the time of the inquiry.
(TR 81) ' '

Standardized Improvement Guide ' ~ Version 1.0 05/19/0048
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EMPLOYEE ATTENDANCE INQUIRIES

(Instructions)

According to Handbook F-22, Time and Attendance ProCedures, the supervisor is

responsible for controlling employee access to badges, making certain that

employee’s clock in and out according to their schedule and work assignment.

Superv;sors must ensure employees are clocked into the operatron they are

working in order for MODS work hour data to be as accurate as possible.

Scheduled Attendance Inquiries are a required audit process to ensure the

accuracy of the employee's daily clock rings.

a

(W}

Create a reporﬁng structure for managing the employee inquiry process.

Designate a control point to:

Select the operation numbers to be reviewed. The selected operatlons should
be inquired at least once per tour.

Randomly seleot an inquiry time for each tour of duty and make the inquiry -

request to the tlmekeepmg unit.

Notify all supervisors in charge of the selected operations of the review no

-more than five minutes before the inqui'ry time.

Supervisors in charge of the selected operations will record all employee
badge cards racked for the operation and submit the list to the designated

control point.

The designated control point will collect the inquiry from the timekeeping unit

and compare the list of employees with the list received from the supervisors.

Standardized Improvement Guide ' Version 1.0 05 /19/009



Brea.kthrouqh Productivity Initiative ___Manual Distribution

o Employees not on the inquiry, but on the supervisor's list will require an

interview of the employee 1D to resolve the discrepancy.
o Employees on the inquiry, but not on the super;viso.r’s list will require an

interview of the employee by his/hers for resolution.

o The results from all mqulrles conducted should be consohdated on the

accountmg period report and reviewed by a demgnated oﬁ" ctal * 3 |

Sténdardized Improvement Guide IR " Version 1.0 05/19/000
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Exhibit 6-5 | ~ PSDS Time & Attendance

TR 76 Attendance Inquiry by Operation Number
TR 76 Attendance Inquiry by Pay Location
Text References 633.3, 634.3

TR PAY LOC/ ' INQUIRY
Ch TIME OPN CODE TYPE DPP
76 - XX.XX XXX X XX

CTIME
Enter the time for which the inquiry is specified. Rings made after this time will not

be shown.

PAY LOG/OPN CODE

‘Enter the pay location or ope'ratiOn number against which the inquiry will be run.

INQUIRY TYPE

0= -ihquiry by operation numbér

9 = inquiry by pay location
DPP

Enter the current day of the pay period.

Note: Used by Postal Inspectors, Postal Systems Examiners, and supervisors to

obtain a list of employees charged to a particular operation or assigned to a
particular pay location at a specified time. This transaction is used to verify

attendance and labor distribution.

Standardized Improvement Guide - Version 1.0 05/19/0@1
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- Exhibit 6-6
Attendance Inqulry by Operation Numbor Report
Text Ref@rc,nces 633.1 -

PO CHICAGO BMC - OPN 033 - ATTENDANCE INQUIRY BY OPERATION
NUMBER - : ' o
REPORT NO. DP210-03  NO-RETENTION REQU!RFD

15 MlNUTE CUTOFF TIME 1023 '

EMPLOYEE NAME ~ SSN . DPP RING TR TME OPN SO PL . TWE  FMUMTLDC(E)
. MACH | Rk
XXXOCOOCOKK, XX 123456789 06 76 1000 (4) 12 123 1014 REQUESTER
x ><><>o<><xx1>(<);.<1 23466780 06 MV 34 0848 12 234 o
xxxxxxxgo % wseneno 06 BT 31 0% 23 345

6206

. (A). Sorted and listed by operation number.
(B) The authorized employee who requested the inquiry.

Exhibit6-8 - ____PSDS Time and Attendance

Exhibit 6-8 -
TR 81, Attendance Inquiry by Employee ID Number
Text References 635.1

™ o EMPLOYEE ID NUMBER
YK |
- EMPLOYEE ID NUMBER |
The empivoyee‘ ID number against which the inquir'y'Will be run.

Note: Used to obtain a list of current day transactions for an'employee.

Handbook F=22

Standardized Improvement Guide 7 , K ~ Version 1.0 05/19/062
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Exhibit 6-9 S PSDS Time and Attendance

_ Exhibit 6-9
Attendance Inquiry by Employee ID Report
Text References 635.3

PO Chicago BMC OPN 203 ATTENDANCE INQUIRY BY EMPLOYEE ID NUMBER

Report No DP210-03 - NO RETENTION REQUIRED
15 MINUTE CUTOFF TIME 1023  DPP 06 PP22 10/09/80 AUTHIRTE
-EMPLOYEE NAME-  S§SN  DPP RING TR TIME ~OPN  SDO . PL TIME FNUMLDC
MACH L
SMITH, JOHN  123-45-6789 06 81 12 203 1014 REQUESTER
' 1001
DOE, JANE 234-56-6789 06 BT 31 0648 351 12 203
6006 co
06 oL 32 0999 044
6106 ‘ ’
(A) 06 L 33 2321 160
6008 ‘
06 ET ., 35 0851 175
6010 : ,
06 ML 24 00 0600 06 0999  666-55-4444
1015 :
®) 07  OVITIME 29 12 0650 01 1451  999-88-7777
1018 - :
’ 10 LEAVE 201 g 0650 00 0791  888-77-6666
1017
: 11 LEAVE 201 g 0650 00 0791  888-77-6666
1017
12 LEAVE 201 g 0650 00 0791  888-77-6666
1017 :

(AY Ali clock rings currently on-ine.
(B) Authorizations entered for future days.

- Handbook F-22

Standardized Improvement Guide : - Version 1.0 05/19/0(23
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TIME AND ATTENDANCE INQUIRIES
(ETC SYSTEM)

The purpose of the Electronic Time Clock’s (ETC) time and attendance féports are
to provide management with the assurance that emp'loy_ees éf.e_clo,cked into the
systém properly. The ETC system can be inquired through the report option to
determine which employees are on Jthe clock on a specified operation number,
The time and attendance inquirives must be made at least OHbQ eve'ry 6 weeks for

~all pay locations/work locations.

L

Data Reftrieval:

The report is obtained by accessing the Reporting Mehu screen and selecting
option (A) EMP'S ON THE CLOCK as shown in the attached exhibits.

Availability of Data:

Inquiries are available for the current day and ény prior day ‘béfore the rings are
archived. Rings are automatically archived after each week for three years.

Types of Attendance Inquiries:

The ETC report function generate attendance inquiry réports by finance number,
pay location, operation number, and date and time. The report lists all available
employees on the clock for the specified finance number, pay location, operation,

daté number, and time.

| Standardized Improvement Guide '  Version 1.0 05/19/0®4
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Dale: _ Time: . ~ Operation Number,___ S
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24, | -
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2.0’ Improving Letter Mail Operations

L Overview
Manual Letter
g Volume
Reduction
Modify
M Automation
Equipment
» Special
Procedure
Establishing
| Baseline
Performance
| Determine

" Mail Profile

v

Establish
Gatekeeper
Program

v

Collect, Track, &

Analyze Data

Standardized Improvement Guide

Version 1.0 05/19/0(3

v o



Breakthrough Productivity Initiative - Manual Distribution

2.1 Overview

USPS Operattons managers have a continuous balancing act that they must rmmtam
in order to meet their service and performance goals. In general, Mail Processing
managers have responded well in their adherence to making thelr Operatmg Plans.
This is particularly true for First Class Mail commitments, but beoomes considerably
more of a gray area when it comes to Standard and Periodical commitments Clearly,
the mail arrival profile and the mea‘surement systems for these dxfferen’t mail types are
contributing factors o the way these volumes are handled. Hlstonc;ally, managers take
~ whatever actions are locally deemed necessary to process and dispatch their facility's
daily mail volumes, and often times, these actions result in a loss of efficiency.
Consistency in mail flows, from the opening units to the dispatch operations, should be
an integral part of a manager’s planning process. Clearly defined disﬁnctions between
committed and non-committed volumes, as well as, updated and accurate Operating
Plans for all mail types are required for this consistency.

In today’s Mail Processing environment where continuous improvement to our

. automation technology should require less and less manual labor, it is important to be
aware of and understand the'changes that take place along with the im}provements.
Automated and mechanized systems enhancements have enabled the USPS to

produce better planningrtools and performance. But systemically, manual operations
continue 16 present more of a challenge in the way of their managerla[ skllls Managing
people to be as efficient and productive as they can be remains to be the most

challenging aspect of this business.

Since manual letter mail operations have the highest associated labor cost per piece, i
makes good sense to target these operations as the first area of opportunity. The

current (FY 2000 AP 8 YTD) cost per thousand pieces processed in manual operations
is $67.44, while the cost of processing a thousand piéces through automation is $4.31,

Standardized Improvement Guide o ~ Version 1.0 05/19/00
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The process to improve the productmty and overall eff‘c,lenc,y of letter operations
includes several key areas of focus: '
¢ Better mail flow management

» Reducing the amount letter mail processed in manual operations

&

Improving the work methods of distribution clerks and mail processors

4

Adjusting the work hours appropriate to the workload

Standardized Improvement Guide Version 1.0 05/19/00
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2.2 Lisiter VolumeReduction Process

? 2.5 @bj@@ﬁ:av&

® The overall ob;echve of this process is to enable Mail Processing Facnlltles to _

reduce their manual letter volume and the associated labor cost, which

_consequently, results in the overall improved productivity performance of the facility.
» With specific modifications to the MLOCR/ISS and the MPBCR/QSS, along with the

use of a “gatekeeper” like position at the entry area of the manual operation,

potential autornation mail is identified, separated/culled and forwarded to the more

efficient operatmg mode.

2.2:2 Requirements

o+ The following processes are required for this p}roductivity impro‘vemeht initiative:

—»  Modify the MLOCR/ISS and MPBCR/OSS

. = Check for required special proceduree

4

-Establish baseline performance in both Automation and Manual Dlstnbutxon
Operatlons o

~ Determine the mail proﬂle by conductmg letter samphng
Establish “gatekeeper” like posltxon at manual letter operations
Collect, track, and analyze data ' SR

Take action to correct improper mail flows’ and handling

§ 4 4 88

Reduce or reposition staffing to realize improved productivity

Standardized Improvement Guide : Versiond.o 05/19/00
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2.3 Wodify Automation Equipment

1. Modify automation equipment to process manual mail.
o Modifications to the MLOCR/SS and MPBCR/OSS will be necessary in order to
process specific thick and flimsy mail pieces. (See Appendix for work orders)
a. MLOCR-A*ISS & MLOCR-B/ISS Manual Mail/Jam Reduction Modification
e  Modification Work Order No. MWO-023-99 (Bulky)
b. MLOCR-AYISS & MLOCR-B/ISS Spring Loaded Roller Modification
» Modification Work Order No. NYMA 00-SLR (Chunky)
¢ To obtain the total benefits of these modifications, the Manual Mail/Jam
Reduction modification must be completed in conjunction with the Spring
Loaded Roller modification. The modifications include mechanical changes,
replacements and adjustment/alignment changes to the sorter of the
MLOCR/ISS and, the feeder, reader, and sorter of the MPBCR/OSS.

o These modifications will allow automation processing of mail pieces that are
considered manual mail pieces. These mail pieces have the followihg_

characteristics:

o Flimsy

¢ Thin and light books

e Hard/Non-bendable & bendable
o Small newspapers

» Thick (up to 5/8")

Standardized Improvement Guide Version 1.0 05/19/00
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Mail Flows for Processing Manual Mail on Modified
MLOCR/SS & MPBCR/OSS | |

Mail Type Flow —— , .

Flimsy

Thin Books | o o |
‘Hard/Non-bendable A . MPBCR/OSS with Chunky Modification
Newspapers o - o ‘

Thick

Thin B6bks (Untabbed) —# Tabbing Machine ~————% MLOCR/SS with
) ’ . - Chunky & Bulky
L e Lo ~ Modification

Bulky (Untabbed) & ————p Tabbmq Machlne —»«M LMLM
'Nonse in Clear Zone : - , . VL

MLOCRIISS with Bulky &
- Chunky Modification

AFCS Culled Rejects i MLOCR/ISS w/Bquy & MPBCR/OSS w/Chunky
‘ Chunky Modrf‘ cation ™™ Mod_iﬂcation

Thin‘Fo'ldéd Letters ———— Tabbing Machine——w@» MPBCR/OSS w/Chunky
(Bar-coded) - Modlf cation

" Thin Folded Letters | - Tabbing Machine ———p- MLOCR/ISS with Bulky &
(Non- Bar—coded) v . .Chunky Modification

)

MPBCR/OSS w/Chunky
Modification
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2.4 Special Procedure
o Review the feasibility of using a tabbing machine for the purpose of tabbing folded
- mail pieces. Folded mail pieces that require a center or leading edge tab contribute
significantly to the jam rate on automation, as well as, result in damaged mail.
Develop a cost justification based on the amount of candidate mail for the tabbing

machine. For example:

» The cost of manually distributing 30,000 mail pieces one time at 500 PPH at a _
- $25 work hour rate equals $1,500. (A secondary handling will minimally double
+ the cost to $3,000 daily or $906,000 annually)

o The cost of proceséing 30,000 tabbed mail pieces on automation one time at
approximately 10,800 PPH at a $25 work hour rate equals $69. (A secondary
handling will minimally double the cost to $138 daily or $41,676 annually)

e The annualized cost variance of handling the mail on automation versus manual

distribution equals $864,324 (Calculated using 302 processing days)." -

o The approximate cost of processing the 30,000 pieces on the tabbing machine
at the rate 7,500 PPH, at a $25 work hour rate, equals $100 or $30,200

annually.

» Using $125,000 as the total purchaée and installation cost of the tabbing

machine, the annualized savings are calculated as follows:

Labor Cost Current Proposed Variance
Manual $864,324

Automation _ $ 41,676

Tabbing . $ 30,200 |
Total $864,324 $ 71,876 7$792,448
Cost of Tabbing Machine $125,000

Standardized Improvement Guide " Version 1.0 05/19/00
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Total Cost  $864,324 $196,876 - $667,448

o Savings based on proc‘essing of. 30 000 average daily pieces on tabbing machine
and automatlon versus dlstrlbutmg in manual operations is realized in 48
processmg days

(See appendi}( for detailed information on procurement of tabbing machine and USFS
policy on tabbing mail) ‘
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2.5 Establishing Baseline Performance

Establish the baseline performance of all manual letter distribution operations of the
processing facility. This includes:

OJo e Conduct a MODS Audit for compliance and accuracy in volume recording
CH O

O3 procedures. If the audit proves successful and the workload accreditation to
Oef manual letter operations is accurate, then First Handling Piece (FHP) and
/50 Total Pieces Handled (TPH) volumes from daily Managemient Operahng
/o Data Systems (MODS) may be used to calculate the percentage of manual
letter volume to the facility’s to{al letter volume. (Sée MODS Handbook M-32
Chapter 6.).

o %FHP = FHP Manual Letters divided by FHP Total Letters (Automated,
“mechanized, and Manual | ‘
o %TPH = TPH Manual Letters divided by TPH Total Letters (Automated,
mechanized, and Manual

If MODS data is skeptical or data integrity is questionable, then manual hourly
volume counts for the manual operations are recommended for a period of not less
than one MODS week to determine the actual workload. This process should not
replace the required MODS Audit. (See MODS Handbook M-32 Chapter 7)

Assure proper handling of mails on MLOCR/ISS, AFCS/ISS, and MPBCS/OSS for
proper mail flows to downstream manual operations. The enhancements to
automated processing equipment have changed mail flows over the years. Training on
the basic ways mailflow has changed is necessary for optimal handling efficiency.
Some of the ways mailflow has changed is as follows:
o The processing of non-readable mail on automation ~ Loo” . RTS
‘o FIoWing script mail from an AFCS Input Subsystem (ISS) to an Output System |
(0SS) bt CT A4 : S
o Separating up to 7 stackers of 5-Digit bar-coded mail on MLA* and MLB ISS
» Staging and holding non-readable and 5-Digit mail for 0SS processing

Standardized Improvement Guide ~ Version 1.0 05/19/00
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o Flows involving the Letter Mail Labeling Machine (LMLM) .
» Flows involving the Special Sort Stackers from the MLOCR/ISS and
MPBCS/OSS

For detailed instructional, see appendix — Managing Technology in Automated [_etter
Mail Operations ‘ |
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2.6 Determine the MailProfile
Determine the mail profile for automation operations. Ensure thresholds for the |
following are at acceptable levels: _ |
= Special sort stackers are at acceptable performance level and flowed correctly
= 1D tag error rate is at or below 5% level
=> AFCS Bypass rate is at or below 3% level
=D RetUrn~to~Serider mail is processed on automation
= All other system leakage
= "Sort programs are updated and accurate
= Proper labeling of trays and containers
= “Letter mail hierarchy _ |
Determine the mail profile for all manual operations, begihning with the Manual
Outgoing Primary operation. This process includes the following:
o Perform a letter sampling to determine the amount (%) of each potential
automation mail type arrfving at the manual operation. (attachment A) |
o Chart the identified mail types in order to establish the. contribution level of
each mail type to the total candidate volume.

o (See example below)

PGS

Mail Type - % of Total Samples
Folded (Largely Tri-fold) 40%
Extremely Flimsy 12% T~
Hard & Bendable . 10%
Clear Zone Contains Noise 10%

Thin & Light Books - 8%
Glossy/Shiny Paper 3% |
Contains Compact Disc (CD) 3%
Poly-wrapped . ‘ 3%
Hard, Not Bendable 2%
Small Newspapers _ 2% .
Retum to Sender 1%
Postnet Barcode 1%
Eligible Address <1%

ID Tag Error - <1%
Damaged Mail <1%

Standardized Improvement Guide Version 1.0 05/19/00
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2.6.1 Letter Mail Sampling:Procedures
Sample the letter at the staging area of the manual operation usiﬁg random sampling
methods for a period of five days.
» Each tray of mail should be sampled as follows - |
.o Take five pieces of mail from the front, ‘center and back of each tray-
o Determine the characteristics of each piece usmg the gu:dellnes for
- machineable mall
e Enter the result in the appropriate p!ace on the trackmg form
_ o At the end of the period -
o Total all pieces sampled = Total Pieces - | N o
» Total all pieces in the machine categories = Machine_abie Piecesv
e Divide Machineable Pieces by Total Pieces = %Machinea_ble |

» The last calculation repre_éents the pe’rc,e'ntage of machineable Vpieces in the
- manual operation. |

ram i sy e, ¢

2.6 2 Maul Paece Specﬁ' cations

‘Automaz‘zon Dimensions

‘MLOCR-A/ISS & MLOCR-B/ISS (Without Manual Mallldam Reduction Modification)
e Height - minimum is 3 1/2" and maximum is 6 1/8” '

» Length - minimum is 5" and maximum is 11 %2”

o Thickness — rhinimum is .007 and maximum is %" -

o Weight — maximum is 2.5 oz. (Zip+4) 3 oz. (Bar-coded)

MLOCR-A/ISS & MLOCR-B/ISS Manual MaillJam Reduction Modifications (Bulky &
Chunky) '

o Height — minimum is 3 2" énd maximum is 6 1%

» Length — minimum is 5 and maximum is 11 %"

e Thickness '(Bulky) - minimum is .007" and maximpm is 7/16

o Thickness (Chunky) — minimum is .007" and maximum is 5/8”

Standardized Improvement Guide , Version 1.0 05/19/00
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See Appendix ~Publication 25 Pages 7-27 (Letter Mail Design Specifications &

Templates

2.7 Establish “Gatekeeper” Process

Establish and train a “Gatekeeper” like position on the distinct differences of
automation candidate mail pieces and their most efficient processing modes. The
training includes how to identify potential automation letter volume that arrives at
manual operations and where that volume should be processed. This key individual is

then given instruction on how to separate, containerize, and forward the mail to its

| proper distribution operation. In-Plant Support must be instrumental in the training
required to identify the distinctions of manual and automation mail types and their

proper processing modes. The use of templates and descriptions that include mail
piece dimensions and characteristics are recommended for visual display in the mail

staging area of the manual operations.

Standardized Improvement Guide Version 1.0 05/19/00
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277:1Déf ining ‘Roles: and: Respmﬁsabsﬂm% For'the: Manwaﬂ
Letter Volume Reduction Pmce%

1. “Gatekeeper”

This key individual has the responsibility of trapping mail when it enters a manuél
operatlon They must then identify and contamenze the various maxl types and
redistribute these volumes to their designated next handling operatlons They must be
thoroughly trained on the dlstlncthns between up-gradeable, automation candidate
volume and actual manual letter mail. They will collect daily volume data that assists
operations m ldentlfylng an incorrect mail flow. They have the responSIblllty to coach.
others (supervisors, craft level) on the proper methods of mail flow to the manual

operations.

2. Supervisor, Distribution Operations (SDO)

The role of the SDO in this manual volume reduction prbgram is that of a monitor and
implementor. The SDO must support the functions of the “Gatekeeper” and 'ass“ure the
mall redirect process is properly administered. The SDO works in conjunctlon wuth the
“Gatekeeper” in order to reduce the volume in their unit, since they have full
responsibility of reducing the work hour usage of the unit.

3. Manager, Distribution Operatiohs (MDO)

The MDO'is recommended to have full résporisibility of this program’s administration.
They must take the appropriate measures to assure the overall objectives of the
program are achieved. The MDO assures the SDO works in conjunctibn with the
“Gatekeeper” on the efforts to reduce the volume and work hours of his unit. They
must insure that all associated data collection and program implementation is

performed.

Standardized ImproVement Guide . Version 1.0 05/19/00
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4. In-Plant Support (IPS)

IPS has the responsibility of tracking and monitoring (daily) the progress of the manual
reduction process. They will prepare and analyze the baseline data, as well as, the
ongoing performance data, They will prepare the necessary reports used to track and

trend the.performance indicators and share this. xnformatlon with Operatnons Managers.

Templates (identifying visual aides) are recommended for placement by both the
manual and machine operations and should be the responsibility of In-Plant Support.

A}

5. Maintenance

Maintenance is required to modify the MLOCR and MPBCS to the specifications

outlined in the manual reduction modification WOrk orders. The malntenance of a

tabbing machine belongs to mamtenance personnel.

- Standardized Improvement Guide , ‘ Version 1.0 05/19/00
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2.8 Collect, Track, and Analyze Process Data

Develop a daily trackihg mechanism in order to monitor the man‘,ual volume levels and
the overall progress of the mall redirect process. Managers and Supervisors should
review the resultant perfdrmanoe and take corrective actib-n when the indicators reflect
a growth in manual volume. Managers/Supervisors of upstreamc)paratidns should be
equally 'ihf.orméd of all aspects of the mail reduction process. The foﬁll'oWin‘g tracking
forms are in Appendix. | | | B

| » Percentage of Letter Mail Fihal'ized in Manual Operations (;{\ttaéhfnent B)

» Tracking Sheet (Machineable Mail Found in ManuaIOperéﬁon (Attachment C)

K4

2.8.1 Staffing and Scheduling

in order to attain a target productivity level it may be necessary to reduce the

distribution work hours to the level appropriate to the workload. Réposition the work

force to other distribution operations.or reduce the number of positions for the
operation as necessary. Perform Volume Arrival Profiles (VAP) for all letter

operations and use the arrival profiles to create the appropriate staffing requirements.

Use of the térgeted pieces per hour (PPH) as the work hour con__vérsion is
recommended. Monitoring and reviewing of daily and ongoing"PPH productivity will
help maintain the proper staffing level. (See Scheduling and _Repositioning of
Workforée) )

Standardized Improvement Guide ' - Version 1.0 05/19/00



Hd1 3P0y spxsjcpazyauy

37 - s - sl - $7 - s - s] - s - §{ sduaeg
smelg

{809

Hdl ienugy
2 %0'51909
1enusy &,

& AR BN N - 0 T
I R R R R ek < : . - ~ - . Hdluew
| . T : - HdL oy
aduBULIOUsd 0QTd
M.o 6o, 00 00 50 00 00 0o 0va
oo 00 00 00 oo o0 o0 0D 0o

BIARINPOL jenuEy m.cnomu_ao
%0 1 %00 1 %00 ] e ] %Te I =5 BT

e A %03 ] %00 I

- . 0 3} o 0 ] o] o} <] 0 0 [ {1 0 0 0¥0

e - 0 000 0 000 [ 000 [} aco [+% [olate] 0 000 [} 000 0go
8 50 Hdl $2H

Hdl $H Hdi 34 Hdl 4 Hdi sl Hdl 2IH Hdl SIH Hdl

iis
z6¢
leg

15:34
5]

18
5 m\mﬂmﬁgm&%«m 2 r.rt. 824 Hdl 3H Hdl 8+ Hdl H Hdl S2H H -
m%ﬂﬁg T ] S N N Y M &EE Hwﬂ xﬂsm Hwﬁ x&awt S
%&%ﬂﬂgm&nﬂﬁﬁ Lysean - ] 1 3 axuanomw i
BuioBing  sav

© o0 0o 0o o0 o

t

'
O o o o 6 66
0o 6 O o 60
00 © oo o6
00 0 0o oo
00 o 06 6o
C o o oo 0.6
00 60 o6 oo
QO o o0 o 0 o
00 0 06 6o
O 0 o oo o 6
00 0 0B oo

.
©
a0
«
Ly}
™~

- o..o ouo 09 o9 00 o0 00 ac ogl
oo . 00 )] 00 og 00 00 1] 0sh

aun_ﬁuuvﬂm {snusy Surtosu;

%00 ] %00 ] %00 i %0'0 { %00 | %00 | %00 i %03 __i=nuey o]

084
0st
Hdl Sy
S18
§18
8IS
568
588
518
5¥8
SE8
§iz

+
[
o o
0o
oo
o a
L=~
oo
[~ =}
Qo
oo
oo
0o
(=~
oo
[~ ~]

R ln:. 244 Hdl SiH Hdl 34 Hdl 344 Hdl 8JH Hdl 3:H Hdl

£

T

)
OoooooDo o
COoOO0O0OOO OO0 o
OooLo0 oo o
COoOO0OO0O0OoO0 o
Cooo0oo0o00C0O o
COoOO0O0O0 OO0 O
CoOoooOLoOO0QO 6

S anmg:ﬂﬂmm»aﬁw& 30H - MHdi- o

T

oo OoODO OO
Ooooo0oo0o0o o0
R - N -
L )
DoOOODOo0 OO
Coo0oO0OO0O0OO0O0 O
CO0O0OLOoOO OO

,p. - Hal 535 Tal 50 Hal 530 Hal 00 ol n HdL =0 HaL g

X g A s % , EHOT0 7 - ¥

SR OInA 01 polieg ay <eis | T =4 vm e @u(xw - nsurw_m =2 n&.:v S T Lol usroef 58 E?mmw am“ Aww“w“wo
<

Bujuiosyy e ay

SRR i ,.:.

[&]
(3

yoday Buporay co_«.o:mmm ’
3 SWNJOA JayaT] ey




L . . REEIG FYUL40%
y . ENOILVHIEO LVHM (LiNn Yo _ . .
SINIWWOD ) . HOSIAY3dNS - . O SAVYi#  3dAL TV WL
_ , Ol 03QuvMYOd 304108 m.mm&ow a0dn0s | INNOWY T
HNOILLY¥ILO TH3I4IIMILYD
HMACL S{A/Qn)3LYa

-~

suopessdQ UoRRaLISIG [enUE} Jo) 190yg Bupjoril ey mﬁmﬁﬁmﬁ



Manual Distribution
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3.0 Staffing/Scheduling

B Overview

- Conduct
Volume Arrival

Profile

Electronic .

-+ Scheduling
~ Software

Manual maﬁ‘ing

bl Process

. Empﬂememing
»| New Schedule /

Realigning the
Workforce
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3.1 Overview

Complemént management iskey to the success of the o'rganiza“tion‘ As we
move ihrough equipment deployments, volume adjustments, and proéluclivily
" lmprovement it is essential to make sure our people are in the right jobs at the

rlght tlme

- The first step in understanding staffing and scheduling ne'e}dsvi_s.to determine
when"‘rhail-ié available for proc’esslngy for a given operatlon This l”equires a
volume arrival profile (VAP) be completed VAPs should be completed at least
once a year or more frequent if changes oceur due to teohnology, operations, or

customer requirements.

The newly created electronic scheduling software will compare the VAP with the

»C)peratmg Plan and provide a prellmlnary schedule of employee types by
operation This lmportant component has been a mlssmg llnk to matohmq

_' workload wuth complemen‘t

Once the scheduhng has been completed, the next step is to lmplemen't the new
‘schedule and realign the workforce. Enclosed in this section are the necessary

. steps to successfully‘ lmplementlng the new schedule that will comply with. |
national aéreements and provide minimal impact to affected employeés.

Stan'd'ar'dizgad Improvement Guide ' o Version 1.0 05/19/00
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3:2 Volume Arrival Profile

Cohducting Volume Arrival Profiles for Manual Letter and Flat Distribution
Operations

» ldeally, a volume arrival profile (VAP) should be conducted periodically
over an extended period of time for maximized statistical reliability.
One weekly test per quarter should provide results with a margin of
error of around 5-8%. Therefore, the more data that is collected, the
higher the confidence level.

~ ¢ Volume data should be recorded every %z hour for 24 hours for a
minimum of seven days. Peak volume days should be avoided since
they can skew the period average.

3.2.2 Data Collection

® Data collector’s schedules should be made to reflect the operating

window of the specific operation being studied.

e ltis criticél that the data collector understands what mail qualifies as
manual mail, since the potential for up-the-ladder volumes to arrive at
the operation is very likely. Although, it is not the data collector's
responsibility to return the mail to its proper destination, it should be

pointed out to the Supervisor in charge of the operation.

e The data collection sheet includes 48 lines for data entry based on the
24-hour clock beginning at 2400. The day and date entered on the

Standardized Improvement Guide ‘ ' Version 1.0 05/19/00
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collection sheet should be the MOD day and date. The operation
number of the manual unit Where the study is being conducted should
be entered as well as a brief operational description. If the operation is
an Incoming Seoondary‘Op‘eratiOn, then add the specific city/scheme

name.

o The data collection is performed at a centralized receiving area which
should be established, if not already in existence. The data collector
“must count the working volume as it arrives, not the total volume on
~hand. '

s The preferred data source is weighed volume in pounds converted to
pieces. Scale weight records must be collected and the weight
converted to piece counts. The p'iec,e _couﬁts by the %2 hour increments |

- will be input into the VAP data collection form. Tray counts may be
used if weight records are not available. Thé tray conversions to piece
count must be accurate according to the tray type. If tray counts are
used, then less than a whole tray should be recorded as Ve, Vo, O %4
tray on the manual collection form, and as .25, .5, .75 in the Excel data
input sheets. ‘The electronic VAP program (Excelvap.xls) use tray
counts and performs the conversion from tray to pieces. )

e When volumes are clearly identified as either First Class Malil (FCM) or -
Standard (STD), they should be separately and-respectively recorded.
The data collection sheet will have separate entry columns for both

classes of mail. .
3.2.3 Data Entry

» The data collection file (Manual VAP xls) includes input-sheéts for each
day of the week and a summary for the week for both letters and flats.

Standardized Improvement Guide - .Version 1.0 05/19/00
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The daily sheets can serve for both flat or letter operations There are
two entry columns, one for FCM and one for Standard marl since the
arrival times and conversion rates are different for each. When
entering data, the tray count will automatically be converted to pieces

- after entering the appropriate convérsion rate 'in identified cell.

The following conversion rates are for Non- Maohmeable Mixed
Preferential and Standard Mail frays

Pieces Per Tray

Conversipn Rates Interior Size (Inches) PREF = STD
Fiberboard MM Tray 21x10x462 | 260 233
White Plastic MM Tray 22,75 x 9.75 x 4.62 282 250
Extended MM Tray 21.76x115x6.13 270 241
Four Sided EMM Tray (1262) 24 x 11 $<4 . . 298 266
Flat Mail Tray (775) 14.75 X 10.87 x 11.25 102 132
Mail Box Insert Tray | 14.25 x 11.87 x 13.5 177 158

e The VAP process is to be conducted for a seven-day period and then
summarized for the week. The electronic VAP data collection file will
aggregate {he days of the week to a weekly summary sheet. Each
week's data should be saved under a different file name in order to-
keép it as historical daté. Three separate weeks of Volume Arrival
Profile studies are recommended during the year. The times selected

should be during average, non-peak processing periods.

See Appendix for Volume Arrival Profile data collection forms and instructions on
using Volume Arrival Profile Excel Workbook file EXCEL VAP.XLS.

Standardized Improvement Guide Version 1.0 05/19/00
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3.3 ElectronicEmployee Scheduler

"""""
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Qverview

This application was designed {o:

1. Provide a mechanism for Operations Managers to efficiently staff the manual

distribution operations of their facilities.

2. Provide employee information on current staffing of the facility as maintained
by HRIS Payroll files (Datakeeper — MINNSC). |

3. Use Mail Volume Arrival Profile data in various workléad units and their

“ equivalent piece count conversion factors.

4. Use a target productivity factor (Pieces Per Hour) as the denominator for work

hours.
5. Use the Facility Operating Plan Clearance Time for a particular operation.

6. Provide the begin time and end time by emploYee type (FT, PTF, Casual)

based on the mail arrival profile.
7. Optimize the work area schedule ‘by day of the week.

8. Provide the optimal days off for the unit using the same algorithmic logic as

the daily optimizer.
9. Demonstrate actual staffing in co_mp’arison'to optimized stafﬁng:

10. Display the work hours required to clear the operation if less than optimally

staffed (actual scheduler).

11. Clear mail volufne by the Operating Plan Clearance Time (Optimizer).

Standardized Improvement Guide I Version 1.0 05/19/00
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User Requirements

~ Application was developéd in MS-Access2000 software. The installation

package includes MS-Access2000 and all required files and inétructions torun
thé appﬁcaﬁon. Total d’riv.e space required for these programs is approximately
2.1 MB. 'An-aétive Minneapolis Data Center Login ID and access to Datakeeper
files (TPX-MNO3) is required for retrieval of Focus generated data files that are
downloaded for use by this scheduler program. | |

Requimd HardWafe

A standard USPS Pentlum processor with PCTCPWIN software for TN3270/FTP
capablhtses for downloadlng of Datakeeper files.

Standardized Improvement Guide ‘ _ Version 1.0 05/19/00 _
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This is a standard
MS-Access data
entry form.

Use »* to entera
new operation, then
complete data entry
for all Local Units of
that Operation.
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"Note
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Scheduler Gl mmwy

©

(7

LI — Demgnateci mentif’t‘atlon code wulonmtwally ass l(}ﬂt"’d by moqmm do
not write ovc:r ' | ‘
Opevation — MODS Operation Number pu"trumm to umt bemq u(;hdelﬁld

Pescription —MODS opexatlonal de%rmnon of unit's work bemg performed

L4 To be utilized for :dentiﬁcatlon of mail iypo is not required to match

MODS Local Unit description. Useful for uieimfymg rnail clas mﬁc,auon
For example, o
o 01 - Preferential
= (02 - Standard
L Dese - Description ofmail type (IFCM, PREEF, STD)
PDefault PPUH (Pieces Peor Houy) - Targel pmducmvlly desired for work hour
conversion factor. - , |
PDefault PRPU (Pieces Per Unit) — MODS conversion rate for pieces per unit. |

Uit Descyiption — Unit workload meastrement (2.g. FT, LB, ele)
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. Manual Distribution

3.4 Eployee Staifing

Stafiing

Projected staffing should be based on the following:

12

Mail volume.
Mail arrival.
Scheduled Clearance Time.

Expected productivity,

Polnts to remember:

(]

(]

The mail arrival profile will dictate how many cases are needed and when
to start the operation to meet the Clearance Time. The closer to Clearance:
Time the mail comes in, the greater the requirement for additional
resources will be to meet the Clearance Time.

A constant or stabilized workforce increases the opportunity for increased
productivity. Start work in an operation after there is continuous work
available until Clearance Time. Make sure employees are supervised.
Moving employees in and out of an operation causes poor productivity.
zach time the employee moves, distribution time is lost.

The hours of operation are determined by the number of cases, mail
arrival, mail volume and expected productivity to meet the schedulad
Clearance Time. '

Each additional case causes additional allied labor, Ulilizing fewer cases
inan operation results in less allied labor for both ledge loading and
sweeping. ’

Staff for what is needed only. The fewer the worlhours the betler the
productivity,

Standardized Improveimnent Guide Version 1.0 05/19/00
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Present day staffing

To figure out when and hovv many employees are needed {o stalf your operation,
do the following: -

1. Total your volume (actual and projected)

2. Divide volume by your expected distribution productivity

3. This gives you distribution hours

4. Know your dispatch schedule

5. How many hours until pulldown for dispatch

6. What is the least amount of cases you can use and imake dx«;mu hontime
7. Add in allied labor

Male stat{ing adjustments as valumes change.

Statfing 2 ‘z{?&”‘ﬁ e

1.0 10 Trays  Volume on hand
5 Trays - Volume at breakout operations and upstieam operations
45 Trays  Volume projected for rest of operation
60 Trays. Total volume for operation

2. 4 Trays pef hour ~ Expecied Productivity
3. VOLUMIE / PRODUCTIVIT Y = WORKHOURS
GO total_trays ! 4 trays per hour = 45 total Worki'logrs needed

4. 0700 Dispatch
5. 3 Hours until pulldown for dispatch
6. 15 workhowrs /3 remamnu hours = 5 cases necessary

7. 1 Hour allied labor (included in distribution productivity)

o

Total Faployees ) 2 mpleymm for 3 hours each

Total Cases 5
Total Hours ' 15

Standardized improvament Guide - ' Version 1.0 05/19/00
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Future Date Staffing

To figure out how many employees will be required to staff an opearation on a

future dale do the following:

1. Get the Volume Arrival Profile for the dale 1o be slaffed
2. Total the Volume Arrival Profile {or that day
3. Divide the tolal volume by the expected distribulion productivily
» These are your projected distribulion hours for the day
4. Get the employee schedules
5. Get the Clearaiice Timne for that operation
6. Find your heaviest voluime hour
7. Shift volume into the remaining hours until Clearance Time
o Even out the volume for each hour
@ This tells you how many distributors are required each hour from 1e
heaviest hour until Clearance Time
8. Total the volume from the beginning of the day through the hour priorto the
heaviest volume hour |
¢ Spread this volume evenly in the hours preceding the heaviest volume
hour
¢ Do nol exceed the number of distributors per hour in # 7 above
9. This tells you the time you can schedule employees to starl distribution in this

oparalion.

Standardized Improvement Guide Version 1.0 05/19/00
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.1 Ohverview

Manual Leller operations provide a significant portion of savings opporiunity in our
plants. Several elements such as number of cases, case design and ufilization, and

floor layout can contiibute to improved productivity in this operation.

Case design should be reviewed to determine if it fits the needs of the current
wotkforce, Marny sites have converted cases 1o a numerical sequence o
accommodate a flexible and less skill based workforce. Some siles use a combined

numeric and minimal core case design,

Case ulilization should be revicwed to detennine if the correct holdouts are beingy

made and o determine the ieasibility of combining operations such as 030 and 150.

Based on the VAP and Operating Plan, the number of cases neaded for peak
volumes are then determined. Minimal cases should be used to free-up floor space

and to prevent a natural tendency to averstaif the unit.

Floor tayout for manual cases and staging areas should then be determined.
Several examples of layouls are provided to assist in maximizing the use of space

and to allow for maximum supervisory visual coverage.

Standardized mprovement Guide Version 1.0 05/19/00
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Y e {xl({(vv Mfﬂ

There are several types of case design for manual distribution used in the field

today. Listed below are thrac examples of case design.

;fwii,‘ﬂ L‘«“m&wmw

One of the most popular case designs used in the field for manual distribution is
f\-]l,!(['ﬂ.@!i('t. The Numeric case has an easier learning :Cl.!r\/e' and is ideal for operations
with a transient work force. The cells for this type of case are labeled in numerical |
order; i.e. 1,2, 3. Zip Codes would be in numerical order, lowest number to highest

“number.
.gn):n:‘? g.,t'(?’R C"l

In distribution, ﬁlére may be a few destinations or case cells that receive a major
portion of the cased volux'ne. To make this distribution easier and more efficient,
these destinations are set in the cells directly in front of the distributor. This will
reduce the amount of reach and return the distributor uses for those pieces of mai! to

be cased. This case distribution configuration is called a core.

Atcore” is an area of a dlsmhutlon case that has ils cell separations ~>qu,;r~=ncmd

separals from the rest of the case. Not every case design has a core concept.

Cases that are cored will have a small group of 6 to 20 separations clustered

together in the approximate lower center of the main case

Usually, this group will be in the same lype of sequence as the separaltions in the
rest of the case ‘rhat surrounds it. F'ac“h group will be placed in order with respect to

their own grouping. U sually, ihe order principle is numeric by ZIP Code numbers.

vStandardi:&zed improvement Guide - Version 1.0 05/19/00
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Breakihrough Productivity Initialive Manual Distribution

For example, if, as on the ‘030 case, the other cells are in ZIP Code order, the 20

cells in the core area, are, (o lhe extent possible, in ZII” Code order, also.

The core concept is used so the highest volumes receiving separations are placed in

posilions that are the easiest to reach when sorling mail o them.

o %

A Simplified Distribution case is used to speed up the distribulion process. Also
known as @ “speed case”, this case design uses only one number per cell; Le. 0, 1,

2,3 et cetera.

The distributor sorts the mail by the first number in the Zip Code. Zip Code 90210
would be sorted Lo the cell labeled “9”. Zip Code 37928 would be sored to the cell

woyn

labelved 3",

To delermine whether the Siniplifizd distribution method is effective, do the Tollowing

analysis:
For Regular Distribution:
© Total volume divided by the productivily for the operation equals Tolal

Distribution Workhours.

For Simplified Distribuiion;

@ The same total volume as above divided by the speed case (first pass)

productivity equals first pass distribution hours.

»  Take the same volume divided by the speed case secondary (second pass)
productivity for second pass distribution hours. |

« Add the first and second pass distribution hours together for the Total Simplified

Distribution Workhours.

Standardized it‘nproven‘w"nﬂt Guide Version 1.0 05/19/00
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a  Compare the Total Distiibution Workhours with the Total Simplified Distribution

Workhours to see which is more effective.

Sweeping/Dispatching Eaquipment

* Sweep side or dispatch racks must be labeled identical to their counterpait cases in

order to minimize allied labor, re-handling, and service impacts. : o

4.3 Case Utiliza

é@ma

.

In determining case design, number of cases needed arid layout, consideration of

case utilization is important.
Three areas need to be considered in case Lmhg ;mm,

. Combining operations on the same case design (sort plan).

“xample: (:(.)rnbining operation 150 with operation 030

2. Wilizing the same case for different operations.

Example: using operation 030 cases for operation 160

3. Are the cases being u«;e(l)

How many cases aie u%d on an dvmaqc (l’ay7

Atter dé’!erl‘nininq tlw number of cases needed for an average day, a case
utlltmtlon study ahould be conducted. The case utilization study should
mo!ude a 24-hour profile that meaoureo the number of cases utilized in half-
hour increments. This will validate the proper humber of cases are being

used for a specific operation.

Standardized Improvement Guide -~ Version 1.0 05/19/00
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4.4 Number of Cases
To maximize benefits and ulilization of equipment, manpower and volume must be
matched with equipment for each manual distribution operalion.

All extra casing equipment must be removed from the workroom floor

To determine the nuimber of cases that will be necessary for manual distiibution, the

following will be needed:

1. Volume Anrival Profile (VALY
2. Operaling Plan

3. Productivity Target

FRoww 1o figure:

1. Find the hour in the VAP that receives the largest volume. Including the heaviest

volume hour, fotal the hours remaining until pulldown for final dispatch.

&

Total the volume from the VAP for all hours from the heaviest voluine hour

through all hours remaining until pulldown for dispatch.

‘(JJ

Divide the productivity into the volume. These are total distribution hours
remaining until dispatch. |

4. Divide the hours from heaviest volume hour until final dispatch (##1) into the total
distribution hours (#3) remaining. This is the maximum number of cases needed

at any one time.

~Standardized Improvement Guide Version 1.0 05/19/00
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4.5 Case Layout

Case layout is described in Handbook PO-401, Section 219, Equiprient Layouts.

These layouls are illustrated in Exhibits 219.1a and 219.1b, -

There are (wo basic layouts for.manual distribution letter cases. The first (illustrated

Jin Exhibit 219.1a) is preferred because it facilitates open-back sweeping; the second

(illustrated in Exhibit 219.1b) requires less space but prevents.open-back sweeping,
and therefore should be used only where there is insufficient space for the first

layout..

Standardized ln"yprovemént Guide : v '. Version 1.0 05/19/00
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4.0 Support fAreas
The support area(s) for retrieval and disposal of mail should be as close as possible
to the distribution area, centered in the distribution area, il possible, to facilitale ease

of walking to and frorn the cases.

Mail should be staged separately for each operation and eacl incoming secondary

operation.

Ready access from main aisles {o each staging device is required in order to

facilitate the transport of mail to subsequent operations. N

The supervisor stand-up desk should be placed where observation can cocur

“withoul disrupting the flow of mail while loading ledges or sweeping cases.

Additionial material handling equipmeant, such as platiorm trucks should be kept ina

separate suppoit area.

All areas should be clearly identitied by maiking boundaries on the floor wilh either

aisle tape or paint.

Standardized Improvement Guide Version 1.0 05/19/00
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5.0 Distribution Methods

i Overview
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S0 Overview

- Employees will perform at their greatest capacily when provided with the technical skills

needed to perform the work along with being provided a safe and healthy workplace.

Itis management's responsibility to assure all employees are using cotiect procedures for
the distribution of letler size mail at a letler case. Using correct procedures leads to

efficient, accurate, and safe working conditions.

Standardized hnprovement Guide 05/19/00
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5.2 Procedures for Manual Letter-Distribution

This instruction addresses the correct procedures for distribution of letter size mail at a
letter case. You will be expected to follow the methods as outlined herein. If you have any
questions, be sure to ask for clarification. The following is written with the expectation that
it will be applied by all distribution personnel so efficient, productive and accurate results

are attained.

1. Clock into proper operation

2. Place card in proper timecard slot (take first available case)

s Note: In all letter distribution operations, proper placement of mail on the case
ledge and proper positioning of the restbar are very important.
3. Place mail on ledges, standing on edge, upside-down with stamps to the right.‘ |
e Caution: Never Ioad the ledge with more than one row of mail in height.
4. Position the restbar at the appro>‘<imate center of the case and adjﬁst for a comfortable
position. Utilizing a restbar in the distribution bf'mail requires that at least one foot be
kept on the base or on the foot plate...never on the case ledge.

e Note: It is recommended that a thumb'stail be used in distributiné mail, as this is an
indispensable aid to faster distribution. | |
5. Pick up a solid handful of mail with left hand from the left end of the row of mail on the
edge. ' o
6. Hold mail in an upright position, about 10-12 inches in front of you for quick reading. |
7. Follow the path of distribution. This makes for a less time-co'nsumin"g' motion.
e Note: In peeling off letters for sorting, the thumb of the right hand should be used
to work one piece of mail off the handful at one time.
8. Take each letter bétween the thumb and first two fingers of the right hand.

Standardized Improvement Guide ' : 05/19/00
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Procedures for Manual Letter Distribution (continued)

@ The right thumb covers approximately the stamp and the fingers cuive behind the
letler. |
o Toss the letter in the proper separation with an easy wrist motion. Do not place in cell

— TOES into cell.

& While your hand moves the lelter to that cell and begins to toss it into that cell —

immediately move your gaze to the next letter. This allows a complele and thorough

determination as to what location the next lelier will be sorted.

¢  Move the bundle (in your left hand) toward that location on the case while your right

hand is still moving back to grasp the letter.

Standardized npfovement Guide 05/19/00
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523 Teahniqites for Distibistion | iters

The technique to be used, is summarized as follows:

| 1. The letter on top of {he bundle is removed by sliding the right thumh across the stamp
area while the thumb and fi first and second fingers of the right hand grasp the upper
right edge. | ' '

2. Right hand holding the letter reaches to the correct cell and then {osses/flicks the
letter into that cell.
3. Right hand disposes of the lelter and reaches back to the bundle.

4. simultaneously, eyes glance to the next letter on top of the bundle, while.....
5. ...moving the bundle toward ihe general location in the case where (hat lefter goes.

The cycle then begins at “1” again, or ...

6. .../-\ soon as the last letter is sorted, immediately obtain another solid handful of mail

- from the case ladge so the soiling can be continued 1ight away.

7. The dutnhulol motion must be fluid and constant (e.q., '1I\fvay<; retuin the sorting, or

right hand, 1o the bundle of mail for the next lelter as quickly as possible).
8. All cases have each cell separation identified with a label. The label (also called the
“header”) is always above the cell to which it applies. Report any instances of a

- missing or incorrect case label.

An important principle to remember is to work (he first mail received

hefore working mail received at a later iimei
FIRST IN---FIRST OUT

Standardized Improvernent Guide o o 05/19/00
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5.3.1 Riffling Lette '

lfﬂe mail (or mail to be riffled) is anit mail, which, prior to sotting, consists of several

pieces of consecu IVt:ly addressed mail each of which goes o the same case cell

separation.

All distributors are 1o be alert for this type of mail. When it is discovered, use the following

method of sortation:

1.

(V)

4,

Isolate the miail if more than one tray is identified.
“Ledge” the letters and begin to process them,

Pick up a solid handful of mail with the left hand.

‘Retain in the left hand with the left thumb at the bc)tt(ﬁm of théhar‘x(iful. of leiters.

Place the right hand at the top of the bundle, with the hand and fingers finmnly in

contact with the lelters.

Then, by using the left th'umb, l'urmihg down the boltomn edges ofnthe l@ttérs in the

~ bundie, separate the lellers just enough to quickly scan the address on each one.

Continue bringing the lefl thumb down (i.e., riffling the letters) until the final piece -

bearinyg the same address for the same separation is reached.

While the left hand holds the rest of the bundle, using the right hand, take control of

those pieces already sepdmtcd by the left thumh and place tlnem in the proper ceﬂ‘.

NEVER SORT THIS TYPE OF MAIL PIECE-BY-PIECE,

Standardized Improvemsant Guide ' E 05119100
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£.4 Sweaping Lellers

Sweeping is the withdrawal of mail from a case in preparation for either placing the mail in

trays or applying a pressuwie sensilive label and wrapping the bundle with rubber bands

(tying out).

Accurate, careful disposition of the mail (tfrays, bundles, elc.) is critical in gelling it to its
correct destination on time. ' '

The effectiveness of the sweep activity has a major influence on the productive |
performance of a manual letter distribution operation. Efficient sweeping ensures meeting
dispatch schedules, improved flow of mail to secondary operations and enhanced

distribution by preventing cells from becoming too full.

Standardized Improvement Guide : o o519/00
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5.4.0 Sweep Procedures

Tray Usage Methods

1. Always sweep with the tray in the left arm Whﬂe withdrawing mail with the right hénd.

2. Face mail in one direction (Postage down and toward the open 51(1" in 3-sided trays,
postage up in 4-sided trayc)’ |

3. Sweep until the tray is full, unlws directed otherwise by the SUPEIVISOT.

4. Read and understand signs on {ray carts before putting trays on them.

5. Make sure {rays requiring a label have the correct label.

B General b ,ikm,imm

1. Sweep each cell when full, unl’ws duwtcd othmwxuc, by the supeivis sor or at dispatch
time. |

2. Nevu for convenience o'?(l\(‘ withdraw mail from a full cell in your case and put it into

~ the same m,pamtmn ina ne uby case. |

3. Do ,not mix cells. - ' |

4. When banding mail, use rubber bands heavy or thick enough to hold the bundle

5. Make sure the letter ontop ofa b'mded bundle has the correct ciiy/étate/ZlP Code on
it | |

6. Do not distuh the distributors any more than absolutely necessaiy.

Standardized limprovement Guide . ' 05/19/00
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5.5 Proper Distiibution:Checklist for Leifers

K%

o

Cl

td

0

(1

[ Stamps down and to the right.

Positions resibar at center of case.

At least one foot remains on the base or footplata.

Thumb pushes piece up to grasp with right hand.

Removes the top lelter using thumb and first two fingers of right hand.

‘Right hand moves {0 o_ell;destinatfior\h with shart,glanfoe at position pléoe_meni.

Releases piece of mail with a toss or flick into the case.

Left hand moves toward next destination cell as right hand deposits previous

piece of mail.’

IS ACCURATE - ENSURES EVERY LETTER GOES INTO THE CORRECT

SEPARATION. |

Distributes to the finest depth of sort.

Follows proper procedure for handling “riffle” mail. -

Standardized Improvement Guide _ ‘ _. . 065/19/00
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5.6 Cominon Errors in Manual Letter Distribution

1.

~

3.

4.

o

-

(9]

\g

~

O

2.

).

3.

Placing the piece of mail in a cell instead of the toss or flick method.
Loading the ledge with more than one row of mail in height.
Restbar not positioned at proper height.

Reslbar not posilioned at the center of the case.

Restbar being useq as a stool 1o sit on vand not as a leaning dovicé'
Piling letters for hard to reach ée_:‘lls on the ledyge of the case.

Mot using ﬂlumb to |)u$!1 .up lellers.

Not using a thumbstall on right thumb.

Failure to move bundle in left hand to general location where the next letter goes.

10. Slowness in moving the right hand back to the next letter,

11."Whipping” the letter before disposing of it to conect cell; instead of going to cell

directly.

12. Distractions such as indulging in extraneous conversation with another

employee.

13. Soiting to a residue cell when the letter could be sorted to a cell that would allow

for a finer sort.

Standaidized Improvernent Guide : 05/19/00
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6.0 Automated Letters

Manual Distribution
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bution

G.1 Overview

This instruction addresses the correct procedures for sorlation of letter mail on an
automated machine. You will be expected to follow the methods as outlined herein.
If you have dny (]Ucbtl()llo be sure to ask for claiification. The following is written
with the expectation that it will be applied by all automation personnel so efficient, .

productive and accurate sortation is attained.

meloyeeo are leqwred to ClOCk into the proper operation, pl'ac“e their timecard in the

pro;)er tuneoald rack, 'md ieport to the appropriate machine.

Automated letter machines require 2 persons (o operate efficiently. The operators

are refetred to as the loader and the sweepar.
In all automated latter operations, proper placement of mail on the ledge including

proper jogging and edging of the letters are very important. Proper uweepmg of the

sorted lelters into trays for subsequent handling is irnperative.

Standardized limprovement Guide : - 05/19/00
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6.2 Loader Procedures

The container of letters is to be positioned facing the feeder ledge Clos’est‘to the

jogger. The Jogqer is a wbratmg ledge that aids in the effecnve edgmg and culling of '

the letters to maximize read rates and sortatlon

Mail is to be placed on the jogger, standing on the oclqe luht side up wnth the front
(addre\;s gtdmp, lndlma) of the letter to the nqht All Iettc—*m must be jmgged and .
VCﬂC,lJE}d properly, culling out all mail for the.autormte_d “Bulky '\nc,i‘C-l-il.nw!(y” machines

and for manual operations”

The loader should also look for letters with “noise” or interference in the bar code
~clear zone. The bar code clear zohe is the bottom right hand portion on the front
side of the envelope. I”hese letters should be extracted at the earliest time they are
ldentlfed in the automation process and sent directly 1o the Letier Mail L. abelmq

. I\/iachlne (l MLM).

Standardized Improvement Guide : : o 05/19/00
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6.3 Loader Mmhc»da. eﬂﬂﬁ Macuhmm b

Fai a tray of letlers from the ¢ ()nfamer and place either on a stand or on the:
ledye above the jogger.

With both hands, reach into the tray cupping c.pprc»\lmatcly one foot of l\,ﬂenc
Place the letlers onto the jogger ledge.

After Ioadmg}the jogger, turn on the jogger and cull out (refhbve) all non-

machineable leflers from the jogyer. Place the culled letlers in one of iwo letter

< trays stationed on the lbdge right above the jogger. The leiteu should be pldced

“onto the trdys and faced in one direction. One tnay should be for Bulky Mod

machineable Ietters and the otlwr for manual distribution. If the processing
facility does not have a Bulky Mod OCR then use only one tray for all OCRASS
non-machineable Iettei's for manual distribution,

When jogging the letters, it is imperative that all letters have the addres s, stamp
and/or indicia famng to the right. The process of jogging requires all letlers to be
edged Ldgmg is the term used for aligning the letters so the right edge of the

teller is strauht Edging is important in order to reduce the nuimber ()Tjde and

~double fee(ls Letters that are torn or mutllat@d should be removed. Letters that

~are too tall, thick, or too long as depicted using the automated letler template

should also be removed. Kéep an automated letler template close by to use as a
reference tool. 4 |

After the lellers have hean jogged, edged and culled, slide the letters onto the
tl'alv’lsp()ﬂ belt between the friction separator of the feeder mechanism and the
transport blade. ' | ‘

After rer‘novihg all of the letters from the tray onto the jogger ledge, remove any
label in the label holder of the tray and place the emply tray onto the top shelf of .
a GPMC. The trays should be stacked one inside of the other so the end of the

tray wilh the label holder is facing the loader. When the height of the stack of

Standardized hnprovemenl Guide 05/19/60 .
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emply trays impairs the loader from seeing over it, place the stack onto the
bottorn shell of the GPMC or hand them to the sweeper to use.

Do not re-use trays that are either damaged or collapsed in the middle. If these

-

trays are used, they could result in an injury. Discard these trays into.the proper
receptacle for damaged/unusable trays. If there is not a receptacle in the area,
contact your supervisor to have one put in the work area.

8. When the feeder ledge is full, it is time to start mail processing.

Warning |

< Do notstartthe sysiem before checking to see if other personnel are
~working on or near the equipment. Failure to comply may result in

injury or death to personnel and/or damage to the equipment.

Standardized Improvement Guide - o } © 05/19/00
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6.4 OCR/ISS

START MAIL PROCESSING

Use the following procedures to start mail processing: _ ,

1. On the operator panel, select the sort plan to be used and press ENTER

2. Press START switch and observe the start warnmg audible alarm sounding
for 5 seconds, the start warning lndlcator flashing for 10 seconds and the

system starting operation.
STOP MAIL PROCESSING

To stop mail processing, perform one of the following:

A.  Normal Stop | v
At operator panel, press STOP and observe .the_following
* Mailpiece pick-off stops. |
e All mailpieces in transport reach destination pockets
° OCR/ISS stops

NOTE: v
If there are mail pieces in transport, the system belts and motors do not immediately
stop when the STOP switch on the operator panel Is pressed. The system will
continue to run until the mailpieces are sorted to their destination pockets.

B. Emergency Stop

Standardized Improvement Guide o ' 05/19/00
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Pressing any EMERGENCY STOP switch/indicator on the system immediately
~ stops all belts and motors, but does not remove electrical power.. In case of

electrical shock, fire, or other electrical emergency, call the Superviso'r or ET.

Use the followmg procedure to stop in an emergency
Press the nearest EMERGENCY STOP: swrtch/mdlcator and observe the followmg: |
~» 'EMERGENCY STOP indicator lights

e All belts and motors stop
NOTE:

Even though not desrgned or recommended for use. durlng emergency condltlons

: Interlocked covers panels or doors will stop system belts and motors

Standardized Improvement Guide - - : 05/19/00
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6.5 BCS/ BCS/ 0SS

SYSTEM LOG-ON

At the system operator terminal, obsérve software start-up data displayed until ECA

BAR CODE SORTER log-on appears

Use the following procedure to log onto the system .

NOTE |

All user identification (ID) and password entries must be entered exactly as aésigned

(including correct uppercase and lowercase letters). Passwords are hidden as they. .

are entered.

1. At the operator terminal, on the ECA BAR CODE SORTER log-on screen, enter
user ID and password and observe one of the foiIQWing:
A. BCS Main Menu appears -
B. If“Invalid User ID/Password - Retry” waming’appears, select “OK” icon,
ahd_re-enter correct user ID and password.

2. Perform start mail processing as required.

Standardized Improvement Guide ‘ 05/19/00
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START MAIL PROCESSING

NOTE:
When standing in front of the feeder, the bottom edge of all 'Ietters must be
positioned on the transport belt with the front (address stamp, indicia, etc. ) of the

~

letter facing nght

1. Place letters on the transport belt between friction separator and the transport
blade.
2. Close slide arm as requrred and observe the FEED OPEN indicator on operator -

pane! goes out.

3. -On MAIN MENU, select “Mail Processing” icon and observe MAIL PROCESSING
MENU appears, ‘

4. Select “Load Run Information Header” icon and observe as the
RUNINFORMATION MENU appears

5. Type appropriate lnformatron select “Enter” i icon, and observe as the MAIL
PROCESSING MENU -appears.

6. MAIL PROCESSING MENU, select “Load Sor‘r Plan icon and observe as the

 MAIL PROCESSING MENU appears. .

7. Select approprrate sort plan and observe as the MAIL PROCESSING MENU -

 appears. _

8. Select “Start Mail Processrng icon and observe the Standby Mode Indicator on
operator panel lights and the ON-LINE MAIL PROCESSING MENU appearing.

Warning

Do not start the system before checking to see if other personnel are
working on or nee_r the equipment. Failure to comply may result in
injury or death to p'ersonnel and/or damage to the equipment.
9. On operator panel press START switch and observe the start warning audible -
alarm sounding for 5 seconds, the start warning indicator flashing for 10 seconds

and the system starting operation. -

Standardized Improvement Guide | - 05/19/00
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6.6 Sweeping Letters

Sweeping is the withdrawal of mail from a bin or stacker in preparafion for either
placing the mail in trays, or ‘applying a pressure sensmve label and wrapping the
bundle with rubber bands (tying out). Accurate and careful dlsposmon of the mail

(trays, bundles, etc.) is critical in getting it to its correct destination on time.

’ The effectiveness of the sweep activity has a major influence on the producttve

performanoe of an automated letter mail operation. Effi cient sweeping ensures
meeting dispatch schedules, improved ﬂow of mail to secondary operations and
enhanced dustnbutlon by preventing bms or stackers from becommg too full. When
the bin or stacker becomes full, it will stop the machine until the letters from the bin’

or stacker are swept.

——— PR L7 S A

6. 6 18 Sweeper Procedures

A. Tray Usage Methods

- 1. Do not use trays that are either damaged or Collapse’d in the middle. If these
~trays are used, they could result in an unnecessary injury. Discard these

trays into the proper feceptacle for damaged/unusable trays. If there is not a
receptacle in the area, contact your supervisor to have one put in the work
area. _ ‘

2. The letters are placed into the trays in an upright position. Face letters in the
direction within the tray and ensure all trays on the machine have the letters
faced in the same direction. _

3. Each bin/stacker on the machine corresponds to a specific tray. Sweep
letters into the tray' until the tray is full, unless otherwise directed by the

- Supervisor.

Standardized Improvement Guide : _ ' 05/19/00
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4. Read and understahd signs on tray carts, GPMC's or U-carts before placing
trays on them. | |
5. Make sure trays requifing a label have the correct label:

B. General instru_otions

1. Sweep each cell often to prevent the machine from stopping. ‘A flashing red
- light will appear by the bin when that bin becomes 75% full, but the machine
will keep running. However when a solid red hght appears the bin/stacker is
full and the machine will stop running. This will have a major impact on-the
'throughput and performance of the automated machme o
2. Do not combine letters from one bln/stacker WIth letters from another
bin/stacker, unless otherwise directed by the supervisor. _
3. Do hot mix trays unless othewse dlrected by the Super\nsor ‘
4. When banding mall use rubber bands heavy and thlck enough to hold the
- bundle together o A '
- 5, Make sure the letter on the top of a banded bundle has the correct
city/state/ZIP Code on it. | | - o

Standardized lmprovement Guide ‘ S © 05/19/00
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Standard Operating Procedure (SOP) — Sample

Narrative F ormat

- In addition to the SOP requrrements outlined on the first page of the SOP model, you

also must address the following items in a brief narrative on a separate page.

a. State whether the operation is a continuation from a previous tour
or begins and ends within the same tour,

b. Under Critical Entry and Clearance Times, include Input and Output
Process indicators to compare the actual normal conditions during
these time periodsagainst the objectives of the overall operations.

C. Document proper and safe work methods for performmg all the
tasks within the operations. Develop a methods guide or a users
manual that is easily accessible to anyone supervnsmg the
operation. , ;

d. Add a separate attachment to identify the internal customers of this
particdlar operation. Addressvthe requirements expected by these
customers and the benef ts they derive from an effective and
complete operation. This list should include indicators used to
assess performance against the internal customer requirements
(for example, * customers require 24-hour response time”) to

measure how well the customer’s requirement are met.

Standardized Improvement Guide ‘ _ 05/19/00
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Standard Operating Procedure (SOP) — Sample
Model _ 4 | '
1. Geﬁera[ Information
~A. SOP Control Number
B. ,' Date - -
C. Office |
D. Important Phone Numbers

' 2. Operation Information
~ A. Operation Name

" B. OperationLocation

- C. Op'e'rétionNumbe’r(_s)

'D. Operation Description

" E. Operation Objective
3. Hodrs

A. Critical Entry Time (CET)
B. Clearance Time (CT)

' C. Hours of Operation (See Operating Plan)
D. Peak Hours R

4. Volume and Productivity
A. Average Daily Volume
B. Productivity Targets -

5. Flow of Mail

A. Sources of Mail (Operations & Locations) -

'B. Downflow/Destination of Mail

~Standardized Improvement Guide |
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OPERATING PLAN CHECKLIST

Standardized Improvement Guide

|DATE: PREPARED BY:
SERVICE STANDARDS YES NO
Is the overmght service area defined by ZIP codes (originating and destinating)?
Is the service standard defined for all classes of mail (orlglnatmg and desllnatlng)‘7
CAPACITY TO PROCESS: YES | NO
Are the average daily volumes for outgoing and incoming operations accurate’? (Use
peak days of the week)
Are the mail arrival profiles accurate’? =
Does existing equipment have sufficient capacity to process these volumes” (Check
against pieces processed per hour on the AFCS, MLOCR, MPBCS, etc.)
If volumes are beyond processing capacity'in automation/mechanization, are. there
efforts to move volumes down the ladder to operations currently underutlllzed? (lfthls
happens with any regularity, higher management must be informed) .
Is' mail processing equipment utilized effonently to process all the mail whthln the
operatlon s window? :
Is staffng adequate but not greater than required to handle manual volumes'? :
Was the planned start time calculated. when sufﬂcrent volumes are available for
processmg at each operation?
Are operations begun on time (at planned slart)'? :
start of all operations? Are those volumes staged in the operatlon prlor to the planned
start?
Are scheme assignments minimized except where staffing wrth level 5 and 6 clerks is
required (associate offces/statlons)? : . .
MAIL FLOW: ' YES .NO
Is there d team effort to fnahze each operatlon at the approved CT (clearance tlme) o
for that operation?
Is there an effort to send all mail downstream operations and to meet the approved
critical entry time (CET)in those operations?
Are advance volumes continuously sent downstream to outbound dock operations?
Are Timely sweeps performed n all operations generating VoIume 16 supporthe
Dispatch Plan?
Before an operatlon runs out of mall is an attempt made to locate mail in upstream
operations? _ , .
Do any of the plan's downstream flows (operations) overlap CETs with another
operation's CT (plan to fail)?

|Is the time it takes to move mail between operations considered when developlng
operational targets (e.g. inbound dock to first operation, movement between floors)?
Are bullpen operations (container consolidation) taken into account when deciding the
final CT for dock operations? Are bullpens part of the operating plan?

. |Is worked mail staged for any length of time in operations, prior to sending it
downstream to banding, scanning, and bullpen operations?
Is worked mail held because replacement equipment is hard to find?

05/19/00
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OPERATING PLAN CHECKLIST (PAGE 2)I

Is the flow of mail fluid through all operatlons with the collective goal of meetlng the
final clearance time?

When updating operating plans, is the lmpact on upstream and downstream
operations considered, and are appropriate changes made if necessary?

“|Are efforts made to process all mail in- automatnon and/or mechanlzanon and move
mail out of the manual mallstream’7 -

TRANSPORTATION:

NO

start time of an operation at the destination plant?

Is transportation adequate to'support advanced volume to colncxde with the planned ‘

! »'YESJ

Is transportation in place to support the i lncommg CETs and outbound CTs for all
categories of mail? -

- |'s extra transportation used to support volumes that were not avatlable for the
scheduled transportation?

ls extra transportation consistently used to’s‘upport plan fallure mail?

. s capacity adequate to- handle the CET'and CT volumes on transportatlon'7

for any class of mail (delayed volume)?

.|Are there procedures for ldentlfylng mail that arrives on transponatnon after the CET.

is transponanon rewewed reqularly to supporl operational chanqesV
MAIL TRANSPORT EQUIPMENT: :

- YES |

NO

Is there sufficient MTE in'the operatlons prior: to planned start'? .

Does lack of MTE affect an area's abllltv to move mail between operatlons’? ]

s all MTE containlnq mail ldentlﬁed wnh a placard”

dlspatches'>

Are there procedures for repairing damaqed MTE?

s damaged MTE that cannot be repalred locally sent'promptly to the MTESC’7 A

[ALL ~ NG ~ ANSWERS REQUIRE A RESPONSE AND ACTION .

[ACTIONS TAKEN:

ACTION NEEDED:

Standardized Improvement Guide
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6. Equipment

A. Initial Support Equibmént o .
B.  Number & Type of Machines Used Daily (Weekday/Weekend)

7. Processing Tools

A Auto/Mechanizatidn/Manual-Sor’t Plans/Ca‘se Diagrams

8. Routine Operation

A.

mooow

Begin Tour Routine

Site Specific Information

~ Safety

Scheduling of Breaks & Lunches
Staffing
End Tour Routine

9. Unit(s) of Count

10. Contingency Plan

Standardized Improvement Guide
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STANDARD OPE:RATING PROCEDURES (SOPS) — SAMPLE MODEL”

SOP Control Number . 7

Date . - . .
Office . - AN

Important Phone Numbefs

Operation Name

Operaﬁjon’ Locati;)n

Operation Nt;!mber(s) -

Operation Desgﬁpﬁon — R YR
‘Operation Objective ;:“"- -
Critical Entry Tlme (CET) — ~ ] .' 4 : -

j Clearance Tnme (CT)

Hours of Operahon (See Operabng?lan)

Peak Hours- R

Standardized Improvement Guide S 05/19/00
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6.6.2 weep Methods and Techniques

(@2

6.

Before staiting the machine, ensure that all stackers (bins where the mail
sorls 10) have a tray to sweep the mail into. Ensute that each tray has a

correct label_in the label holder.

- Pull out the tray for the stacker that is to be swept. Make sure the stacker

number matches the tray nurnber. ,

Place your left hand on the face of the first piece of mail in the stacker. With
your righl haml,' lift the stackér blade up and put it back down leaving 2" of
mail in the stacker between the blade and the auger. For sudeiy purposes, it
is impottant to leave 2" of mail in each stacker to prevent injuy to Inar\‘;ds and
fingers. ' '

Use both hands to slide tie mail towards ywu. Us2 pressuie froni hoth hands
to pick the mail Up and place it into the tray.

The letters should be placed into the trayé in an upright position and faced in
one direction. |

The sweeper makes periodic checks of.bar code print quality on all bar code
printing systems (OCR/ISS, BCS/08S, and DBCS/0SS) throughout all
proéessing rnms. A

The print quality check should include the Verifier Reject stacker as well as
spot checks of other sortation stackers.

If the ID tag qualily is poar (smeared or ileyible), contact your suparvisor and
call an ET to clean the 1D tay [P, _

Conduct periodic checks to ensure the letters are sorting into the correct bin.

Malch the addiess against either the label or LCD display for that stacker.

Standardized Improverment Guide . 0519/00
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6.7 Proven Practicer Sort Plan Chiznge Over

During the course of each day, it is necesse ry to change sort plans for pa wrticular
types and classes of mail. Changing sort plans affects proc uctlvxly because the
machine is not processing mail. I order to minimize the neqatlve a.f‘fe(,.t on

productivity, we must change the s sort plan in iho most’ GﬂI(‘IPH'( manner,

Before mail processing stops on the present snt plan

SDO

e Estimate the amount of runtime for the current sort-plan

e Inform clerks 1 5 minites prior to change over

o Verily all committed mail is in operation

o Slart 1’>Iém‘1ing next oper‘aiicm or_éort f_jlan o

o Inform operators of next sort plén and estimated time for current one to end

o~ Verify the last piece is processed and stop the machine

Loader

» Continue loading th@ machine using current sort plan untit all mail is pmc@soed-

o Inform sweeper when the last piece is cleared

s Start organizing emply equipment

Sweepey

o . Lets bins and stackers {ilt up, but notto the exte nt the red over flow light comes
on and mail goes to the lfast stacker

o Stari collecting empty uqutpmentfow the nextrun

Onee the ail is processed and nnchnm sLops

tandcudi el hnpxovmnont Guide 05/19/00
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sDO :
o Pull EOR and change soit plan

o Start label program printing labels, or if there is not printer, have the labels

available for sort plan

.Loader

o After the last piece 'is u.ui, loader collects all culls and rejéc:ts i“u}“(‘ic‘)wwﬂow to
next operation -

e Gollect mail for next operation or sort plan _

¢ Assist sweeper with pull dowi of operation or sort plan that was completed and
start o 1eplace trays |

¢’

When all trays are replaced, loader starts to process mail through the inachine

€

v Help sweeper label the machine (if needed)

Sweeper _ _ _
«  Qnce notified the last piece was processed, blade all stackers; sweep all
stackers, then drop trays for dispatch or hand-off o next process

o Complete the set-up for next operation/sort plan

Standardized hnprovement Guide : ' S 05/19/00
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6.8 Mail Preparakion

This is a very important parl of timely and efficient processing and clearance of each
operation. Itis also an integral part of throughput improvement. Although this
‘process may begin prior to arriving into the plant, we will concentrate on mail

preparation within ihe'blant. '

A tCI)'s.M;ggf.aing Mail picked up from the stations and (:ca!!em‘iwn'h(mes‘;'m' drmweci off
by mailer or company: | | I '
On the Platfonm |
1. There should be aseparété tray for‘non~t>ar¥-,c:c_x-ie3d metered letters.
This includes trays of non~bar~ooded metered bundles. These letters
shiould be wéighed and flowed directly to the OCR/ISS. If many of the
letiers are not faced correctly in the tray, do not run the tfay. Putthe

mail aside and process with procedures for “020 Loose Lelters”.

Loose and hundled metered letters in tubs should be isolated and send

N

to an opening unit located close to the OCR/ISSs. FFollow the attached

procedures for the "020 Loose Lellers”.

lncoming Opening Unit

Before letler rays are processed on automation, all'.ncm-maczl\ineahla letlers should

- he culled out.

Standardized Improvement Guide : 05/19/00
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6.9 Throughput Improveniont

Three things largely ai'féot throughput:

o Mail availability

¢ Methods

o Number of jaaus
. WMail availability

« Timely mail flow to the machines is necessary for the l«:)a(i('—jr to keep the
machine running and processing. l\nuwuu the sources and where they
are localed is impoitant. The Supervisor and the person designated to
bring the lelters to the machines must communicate often.

«  Wail handlers should he assigned specific duties. Create a routine that
will enhance productivity. Each mail handler should be held accountable
for certain flows and for keeping the machines from rumﬁng out of mail.

o - Robbing up needs to be timely and continuous. This w‘il! reduce the
amotmnt Ofiime the machines are idle (anytime cleiks are on a machine
and that machine runs out of l'nail).

2. Ability 1o keep tiie ledges loaded
o The loader on any automated machine must keep the ledge loaded. This
can be accomplished with proper methods and technicques. During
training, these methods and techniques should be explained. Itis
inportznt to work efficiently and be organized.
3. Fomiber of Jans

o Reducing the number of jams will allow the machine 1o process more mail
in less time. To reduce the number of jams, all non-machineable letters
must be jogged, edged and culled. Torn lotters and leticrs with the flap
opéned should be removed during the jogging process. ltis also
important to cull out all letters either too thick, tall or too long for the
machine. '

Siandardized II"TI[‘)I'OVV(%ITIGKlt Guidde 05/19/00
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End of Run reports should only be pulled when the soit plan.is to be changed or at
the end of tour. When renorts are pulled at other times (run out of mail, jam or break
time), it masks inefficiencies and real productivity, making it difficult to improve

efficiency and productivity. Once a machine stails, it should not run out of mail.

Standardized mprovement Guide ' : o ,05”9/00
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7.1 Qverview

The Postal Service must improve operational efficiencies in order to remain
competitive in today’s environment. It is management’s responsibility o
streamline operations, control costs, and improve productivity.  Monitoring
“performance and making sound business decisions are part of a manager’'s daily

responsibilities.

/\‘oc)mmon_ oharacteristié of high perforning operations is the ability of the
m_e}'nagér to communicate to employees, expectations and {o monitor and
co'mmun.ic:aic‘:’ results or outcomes of their effmté; The fc.yl,lowi_hg section provides
tbolé for managers to communicate targets (ex;ﬁ(ﬁ:tatiorm), and a format in which.

to convey to employees, daily performance towards these targets.

P

Standardized Improvernent Guide 05/19/00
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ation éﬁg;eﬁi”&t&(mti\..ifc K?()XW

7.2 Autony nance Suminary

Aulowation Operations Performiarice Sunminary

Mechine Naniser: - e e . Supemasen_ e e

Ot AV Tow e
“_];;D: i-r‘«;;;i .‘3 i:n{? A . - 3 . . [ - “J\ -'"] WL\ - i 4;’;;{»’ " ~<}\----- ‘-‘-E“M “-"‘E.”
. S SR RO I
) N NP S | o | T
_,___}2 ,,,,, I S 12
A Feosdvrs L - R Hi6 ) T
4= Svwerpers 24 R T 24
= Situp 130 ] T a0l B
1 351 — 135 s
:"; it e - —
48 T 148
51 N DT R
Azl sub totais [ i 1 T
|20 otat tes 24120120 N . SN R
N1 AR ISR I | M o A e i00 _
05 06 . T ~_'m.
Ast Feedars 12 I ) 12 . o 112 12
B= Sweepes |10 8 LI Y A T I T
|C= St up 24 24 124 B 24 : T T
220 : :30 ' 130 30
36 136 ;36 :35
42 " 42 42 _ a2l
48 : .48 {8 48
:54 ) 54 54 , 54
22{Sub totals| 4 (2) T Fo)3) L s
3.2f otal His 23+42b¢2c :
4 | rtnd Total All His, - Tetal "A™ lirs, ] < |Total “B" Hrs, “{Total “C* His, [
L Eachiliour © Gumnbatisg
Hour Beginning Ending Picces Work Fed per Piecass : Vak Fod par
Beginning Resding Reading red Hours "} Work Hour Fed Houis Work Hour
(1) ]
()
®
(9 .
&
© -
) " -
(8 - . _——
o Enater tie bginning bour iy eschi rews, (1.e. 15:00 would be noted for the hour fickn 15;00 -"16:00. )
@ Enter the pes fed reading fiom the $LOCR centrol panel or from the BCS or DBCS monitor at the beginning of the hour,
© Eniter the pos fod reading from the MLOCR control panel or fresn the BCS or DBCS monitor at the ead of the hour,
Use the Ending Reading from the-previous hour as the Beginning Reading for the current hour.
D Subtrzct the Beginning and Ending Readings & place the result in Pieces Fed,
© Enter the Wark Fours from the worksheet ebove,
Divide Pizces Fed by Work Hours aad enter the resull in Fed per Wark Hour,
Standardized Improvement Guide 05119100
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Hours, Volume & Productivity Tracking Form

TP ey AREy A
7.3 DALy

Manual Operations Performance Sumimary

Operation: - _ Supervisor:

Date:__ VP Day:. Tour: .

PPN IR o YA T e S b IR 3 b -

Goal (noihn) = [0-2 B 1P I e [ O | VY
Hrs | 4 _‘ Hirs Hese I

=N e R | e

00 F e Te) B 00100

- 206 06 | 06 | 08
2 1 2 |12y 2]
Distribution -1 18 18 18 L8

Employee 24 N 24 |24
count ' :30 ' 1 130 ‘ 130 30
o 36 1 |36 ; 36 |36
- Allied SR Vi 42 42 A2

employee 48 | 48 48 | 48]
count 54 ) 54| < 54l || b4

:00 N :00 | :00
(1 count= 0.1 hour) | :06 :06 B :06 | 08| -
12 12 20 o2
18 18 :18] 1218
24/ |24 24 124
301 :30 : :30] - 230
36 |36 ' 136 :36|
42 |- 42 ' 42| 420
48 48 A8 ‘ 148
54 D4 :54 54

nEY: B X

ST I e ) 255 ¢ P 4 ks
SUb tOtals e ‘” “ {'"'"'?";1 yﬁ:;\,ﬁﬁ"g ’ T sl

{213

Total (2A+2B) |

Record Volume as Received in Pes.  [Hour [Tot. Vol. [Workhour - |Productivity

Standaidized mprovement Guide : 05/12/00
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7.4 Performance Board
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Productivity

Volume

Work-
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Productivity
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. ution
7.5 E.'e Emscy m d As Ey 514
PRODUCTIVITY PERFORMANCE 'I'RJ\CKIHG REPORT
OPERATION HUMBER ~ 03()
[TODS PERIOD BEGIH DATE: - ﬁdﬁsjgp o
sar | sun | mon | Tue | wen | tu | eri | sar | sun o TUE | WED | THU | FRI | TOTAL
2345 TPH WILD (000) 18.0 0.0] 70.0f 60.0f 70.0{ 66.0] 66.0f 22.0f 0.0] 80.0 60.0 44.,0{ 440 66,01 666.0
2345WORKHOURS 76.0 12.0) 118.0f 80.0f 90.0{ 90.0] 80.0§ 80.0] 0.0| 100.0} 80.0{f 80.0] 98,0 90.0f 1074,0
'2345 PRODUCTIVITY 236.8 0:0 §93.2] 750.0y 777.8] 733.3| 825.0§ 275.0 800.0| 750.0 _550.0 449.0 733.3 620.1
'r' . . v .
) SAT SUH |-MON | TUE | WED | THUY FRI SAT | sun| mon _"J'UE WED | THU FRI' | TOTAL
MODS TPH WKLD (600} 20.0 0.0] 60.0] 44.0f 52.0{ 44.0] 50.0§ 18.0]/ 0.0 66.0f 50.0f ‘38.0| 40,0 52.0f 534.0
10DS VJORKHOURS 88.0 0.0 124.0f -99.01 120.0| 110.0{ 90.0§ 88.0] 0.0 120,0f 90.0) .88.0 11040 112.0 ‘1239.0
IHODS PRODUCTIVITY 227.3 483.91 444,4] 433.3] 400.0] 555,6§ 204.5 550.0) 555.61 431.8| 363.6] 464.3 431.0}
AT | sun | mon | TuE | wep | Ty | Fri | saT | sun| Mot | TuE | wep | THU | FRi de/«\hi
DIFF WORKLOAD (000) +2.0{- 00! 10,0f 16.0] 180 22.0| 16.0 a0l 00] 140 100 6.0 40| 14.0f 137"
DIFF WORKHOURS - 120 12.0] -6.0{--19.0] -30.0| -200| -100] -8.0| 00| -200] -10.0{ -8.0 -12.0] -22.0f -16.
DIFF PRODUCTIVITY 9.6| 0.0] 109.3| 305.6| 344.4| 333.3| 260.4f 70.5| 0.0| 250.0| 194.4| 118.2| 853 268.0] 189.1|
2345 Produchvity vs MODS Produchwty
14 Day Trend
o A s@a&;&“ 7
) EN By i Tty G ] et I A M"?"'mm
;:. : \»“ : y ' B ‘;“ i '_k
BITh an L’ *
% AR A 3 8 y 2
A VLS, : * ) e "'i 2T
i S A : x @;&nw
T 5] %\.‘ e 20 :r S M?hr %W
.vv' 4 .‘ b ’v. o . .'ﬁ
.. —‘ v 2 M _ v_ > '\“ . - : ..' ” ‘
100.0 :":::‘ : v;' W L\ b Lo e 2y DY s ,w T ~ \'.,1 ‘ ;
0.0 RSN ‘m"f;gg' j %ﬂw e B LARE RN R
' 1 -2 3 4 5 6 7 8 9- 10 11 12 13 - 14
I weben 2348 PRODUCTIVITY s B fODS PRODUCTIVITY semeems TARGET PRODUCTIVITY
SAT SUN | MOH | TUE | WED | THU FRI SAT | SUN{ MOH | TUE _‘WED fHU FRI | TOTAL
TARGET PRODUCTIVITY 759 759 759 759F 758). 759 759 759} 759§ 759 759. 759 759 759 75
05/1¢/00

K



Breakthrouqh Productivity

ey oy

7. ﬁﬂfieﬂmri C,,h(-a(,kii st

_Manual Dis

rlbutlon

BT A

° o AN s’c‘}
SHEANAON Y e Sl
b '§‘~»?3‘%.:%

(20

T,

¢

HL e AR

é‘é‘g .“

.}‘)\M,v !

’E g?fé"*‘mwlﬁ\ll'l’i,f)481 ﬂTESﬁPQST&L“@SERVICE' SRR

o IEMPLOYEE oasém{Eu

ww?’% ’ﬁ”&&"’:‘%‘%‘«‘ﬁ»@?ﬁ» e

-ENPLOYEE SIGHATURE; _ » ) o o "ORSERVER:

. — ' ) . - 3
_ MANUAL DISTRIBUTION LDCs14/43 OBSERVATION SHEET

: DEFICIRCY CTROGLEM | | COMMENTS i i

1:Wasted Motion

Uniecesary body motion while casing

Shufling mail before casing

Casing from separate piles of mail rather than

picking up handfuls - cod
"Picking up less than a handiul of leliers of an_ . i
armful of flats

~N

Rest Bar

One fool on platform a1 all times ' S

{Proper positioning for distribution of mail

. IProper use of rest bar

3.kedye.-Loading il

,Single level of mzil on ledge - - ‘

{Stamps down and-to the back for felters

__Addresses facing the distrbutor for fiats

Distribution Fluidity - e

Le hand held al center of hody ot 45 degrae
angle about 5 to B inches from case Y . .

Does not tap letters before ¢asing a ol

Right hand used proparly to distubute anomM : Co
Holds flals in leR armi for distrbution :

Excess time scanning address belore casing . Lo

" %iCotor Coding ' T "

" TStandard Man! Color Code Uved (if spplicable) ¢ T

\Coior Code stnps disposed of propady T 1

_BiCase Assignment

lTnkmg first available or Tojacent c2so

iNon-mixing of Pref end Standard Mail

1
7.Case Sweeping

iProper placement of tray . . !

jNo talking with distributors

]Pulls sl mail from separation ’ - L

J {lousekeeping : ; i

Stores trays. after complation (nest hke luy., T i
label end to fivnt) R

No personal ilemns 3t 359 |

Removes strip labels from tray o S

INo trash on case or floor

. iNo displaying of postcards ot mail T ;

w

Talking

Keeps talkingto 2 minirnum

iContinues distrlution véile talking,

B0 [ O N D O

1Uses a lowered voice so as not 1o disturb others.: !

10:0ther items observed

Standardized Improvement Guide

05/19/00
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7.7 Vertfication of Distribution Performed, 26 Forin'3974

U8, FOSTAL SERVICE T T T VERR
. ) VERIFICATION OF DISTRIBUTION PERFORMED - . .
2. EMPLOYEE NAME (LAST, FIRST, M) . o ' S ) 3. SOCIAL SECURITY HO.
“3SCIEME T ' e §TOUR
. © VERIFICATION .
(Proficrency check not kess thatn once an accountng perod for eash schemeemployee) .
- ~ TTTTTEHECK. 1Y) i
DATE . SCHEME . . : CHECKED ) ) i
OF _PRO-, I HON:-SCHEME HO, OF L% BY PASS © FAIL REMARKS
CHECK FICIENCY ACCURACY | PIECES * | CORRECT [ (INITIALS) L .
: ~ () ' o
a b c d . f q h : 1
o @
|
[
K
|
2 - i
. : "~ SECOND PROFICIENCY CHECKS .
7. ’ . - : “(Two weeks afler 8 scheme proficiency checlg fa'lure)
' ) THEC T
: o DATE b :
FAILURE OF NO. OF %o SUPERVISORS ) ) . T
DATE SECOND ©  PIECES CORRECT : HAE PASS FAIL ~ 'REMARKS.
CHECK - : . ' oL T

PS FORM 3974
Nov, 1979

Standardized Improveiment Guide _ _ - 05/19/00
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7.8 One -on- C_)ne qumunl_catx_on

Communications

Communications with employees at all levels is essential for a company to
‘prosper in ioday's fast paced environment. The company’s goals and
expectations must be communicated as well as individual expectations of
employees. | | A '

Communication works best if |t both parties have an opportumty to share and

voice expectations, concerns and recommendatlons

)' J

7.8.1 Definition

A “one-on-one discussion” is d'efned as individual communication lasting at least
‘one minute between the supervnsor and employee that discusses current
‘performance, expectations and goals.

One-on-one communication should take place at least once per week with each
employee. ' ‘

This can take place most anywhere while the employee is on the clock.

Some rules to remember are: _
Be honest to yourself as well as the employee
Let the employee know exacfly_ how they are performing
Let the employee know what is expécted of them |
Let the employee know the goals of the unit, tour and office
Let the employee know what role they play in aohlevmg these goals
Offer assistance where applicable '
‘Give the employee an opportunity to respond

Listen to the employee .

Standardized Improvement Guide ' _ ~ 05M19/00
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ONE-ON-ONE COMMUNICATIONS

Ofﬁce - I Plant:

Unit/Pay Location;

Date:

Manager / Super\}isor’(Print Name):

Brief summary of unit/office goéls and expectations presented to employees: |

4

Manager / Supervisor's signature:

ONE-ON-ONE COMMUNICATIONS (pledase print employee's na'me):

- Employee name & Date:

Employee name & Date:

Employee name & Date:
Employee name & Date:

Employee name & Date:
Employee name & Date:’ , : -
Employee name & Date: ' '
Employee name & Date:
Employee name & Date:
' Employee name & Date:
Employee name & Date:

‘Manager / Supervisor's signature:

Return to;

Due COB each Friday . 7 :
(Copies of this form are to be duplicated within individual offices / units.) -

Standardized Improvement Guide I " 05/19/00
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7.9 Pre-Tour Operational Checklist

__Manual Distrib_utio‘n

DATE:

SUPERVISOR NAME:

YES

INO

Determine available staffing

Check for unscheduled absences

Make necessary adjustments -

Count on-hand volume in operatzon and

o openlng/upstream

' Determine whether antlc:lpated volume is over or
| under daily projected operation

Communicate with prior operahonalsupervxsor

| about tour turnover rat ional

{"Communicate with prior operational supervnsor
| about staffing problems

Ensure necessary papen/vork and forms are
available

Check for proper equivpment se{-Up an.d labels

Meet employees to ensure they are ready to work
after clocking in

Give -employees their aséignménts

Make arrangements for mail flow from all sources -

All “NO” Answers Require a Response and Action

Actions Taken:

" Actions Needed:

Standardized Vlmproveme‘nt Guide | | 05/19/00
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7.10 On-Tour Operafional Checkiist

DATE:

SUPERVISOR NAME:

| Process mail in proper-sequence

Check that all personnel are working safely’

Perform case checks of employees

: Communrcate expectatlons to employees .

| Monitor drstrlbutron practrces

Communicate performance needed toward achlevmg
expectatlons to employees :

- Ensure stafF ing needs meet but do not exceed volume

Check and post hourly volume, work-hours and productlvrty
| for the operation

Check that machineable mall is culled and faced in trays for
automation

| Ensure only non- machmeable and nixie marl is processed ln -

the operatlon

" 'Check for proper labellng of trays and contarners

Check that full cells are swept

Ensure mail comrng from upstream operations arrives as
required

-Ensure mail going downstream operatlons is moved as
required

Ensure dispatch schedules are followed and all avallable mail |

is pulled for each scheduled dlspatch

Keep up with all requrred paperwork

Ensure good housekeeplng is marntalned

Contlnually verify volumes and staffi ing

_S_tandardized Improvement Guide

05/19/00
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Communicate the status of the operatlon throughout the tour
‘with other supervnsors

Supervise the operatibn ~ Keep unauthorized persons out

| Supervise employees to ensure they return from breaks as
| scheduled

Supervise employees to ensure they return from Iunches as

scheduled

| Minimize alhed labor

All “NO” Answers Require a Response and Action

Actions Taken:

Actions Needed:

Standardized Improvement Guide

05/19/00
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7. ‘11 Post-Tour Operatronal Checklrst

_Manual Distribution -

DATE

SUPERVISOR NAME:

NO

YES
Ensure all mail has been processed |f the next tour will |
continue the operation, make sure the operation is
prepared '
| Check case cells, contalners and any other equrpment |
used to venfy that no mail remains :
Ve‘rify that'all'd_ispatches were made as scheduled
Maintain good housekeeping and leave the operation in
a condition that will allow for safe operation by next crew
Set up the next operation/ tour
Reassi.gn e‘mployees as necessary
Discuss operation condition, mail availability and any -
| problems with the next supervisor -~
Complete all requrred reports and- paperwork
: Drssemrnate as requrred
All “NO” Answers Require a Response and Action
Actions Taken:
Actions Needed
Standardized Improvement Guide ~05/19/00




Breakthrough Productivity

Manual Distribution

8.0 Management Tool

Standard |
Operating
Procedures

~ Standardized Improvement Guide
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- Plan
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8.1 Standard Operating Procedures iiodel
A standard operating procedure (SOP) is an organized and detailed acco’unt of

processing activities performed wrthrn an operation. SOP development shouid be a
joint effort between Plant Operatlons and In-Plant Support

An SO'PI‘sh'ould"have a standardized format and should contain information that is
tour specific. Each tour should know the fOllowing:' '

» _ Whroh mall types it is responsible for prooessrng and ﬁnalrzrng .
o Where its mall comes from

o The expected arrival time of the mail .

o .‘The average d_a‘ily volume |

o The planned start of operations

An SOP should contain contingency plans.
An SOP Shomd. contain operational set-up }di‘agramsz : N
. What_ equipmenf i_e'ne_eded} 3
. s Where it should be Aplao'ed.
. _Whaf time it needs {o be set up
. Who is responsible for eetting it up |
Supervisors should review the S.O‘P periodically and update 'as necessary Sops

should be reviewed with employees to ensure clarlty and understandmg of the duties

R and responsibilities of the operation,

Standardized Improvement Guide oy : 05/19/00
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5, FLOW OF MAIL .

Sources of Manl (Operatxons & Locations)

'''''' '. . \\""ﬂ A «w

DownﬂowlDestmauon of Mall

‘Initial SuppértEqixipment*‘» -.‘- : -'_'-: o

Number & Type of Machmes Used Daxly
(WeekdaylWeekend)

¥y ,v:_".,ij_."..,...:.7 PROCESSING TOOLS .

AutolMecthanual-Sort Planlease Dlagrams

AR - . e e ~..' W
. . .
R EI N . . S, P ) ‘v’" iy

S 8 ‘ROUTINE OPERATION

Begln Tour Routme

S:’oe Specnﬁc lnformabon

4'.:.‘.«,

'Safety S coene s ek

Schedulmg of Breaks & Lunches

v ET
‘.v e

Smfﬁng (Referto atﬁached employee roster, mcludm

craft, overtime: desxred hstand sources for: rehef)'

End Tour Routine:» 1.+ .. - LA '.'j.'“ .

5. UNIT(S) oF t:c')um,r_v;

10.CONTINGENGY PLAN 5+ . /7,

Standardized Improvement Guide

05/19/00
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8.2 Operating Plan

The operating plan proVides an approach for planning mail-processing operations to meet
service commitments. Jt provndes a method for ‘examining the interrelationship of each |
operatlon A facility uses its operatmg plan to efficiently process and move mail from one
operation to the next. It takes into.consideration the equnpment being utmzed and it's
processing capabilities. |

An operéting plan includes the follow'ing for each operation:
» Current mail arnval profile is determined by the time the mall is recelved This is used to
~ détermine the operatlonal start-ups and stafﬁng levels.

° Average daily volumes are determlned by a collection of data over a-minimum 30- day
period. This is used to estabhsh stafﬂng processmg time, dlspatch time and
transportatlon

o Planned start time is the time an operatlon should normally begm based on mventory
~and mall arnval prof le data, '

‘s Critical entry time (CET) is the latest time committed mail can be reeeived inan
operation and stlll be processed before clearance time. CET lmpacts staﬁ' ing and

mallﬂows

'« Clearance time (CT)is the Iatest time commltted mail can clear an operatlon for
Proper dispatch or dellvery

- Standardized Improvement Guide R ~ 05/19/00
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 Operational Image Management and Mail Flow

An Operétional Overview includes the following:

| Show the changes in mailflow at the Plant,
. Describe RBCS candidat_e volumes
« Discuss effective placarding techniqués
. Dlscuss effective’ stagmg technlques '
(3 ldentlfy ISS and OSS special handhng requnrements
e Discuss IPSS System Leakage =
y * Discuss LMLM operations . -

Processing Operations 5/10/00  units-2



IMAGE FLOW & MAIL FLOW

-I—b- -

BASIC WAYS MAILFLOW HAS CHANGED
Processing non'readablé n{ail on ‘automation;

‘Flowin‘g script mail frorm an AFCS Input Subsystem to. an Output Subsystem; .

. Separating up to 7 stackers of 5 -Digit barcoded mail on MLA* and MLB Input Subsystem
| Staging and holdmg nonreadable and 5- Diglt mail for Output Subsystem processmg,
Flows involving the Leﬁer Mail Labellng Machme

| Flows involving the Special Handllng Stackers from the MLOCR Input and MPBCS Output
o Subsystems

Processing Operations 5/10/00 o © Unit3-3



The first major flow change involves the flow of scrlpt mail from Advanced Facer/Cancellers

Volumes should receive image lift at the AFCS as is lllustrated below, and flow to OSS as
- FHP. : '

L ORIGINATING AFCS/ISS OPERATIONS

{ SCRIPT

A similar change occurred in the ISS flow of unresolved mallpleces These mailpieees no

" have their i lmage llfted they ﬂow to an OSS. "
NON-AFCS/iSS ORIG/NA';TING R ~
" MAILFLOW ‘

¥ .b""!"ﬁiu'i"f‘: g ERSPR

|scripT | |EENRICUES

Processing Operations | 5/10/00 - | R Unit 3 - 4




| - DESTINATING OPERATIONS

" Destinating )
| 873/ 874/875 |
“Jackpot g

"DESTINATING MAILFLOW

~ 5-DIGIT MAILFLOWS
883 | v
: . pt— 5-Digit

J FHP
Jackpot

Y
.5-Digit
- FHP
~Jackpot

'Y 5-Digit
9999-55
Default

y S5-Digit
9989-55
De_fauit

885 |-—fir

Jackpot

5 Digit Secondary Bullpen

Processing Operations : 5/10/00 ~ Unit3-5



- CANDIDATE MAIL FOR RBCS IMAGE LIFT

ORIGINATING MAIL ' DESTINATING MAIL

ALL Machineable "‘_*ALL*Nonbarcoded Mail
‘ Volumes |

 ALL 5- Dlglt Barcoded Automated |
e Zone Mall |

-Have mailhandlers in the breakdown area
| ‘keep an eye out for trays containing no ID
. tags. These non-barcoded. fzrays are .
- considered candidate mall for image llft on
“your OCR / ISS! - |

Processing Operations 5/10/00 » Unit3-6.




Mailp’iece image flow in RBCS begins with the first component - the 1SS _

THREE CATEGORIES OF MLOCR/ ISS MAIL |

M. McChntook
2730 Cuiet Wooda b -
Faidax YA 2203

Angals Borwsl
4724 Lncoin Ave HW
Geand Rapids M| 495441878

RESOLVED

- e D T R E AT YT . .
L3 Y TSV - =
RIPE RibioWinde do - . ;:i
M & e A AR08t o Fal JLEER,
L Angela Bo:weﬂ :

4724 Lincoin Ave NW-

GmndRupHsMH?S’H ' .

RESOLVED

~ UNRESOLVED

There are three categories of I‘S‘Smail:

« RESOLVED |
. PARTIALLY RESOLVED'

e UNRESOLVED

What would a Resolved mallplece be?
One that has reached its finest Depth of Code either 9-Digit, 11-Digit,
5-Digit Uniques or 5- -Digit Non-Automated Zones wuth a barcode and

ﬁnaIIZed to an accept stacker

What are Pa_rtlally Resolved Mailpieces?
5-Digit Results on Mailpieces

What are Unres_olved-MailpieCes? -
Read Rejects. ,Mail with no Partial Results

5-Digit results come in3 categones 'What would they be?

UNIQUES . OCR/ ISS identifies and does not send to the REC.

AUTOMATED All are sent to the REC for coding.

NON-AUTOMATED  OCR/ ISS identifies and does not send to the REC,
‘as these are considered resolved.

Processing Operations ' 5/10/00 B | o Unit3 -7
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THROUGH THE |

llmhluuulmﬂ

SRR

B

‘Angeie Sosws
AT2¢ Lincdin Ave BW
Crand Raphis M 40604

_ IMAGE PROCES;SING,SUBSYSTEM o

Remember maxlpleces that go through an ISS get an ID tag pnnted on the
reverse side (except for FIM mail on the AFCS/lSS) and ALL MAILPIECE
INFORMATION  is compressed into a file by the STORAGE AND TRANSFER
PROCESSOR (STP) on the ISS. The STP compressed image. files contain
image information and their assigned ID Tag. These files are temporanly
stored in the STP until the OCR lookup result is determined. :

)

Images will be deleted from the STP for mallpleces ﬁnahzed in the lookup -
process. OCR / ISS software has. the ability. to determine which zones are
Non-Automated or Unique and considers them -as “finalized” so that the |mage
does not go to IPSS. ‘

. The STP can buffer up to how many images?
28-35,000 Images can be buffered. Based on average. |mage suze
expect apprommately 30,000 lmages : :

Processing Operations - 5/10/00 - ~ Unit3-8




“STACKER KINDS” PROVIDE FLEXIBILITY

Partial
~ 5-Digit .
- “Ovemight”

Partial
5-Digit -
“World”

B

At the Plant (dependmg upon the. OCR / ISS sort program) normally all mail that
receives 5-digits fall into a bin designated as an IPSS image lift bin. MLA* and MLB-

be held out.

ISSs can separate 5-digit into multlple stackers so Uniques, Non-Automated, etc., can -

Unreadable letters or unresolved mallpleces are sent to a separate stacker and staged

to await further processing. There can be separate containers for these two mail types
labeled with placards.

Processing Operat'ions | 5/10/00 ' : .. Unit3-9
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LABELING AND PLACARDING AT IS$

Cohtainers_
Mail Type
lSS Number

Time of Last Tray
» H;rgh or Low Priority

EFFECTIVELY PLACARDING MAIL FOR STAGING
~ INAN RBCS ENVIRONMENT |

Placarding mail’ containers, /abe//ng trays and labeling stackers on Automated g

- equipment is a stgnlf cant step /n RBCS mailflow management

At a mlnrmum the placard for the contarner should identify the foll'owing:
- Mail Type - -
.- 1SS Number
Time of First & Last Tray Processed
.‘Next handling .
Hrgh or Low Prlonty» -

G W

'Coordrnate colors for placards on the stagmg contalners with the stackers on Automatedﬁ

equipment and possibly next handling flows as well.

o label the first and last tray in each mail container with the time they were processed on the |

188, This will allow informed decisions on when to begin processing the mail on the 0SS,
All clocks chosen to "time" the. trays of the placards should be synohronrzed to the ISS/IPSS
System clocks. . : :

» When placing trays of mail into mail containers from the ISS consrstency is the key whether
containers are filled from the top down or the bottorn up. :

Processing Operations _ 5/10/00 ’ o g Unit 3-10
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Now that the mail has been run through the /SS and is /so/ated it is time to wait for the image
“to flow through the RCR and the IPSS. :

,Staglng Mail for RBCS Processmg

There are two methods of staging Rejects and 5 Digit coded mall from the 1SS for processing
on the OSS _

1.  Jackpot Staging-
¢ Every Reject tray and 5 Dlglt coded tray is Jackpotted into the same mall container for
staging. '
o FEachtrayis |dent|’r"ed as Non barcoded or5 Dlglt coded.
2 Stacker Staging
» Two mail containers exist.
* 7 One for Non-Barcoded mail.
s The other for 5 Digit coded mail.
e It can assist with contingency - planning. -

Other Sources of Mail for Staging

5- Digit Jackpots from destinating prlmary/secondary for ISS
. Processing
LMIL.M candidate (noise in barcode clear zone)
Labeled mail (from LMLM) for OSS Processing
: AFCS ISS Malil |
-Mail Processed on High Priority through the ISS
'Return-to-Sender volumes

Processing Operations 5/10/00 ' ‘Unit 3 - 11
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MLB/A* 1SS SPECIAL HANDLING NOTES

The A* has the ability to a881gn "stacker kinds". Every stacker on
| the A* is assigned either an "N" for Normal processmg or an "R" for
RBCS processmg

In the 1SS mode, with "N" stacker kinds designated. 3 and 5 Digit

mailpieces will sort as if they were in the OCR mode. " (i.e. No
image will be sent to the Remote Encoding Center.) In the 1SS

| mode, with "R" stacker kinds designated, 3 and 5 Digit mallpleces |

-will sort into the assigned stacker and images will be lifted and sent
to the RCR and then to the Remote Encodlng Center ' ‘

| Up to seven bins they be assigned with the "R“ stacker kind to allow

| processing priorities and mail flows from the 1SS to the OSS.

Processing Operations §/10/00
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MLB/A* 1SS SPECIA

L HANDLING CODE REFERENCE CHART

SORT

NAME OF _ v “NEXT
CopE | SpecIAL SorT: | DESCRIPTION PROBABLE CAUSE - SPECIAL CONSIDERATIONS | HANDLING
c | ISS Reject - Unreédable . "Hot envelopes, faulty ID .| Flows td LMLM and labelis | LMLM back
g Fluorescent ID Tag | Tadg Printer orID Tag on reverse side of mailpiece | and OCR/ISS
Reader _' : “for reprocessing on ISS;
Same as Read Reject
L Stacker in OCR Mode.
F Foreign OCR recognizes Mailpiece has foreign. This flag is.no fonger valid Unassigned Bin
: Foreign Address on | address _In 1SS mode. Parameter (if flag disabled)
Mailpiece : settings and/or software - ' :
enable image lift for Foreign
Mail,
1. ID Tracking Tracking Errors ' Mallpiece is fost by the Note: ‘Not caused by 0Sss
‘Errors through the OCR “tracking function of the PostNET or:D Tag Quality;
' : ‘ o ISS , “similar to Mechanical
.| Rejects.
N f" ' . N . .
J Jet Printer _ Printer lock (no 1JP is inhibited until Mail Examples: Jams, Frequent | 0SS
Reject - PostNET barcode * | Transport is at correct Stops and Starts,
sprayed on speed : S
mailpiece)
J | PostNET ' Unreadable Faulty IJP and smeared | Examples: Jams, Frequent | 0SS
Verifier Errors. barcodes in barcode | barcodes Stops and Starts,
" | clear zone o
N ISS Non Mailpiece that the Unreadable due to Up to tf\ree Overflow 0SS
PostNET . OCR could not read | mailpiece characteristics stackers can exist, ' )
R | OCR Reject Read Rejectinthe | Mailpiece thiat the OCR - | This flag is not used inthe ~ | OSS b
) . © | OCR Mode could not read due to 18S mode, however )
’ maifpiece address - ~volimes should be
» characteristics -validated, -
T |OWdIDTag | ThedateintheID | Loop Mail. Threshold defautt on ISS is | Manual
: ; Tag excéeds the 5 days. Can be adjusted by
expired date- Maintenance. Old ID Tag
pregrammed into - mail must be isolated and
the ISS. verified. .
U Unassigﬁed © | Barcoded ... o Programmed by In-Plant | Note:. All ZIP Codes and Sortplan with all
: . mailpleces and Support personnel; Also Special Sort Codes should ZIP. Codes
Special Sort Codes - | known as Out-of Sortplan | be assigried to a sort assigned
that are hot o program.
‘| assigned to-a bin in_
a givensoriplan .-
* Combinations of Special Sort categories may be jackpotted at each site by subsequent handling.
5/10/00 Unit3-13
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0SS SPECIAL HANDLING CODE REFERENCE CHART 1

o NAME OF *NEXT
SPS | 0SS SPECIAL Dsscmpn.on . PROBABLE CAUSE Spscw. CONSIDERATIQNS HANDLING/. - .
Flag |. Cobe SORT : : TOLERANCE |

1A |'NOT" | NolDTag | O8Scouldnot Mailpiece-has not .| Large volume may indicate . | OCR /1SS
-|.found in = locate’ID Tag been through the local *| an internal mailflow problem, |-
.| DSU | when it quened IPSS, data'has been - | procedural error.or system - | <.5%
' the DSU * | lost by the'system, - . |-malfunction. Note: Mail will | .
purged by the'user, | 'beroutedto this stacker if
A misread by the 0OSS. | ISS:STP dlsconnect oceurs.
B MSF Misfaced | DCO Keyed Misfaced mail fed into . | Must-be faced prior to - Reface.and
' | ‘mailpiece as . ISS; Could indicate a | subsequent handling; IS8
misfaced problem with AFCS Ensure proper:jogging
Mail Preparation I procedures. <2-4%
C' |'DBF | Double -1 DCO keyed Problem in1Ss feed | Large volumes may sngnal . |:OCR /188
» Feed . - ‘mailplece as a section-or mallplece is | 1SS feed problem or jogger | - -
: ~double . physically attached “problem.- <1%
D . |NOZ |Nozip IPSS could not Deficient directory or | Problem mailpieces should | Manual -
 Found by obtain a ZIP,,.. customer addressing | be copied and given to DAS |- '
| IPSS match using the problem so they'éan determine . < .5%
national directory directory rélated problems
with the address 1 vs. customer addressmg
and city/state problems. -
information keyed o
by the DCO. ‘
E TMO | Time-out. 0ss quened the | Possible system | Large.amount can exist, if - | 0SS
‘DSU and did not problem due to " .| so notify Maintenance. '
receive results in oommunicatjon error S < 1 A;_.,,M "
timetospraya = | with DSU L .
_PostNET.barcode
on the mailpiece
F URT | Unreadable | OSS ID Tag Interference in ID Tag | Large volume could signal . LMLM back -
: IDTag ~ * |'Readercould not | area,faulty IDTag | problem with 1SS ID Tag and OCR /"
| read ID Tag™ printer at ISS or -Printer or OSS ID Tag ISS -
o problem in ID Tag Reader. The back of
Reader ‘ | mailpieces would be labeled <2%
. through the LMLM : |
G | VER . [PostNET - | Incompleteor = | Intérferencein - High \/olume may signal. LMLM front
' © | Verifier poor quality Barcode Clear Zone .| problem with ISS or 0SS and 0SS
“Error barcodes are ' | or malfunction in ISS | IJP or WABCR."
S rejected by the | or OSS IUP or R 9.5%
OSSWABCR | WABCR -
I H HDR | Header Only | DSU contains System problem: Very rare occurrences. OCR/ISS
o Header | Used internally by - :
| information only IPSS
Processing Operations 5/10/00 Unit 3 - 14
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OSS SPECIAL HANDLING CODE REFERENCE CHART 2

NAME OF *NEXT

SPS | 0SS SPECIAL DescripTiON PROBABLE CAUSE SPECIAL HANDLING/

FLAG | CopE- | SoRt " CONSIDERATIONS TOLERANCE

| FGR | Foreign Mail | DCO keyed Manlprece had forelgn Flag is no longer valid in Unassigned
mailpiece as address 0SS mode. MLOCR Bin (if flag
Foreign Parameter settings and/or disabled)
1 software enable image lift
for foreign mail.
J NOI Unreadable | DCO identified Problem with image Image monitors on 1SS can | Manual
Image mailpiece as . transfer, ISS scanner, |.reduce these volumes. :
having an uireadable to human p <2%
unreadable eye.
address
K ZNR ZIP Not Yet | OSSrequested a | Mail was fed too eady High volume signals a 0SS
Resolved ZIP.Code and no 'at 0ss ' problem with intemal
result yet exists in mailflow control or incorrect
r ‘DSU placarding of staged mail.
L ZPR ZIP Partially | OSS requested a |. Mail was fed too early | High volume signals 0SS
, Resolved -ZIP Code and at0ss problems with intemnal - :
only a partial (5 : mailflow control or incorrect
Digit) existed in placarding -of staged mail. -
. DSU producing a
5 Digitresult :

M. | OLD | OIdIDTag | The dateinthe ID | Loop mail Threshold default on 0SS | Manual
Tag exceeds the L is 6 days. Can be adjusted o
expired date ' by Maintéenance. Old ID <1% - -
programmed into Tag mail must be isolated o
the 0SS and verified. : e
computer

N [OTH | Other | Notimplemented | N/A Reserved for future use. N/A

* | NOC [No - Mail that the OSS | .Incorrect mail OSS'ID Tag Reader or OCR/ISS
PostNET could not see an | processed on 0SS, WABCR may need
Barcode ID Tag or double feed mail or | adjustment; Could also
and No ID PostNET Code improperly fed mail. -signal.internal mailflow - -
| Tag BN : : L problem or operating
' discipline. :
* | NOR | PostNET Mail that the OSS . | Incorrect mail OSS:ID Tag Reader or ISS | OCR /1SS
: Barcode could notsee an | processed on 0SS, ID Tag Printer may need
"Errorand. ID Tag and - double feed mail or adjustment; Could also
No ID Tag PostNET Code improperly fed mail signal internal mailflow
was a Read Emror " problem; Poorly printed
pre-barcoding may be a
factor.

Note on URT, NOC, NOR:

Processing Operations
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- Comb’inatioﬁs of Special Sort categories may be jack'po'tted at each site by s‘ubsequent handling.

IfID Reader problems are suspected, volumes should be
reprocessed after mechanical adjustments to avoid System
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.. LMLM AT THE PLANT |

Another piece of equrpment that is orrtrcal to RBCS is the Letter Mall Labelmg Machme or LML
~ The LMLM allows mailpieces rejectecl because of non’ readable barcodes or ID" tags to b- ,;
reprocessed through Automatron ' : . ‘

_ 'The LMLM applles plaln whlte removable labels to the barcode clear zone on letter mall All OSY‘
Postnet Verifier Rejects should be processed on the LMLM S e

The desrgn of RBCS allows marl that cannot be successfully sprayed wrth a PostNET barcode rea
and. verified on the first pass by an 0SS to fall into a Special Handling bin to be rerun aft -

application of a'label from the LMLM. This keeps these letters in the automated marl stream on |

“operator is requrred staff ng for the LMLM

The LMLM is norrnatly the dlreot responsrbrllty of the Automatron Supervrsor and ts operated by ma
processors : , ‘

The LMLM is an mtegral part of RBCS mail flow . and failure to effectrvely use this equrpme

~increases system leakage. The LMLM mail flows and all other RBCS assocrated ﬂows aretob

monltored to assure service is not negatrvely 1mpacted

Besrdes extraneous prmt or customer writing in the barcode clear zone, a great deal of PostNE ‘
Verifier Errors come from bad barcodes. - For example:

» The “A” Field being printed low on the OCR/ISS and the "B’ Field too hrgh on the OSS

* “B” Fields overlapping or too close to “A” Fields.

+ Feeder problems causing the “tail end” of the barcode to be sprayed on the next letter -
* The OCR/lSS and OSS barcode quality should be checked regularly during mail processing.
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SYSTEM LEAKAGE

s

Images In vs Decisions Qut

Final Day Statistics Report T
Inverse of Image Efficiency il

Mechanical Rejects Flow

,} SR | The System Leakage Goal is Iess than 5%

Four major items which cause Leakage are LMLM Candrdate Mall not
being handled correctly, 1SS Mechanical Rejects not being flowed
correctly, IPSS system resets and mall culled at 0SS feed operatlons

_ Slmple rlght'?' Why is leakage important? Because it represents “wasted
- labor”, since-keyers worked to resolveé an image and the “work” was
- never retrieved. It also means that some items were diverted from
: 'automatlon causmg processmg ln more expensuve operations.

Processing Operations | 5/10/00 ' - Unit3-17



CONTROLLING SYSTEM LEAKAGE

Special Hand

ling Codes Affecting Leakage

Leakage is caused by many things, including 1D Tag read errors on the 0SS, (/f you

can't read the ID, you can't retrieve the record!). ‘When Leakage is excessive, it is
usually due to mail flow problems where mail captured on an ISS is sent to alternate

distribution operations or dispatched instead of being run on'an OSS. This may be

unintentional, since it can be caused by inconsistent sortprograms or poor labeling

of trays and containers. Keep an eye on your numbers and.look for trends. -

Processing Operations
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SORT | NAME OF SPECIAL
EQUIPMENT CODE | HANDLING IMAGE LIFT | TO ELIMINATE SYSTEM LEAKAGE
MLB / MLA* NIG. Process through 0SS
- I_SS : E P .
; MLB/ MLA‘ | R-Stacker - Process thf0ugh 0ss
foMBAMLAC | 0| Possibly | Process through OSS; approximately 30% of mailin
[ 08§ ' E Rerun through OSS; if sorted to accept stacker, Leakage
et o for this mail would be ‘eliminated
0SS - N CF Impossible through processing; Operational Maintenance =
o ¢ g is needed to eliminate problem during processing '
. 08Ss v G ?;l‘ébssibly LMLM Mail and rerun through OSS: if sorted to accept i
L : | stacker, Leakage for this mail would be eliminated
K Yes Rerun through OSS; if sorted to accept stacker, Leakage: -
o : _ : Vo | for this mail would be eliminated o I
088 | L[ ZIP Partially Resolved Yes Rerun through OSS; if sorted to accept stacker, Leakage |
o . S for this mail would be eliminated : »
0ss NOC " No PostNET Code and Possibly Operatidnal Maintenance can assist in correcting the ﬂ ‘
’ » No'lDTag ‘ : - | problem, otherwise check operational discipline ... ... ., _
0SS " NOR Post_NET :C'ode:Error, and | Possibly | Operational Mainteh‘anéércan assist in corredin,g the' '
- | NolDTag ‘ ’ problem, otherwise check operational discipline




Other Potential System Leakage

Candidate Mail

ISS. Mechanical
| Rejects

| Reboot (Cold -

| Start).

| processing day.

FACTORS ,

CREATING CAUSE OF |LEAKAGE

LEAKAGE | :

LMLM: Labeled mail .is . never re-processed through ~OSS.

Lifted image may exist; could process through OSS
instead of L o
1. Rerun on ISS and thereby create another image

performs a Cold Bb‘ot prior to OSS processing.  The
Tesults are deleted from the Decision Storage Unit.
Potential for occurrence is usually at the end of a

‘Unlabeled .:mé‘if‘%;;;p,roc;essed through LMLM ‘and flows to|
“'MPLSM or Manual : o

iSSI;proCeSsed ‘mail is.bein'g staged and“'Méiht‘e‘nance. |

A site should always average less than 2% ID Tag Rejects on the
OSS, and strive for less than 10% PostNET Rejects in an originating
~operation, (except during the holidays as holiday mail causes both
numbers to go up). If the numbers start to exceed these, look at the
quality of the barcodes, both ID Tag and PostNET. The ID Tag must
bé perfectly vertical. This is the easiest ID problem to spot and fix.

Processing Operations
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RBQS SYSTEM LEAKAGE FORMULA

( : IMAGE LOSS="
(IPU IMAG PROC+RCR 11/9/5 DIG RESOL) -(O88_IMAG_PROC-0SS_SCC FINAL)

IMAGE LEAKAGE=
(IMAGE LOSS/IPU_, IMAG PROC+RCR 11/9/5_DIG RESOLV)"100

IMAGE EFFICIENGY=

L o 00- IMAGE LEAKAGE o J
o ) | ENTER VALUES BELOW

B 1 - o
IPU_IMAG_PROG. ~ ENDOFDAY  "IPUIMAGES PROCESSED".
'RCR11DIGIT RESOLVED - END OF DAY ' *RerMtDIGIT
RCR'9 DIGIT RESOLVED - ENDOFDAY - CRORSDIGIT* [ TZEVE]
RCR5 DIGITRESOLVED ~ ENDOFDAY  "RCRSDIGIT*
_OSS__IMAG_*PROC & END OF DAY . 0SS IMAGES PROCESSED"

| THESE 3 FIELDS REPRESENT THE oss SCC_FINAL FIELD o
ISS 11 DIGIT RESOLVED OUTPUT PROFILE SUMMARY o ""_1 DIGIT (ISS)" ‘

1SS 9 DIGIT RESOLVED ~ OUTPUT PROFILE SUMMARY DT gssy - [T
© 1S5 5 DIGIT RESOLVED OUTPUT PROFILE SUMMARY .. "5 DIGIT (ISS)" [ Ts5] )

- | IMAGE LOSS ) MAGE L _
1PU_ IMAG PROC = 351,309 | | IMAGELOSS . 21,467
RCR 11/9/5_ RESOLVED 158,363 - IPU_IMAG_PROC . - 351,309
 OSS_IMAG_PROC : 514,399 | 'RCR_11/9/5_DIG_RESOLVED . 158,363
OSS_SCC_FINAL " 26,194 , , - -
IMAGE LOSS (PCS): - 21,467 ) ' LEAKAGE (%) : 4,2 J

(EEFICIENCY (%) 958 )
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|fotal_processed_ipu: .- Total number of i lmages processed at the IPU. Data
'tot.a_l;p;oces's_ed_.os's: S ~ Total:number of images processed by the:OS8S's. Data

- |oss_scc_finalized: — Total number of images processed that were finalized |

image_loss (Image Leakage) = total Jrocessed_ipu+rcr_1 1/9/5_dig_resol (minus)
‘ '(total _processed oss (minus)oss_scc_finalized)

image leakage = (image losslipu_ lmag proc+rcr 11/9/5 d|g resolv)*'tOO

- Image eﬁ'crency (Image Ratlo) 100 - (image_ Iossl total__processea' rpu) 100

feld can be found on the End Of Day Report.
“field ¢an be fotind on the End Of Day Report

. o bysubsystems (|e RCR, VIP, FPM) other
than the'IPU.

Thls data f'eld |s not on any reports

- The number of i tmages keyed at the IPU (fi nallzed by the VDT) that were not processed at the

0SS, or not successfullv processed at the OSS due to OSS time-out or POSTNET errors. Since

images can be finalized by any one of the following subsystems, VIP_P, FPM_P/R, IPU, and

RCR, the IPSS report software has to keep an- internal variable to keep track of the 0SS
processed images which were not finalized by the IPU to serve this purpose. The user can also
use the formula above to calculate the Image Loss value close to the one on ’(hlS report.

'WHERE

ImagesProcessedIPU can- be found in this orthe EOD report in- Summary mode.
ImagesProcessedOSS can be found in this or the EOD report in Summary mode.
##-DigitlISSTotal and ##-DlgltRCRTotal values can be found in the Output Prof le report in
-Summary mode.

v e X AT T T R e R YL AT T G N A DRV 19%C]
v ; :,s, 4 é‘k‘;‘ }‘ o ; X afen )

‘ S A /SN AN & R it o

i ST S b A B T2 3 e o ,

D T

The percentage of lmages keyed at the IPU that were successfully processed at the OSS.
The inverse of this number equates to system leakage.
ImageEff = 100.0 - ( lmageLoss / ImagesProcesseleU 100 0 )

Processing Operations 5/10/00 ' Unit 3 - 21

ol



STEPS TO LEARNING HOW TO READ A POSTNET CODE

1 ‘Barcodes begin and end wuth Frame Bars (the frst and last tall bars) to Idenllfy the field.
2, Five bars (excluding frame bars) = one dign of the ZIP
3. Ofthe five bars, two must be tall and three mustbe short,

4, Each ofthe five bars has.an assigned value:  7-4-2-1-0 -

ARy
5. Add'the numbers of the two tall bars'to ﬁnd
the digit of the ZIP: ) S 7+2=9

: Remember“ Two tall bars inthe 7 and 4 position must always equal Zéro.

6. The lasl 5 bars (before the ending frame bar) will be a correction character (cc) and is not
a part of the ZIP itself, it allows us to correct errors in the barcode, if possnble (see #8),

7. Once ermre barcode has been décoded, all the digits wlthm the barcode field (ZIP + CC),
‘when added together. must equala multiple of ten:

‘ : v 449+5+0+4+8 = 30

8. M the barcode soner cannot delermme the digit based on the five bars, it will add all the digits
it can'read and deductfrom the next mumple of ten to determine the missing digit information:

a0 :

4494740444825 - 25
5 ls the missmg digit) 5

THE HUIVIAN READABLE FORIVIAT

M. McClintock- -
2738 Quiet Woods Ln -
“Fairfax VA 22033-5055

- Angela Boswell S
4724 Lincoln Ave NW ..
Grand Rapids M1 49504

12

| 49504 1 4509

REPRESENTS CARRIER I D.
FOR MAILPIECE.

SOURCE IDENTIFIER
MARK REPRESENTS THE
, , CODINGPLATFORM THAT
‘ N L FINALIZED MAILPIECE
REPRESENTS THE NUMERIC BARCODE
SPRAYED BY THE EQUIPMENT
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FIELDS OF INFORMATION ABOUT POSTNET BARCODES

FIELD - BARCODE # OF . HOW BARCODES CAN
NAME REPRESENTATIO BARS BARCODE CONTENT EXIST ON THE MAILPIECE.
A 5 Digit ZIP 32 F\5 Digit ZIP\GC\F Can be used alone or with BB+
' : Field:
B Sector Segment 37 F\Zone\SecSe*Q‘_CC\F' = Must be used with an A Field
B+ Sec\Seg & Del. Pt. 47 F\Zone\SecSeg\DP\CC‘\'E ' Must be used with an A Field
C. 9 Digit ZIP . 52  F\5 Digit ZIP\SeCSeg\CC\F * Canbe used by itself
C+ Delivery Point 62 F\5 Digit ‘Can be used by itself
: ZIP\Sec8eg\DP\CCIF
Key: . F=Frame Bar
SecSeg = Sector Segment (+4 or Add-on)
DP = Delivery Point . M
CC= Correctlon Character (Check Dlglt)

Processing Operations.
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* THE DELIVERY POINT BARCODE ||

M. McGlintock : ,
2738 Quiet Woods Ln S : ’ Ey
Fairfax VA 22033.5055

Angela Boswell .
4724 Llncoln Ave NW

SCF ZONE _-tj'e-?-‘S‘E@;’FQR“SEGMENT' ~ DELIVERYPT CC

TIPS FOR A QUALITY BARGODE OPERATION

Implement penodlc checks of barcode print quality on the ISS and OSS throughout all
processing runs. The print quality check should include the Verifier Reject stacker as well ,
as spot checks of other sortation stackers Thls dlsmphne should apply to all barcode
printing systems. | _

Estabhsh periodic cleanlng lnterva!s of Ink Jet Printer prmt heads of the.OSS throughout

- all processing runs. This also applies to MLOCRs and 1SSs,

Train all Automat:on Supervisors and Mallprocessors to recogmze poor quallty barcodes :
and immediately report to Mamtenance

Reinforce Area Assurance responS|b|ht|es of Maintenance personnel regarding momtonng
machine performance, barcode print quahty and acceptance rates.
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SOURCE IDEN 7 IFIFR VIARKS L
R

- v / oo
IR . . H

RO 22 AN T OB O B I P W STt R OK, Pk i i ’-:J R S P T A oo

49504 /_’ 4509 12

IPU

MLOCR/ISS =~ -(MINUS)

RCR / HWAI e
- MLOCR CO-DIRECTORY >
" MLOCR CO- PROCESSOR X
LOWCOSTOCR |
"MAILER - AUTO
CoOA - :(COLON)

no
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Unit3-25

A



'HAVING QUALITY AND CON’TRQL’ OF BARCODES

~An understandmg of the Machine Accept Rate (MAR) indicator on the OSs
can be a useful tool for supervisors and Maintenance personnel in
determining existing . problems and can help-in lmprovmg the quality of -
barcodes. . .

0SS Machine Accept Rate (MAR)

S (Total Pieces Fed - Non-Reads)
0SS MAR = ‘ '

Total Pieces Fed x 100

Ways to Increase the Machlne Aocep‘t Rate

,Jog ALL mall ' ' ‘
Check WABCR Fiber Optic Bundles for Dust and Blocked Aperture Slot
Check WABCR for Misalignment

Check Tracking and Feeder : T - -
Check Belt Conditions - . ' o e
Check Supporting Foam Roller in Front of the- Camera '

Check Read Window Photo Cell -
Check 1SS ID Tag Printer

Check ID Tag Reader

e 6 @ 6 ©.06 6 & o

Non-Read Mailpieces Vs No Code Mailpieces. -

A Non-Read mailpiece occurs ‘when the OSS can not see an ID Tag and a
PostNET barcode can not be decoded.

A No Code mailpiece occurs when no potential PostNET barcode exists on
mailpiece. This can effect the Gross Accept Rate (GAR).

Processing Operations i S | 5/10/00 . A - Unit 3 - 26



Non-Read Mallpleces and What They Mean

Frame BarM:ssmg o Mallpleces with -an" error in the|
‘| Frame Bar of the barcode.{ |

Unresolved “ | Mailpieces in which the barcode §
‘ could not be resolved.

wa__;:Digit'_Error_ - B Mai'lpieces with two errors in the
- . barcode which was found and not
corrected. '
Less than 32'Bar's_ | o Mailpieoés‘in which the potential
' | barcode - contamed less than 32
bars.
Checksum Error Mailpieces; sorted in which the

barcode did not contain a PostNET A
barcode pattern in the checksum| |
area. A ,

Too Many Bars .. o Mailpieces in which the barcodee'g—;dv—,.;
o o rexceeded the - number of bars
allowed for decoding as a PostNET

Barcode.
Unknown = - | Mailpieces in which WABCR could
‘ | not  process  the ~ barcode
information. ’ ‘

OSS Gross Accept Rate (GAR)

(Total Pieces Fed - Read Rejects) a

0SS GAR = . _ .
Total Pieces Fed x 100
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| LETTER IVIAIL LABELING MA CHINE __

| Lo o == i
. ) ’ E - _ B POSTNET VERIFIER ERRORS }
'Mall Processor : . 1 5 - " {} "

~ Applies labels at 0,000 per 1 . (M N o
pp 2 pe hOUI‘ .} Batch the candidate mLz'avl‘l f'g"r rerunning on0SS. 4
Opn #776 e | o e L O

‘ OSS -
" Isolate the rejects from this runl: - g ‘"
DO NOT FLOW BACK TOLMLM o

: MANUAL ' SRR
Possrbly large quantities of labels covermg addresses o

TIPS FOR USING LMLM EFFECTIVELY

The Letter Marl Labellng Machme is cost effectlve
back-into the Automated mail stream, Proper M
lmperatlve that lt be used onsrstegtlzl

and can return initially rejected mallpleces
LM usage is not only cost effective lt lS

e lf a S|gmt' cant volume of ID Tag Errors exrst sutes could utilize LMLM to label the back of the

mailpiece and reprocess on ISS. . If a large volume of ID Tag Errors are occumng, notlfy, o

* Maintenance! This could signal a problem with an ISS ID Tag Printer.

° ldentlfy mail with noxse in the. barcode clear area and Iabel prior to procesemg on-the lSS or -
MLOCR.

¢« Mornitor the processmg of LMLM labeled marl

D lsolate the Rejects from LMLM mail runs and. ﬂow to Manual
. Do not backlog volumes of marl in LMLM operatrons

POSSIBLE LMLM MAIL FLOWS

“NextHandling|

Mail Type R LMLM‘Handling ‘, B
OSS Verifier Errors L Label FrOnt | -~ 0SS
|OSS Unreadable IDTags ~ LabelBack ~  Iss

| Mail-Identified in the Obenlng Unit with ~ Label Front or Front and :.lSS' |
| Noisein the Barcode Clear Zone: BBM, - Back(Dependrng on the ' ’
Colored or Glossy Envelopes _ EnveIOpe)

- Processing Operations 5/10/00 . Unit3-28




B ol

" IMAGE RECORD DESCRIPTOR (IRD) |

Complete History of the lmage From Entry into the’
System to Final Resolution

76 Bytes of Data

-One IRD Per Image

A mallprece header called an Image Record Descriptor or IRD is created for each mailpiece that
enters an ISS, just like every mailpiece that goes through an 1SS receives an ID Tag. Note, that
the mailpiece header or IRD is NOT the same thing as the ID Tag! The ID Tag is a component of

the Image Record Descriptor along wrth other data that refers to that partlcular mailpiece.

'There are two types of IRDs One for an accepted mallprece and one for an 1SS rejected
“mailpiece. . . V N L o e '

The IRD for an accepted mailpiece contalns onIy the header, without an image, because once .
the ISS completes its lookup, a final result is found, and the mailpiece sorts to an accept stacker,
there is no need to maintain the information regardlng the mallprece On the AFCS/ISS the
enriched mailpieces contain only header information unless you.are lifting images from this mait
along with the scrlpt mail. This is because the AFCS/ISS does not have the ability to perform

" lookups’ or determine ZIP results and does not mean that the mallplece has been accepted.

| The second header retalns the rmage and any address data if the OCR/ISS either rejected the

mailpiece or received only partial results. Results from RCR coding, REC Keying, and IPSS
directory lookups attach to the IRD untrl the OSS calls for the information by searching for the 1D
TAG in the DSU.

The IRD contains the'ID Tag assrgned to the mailpiece and image. mformatron along with any
OCR data such as whether Partial, Final or No Result was found address mformatlon ABL and -
image parameters

| . Once a mailpiece is finalized on the OSS by'utilizing the results from the DSU,

the IRD and all related information is erased from the DSU.

Processing Operations . 510/00 . , Unit 3 - 29
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~ Header Description or Image Record Description |
A mailpiece header is created for each mailpiece. Image data is appended to ™~
the mailpiece header if the OCR/ISS rejected the mailpiece. There are two
types of headers that are created: . one for an accepted mailpiece (mailpiece
header only) and one for a rejected‘,mailpiece._(mailpiec.e header including .
image). On the AFCS/ISS the enriched mailpieces will normally get a header -
only type header. This does not: mean that these mailpieces have been
- accepted. The AFCS/ISS cannot determine ZIP information from the mail.

Mailpiece Header, Without Image: - On the OCR/ISS this format is used for
mailpieces not targeted for PSS resolution. This will include OCR resolved
- ZIP+4 codes, Unique 5 Digit ZIP Codes, Non-Automated zones, and ID Tag

Verifier Errors. On the AFCS/ISS this format is used for mailpieces that will -

- flowto’an OCR?IES{Si:for-further processing.

FieldName. . -~ .~ -~ I Feldlkength .|
R E R — i6bytes |

OCRData 7 {44 bytes
Address Block Location = - | “64'bytes
Image Parameters | | 16bytes I S
LTOTAL -~ 777 520 bytes | :

- Mailpiece Header, Including ‘Image: . This format is usedon the OCR/ISS for
~_mailpieces targeted for IPSS resolution.  This includes: all mailpieces rejected at the

OCR, most 5 Digit coded pieces and (as an option) select 9 Digit results coded to 5-

- digits. The AFCS/ISS normally uses this format for script mail where we always lift

images.. The enriched mail may also get this format if we are lifting images from

. enriched mail on the AFCS/ISS. S ‘

|FieldName® = T FieldiLength
IDTag. = .| 16 bytes
OCR Data™ . - B | 144 bytes
| Address Block Location . | B4 bytes
[Image Parameters | 16 bytes
'L.OCR Address Information (optional) | Variable Length
1 Image Data | - | Variable Length
|TOoTAL ,_, 240 bytes (+)
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Header Information remains in the System until a mailpiece is finalized on
the Output Subsystem. There are several different fields within each
header type. The header format and fields are illustrated below.

OCR Data Format - Fields include: o

° OCR Status - Whether Final, Partial or No Result was found, and/or

- depth of code received, Pre-Barcoded, and Bit assignment.

* ZIP Code - In case of not or partially read/fill with blanks

o POstNET Verify - Passed or error. | -

* Special Codes - Allows partial recognition data from the MLOCR
process to be transmitted to the Remote Computer Reading process.
(Only at RCR sites). | SR

-« OCR Address Information - In no case will this variable length field

cause a data set to exceed 32 Kbytes. When necessary, the upper
edge of the image will be cropped to maintain the maximum image
size specifications. (optional). o .

Address Block Location - Fields include: ,
e Number of potential Address Blocks found
e X,Y Coordinates for each address block found.

Image Parameters - Fields include::

~» Image Class - Test Image, Maintenance Image, Image with or without

Header.

Image Height and Width.
Compression Method and Parameter.
Image Data Length. ' |

@

®
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MAILPIECE ID TAG

ID TAG
*Unique ISS #
~ . <Date
*Time
«Sequence

UnderStanding the Identification Tags

The lD-Tag stays with the mailpiece; therefore, it is lmportant to know the information
contained in an ID Tag. This helps to dlagnose problem mallpleces and identlfy posssble
machme problems

The information the ID Tag tells us is:

o Mail Class (not used yet)

¢ 1SS machine number

o Site ‘

o Date :

» - and approximate time that the ID Tag was applied.
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» ID Tag - consists of five numeric fields that are denoted by Alpha Code
Abbreviations: | : .

C for mail Class

M for Machine identification

D for Day of month _

T for Time of day broken down into “1/2 hour steps’

S for Sequence Numbers : . -

R for Redundancy Bits - Redundancy bits are inserted between each numerical

field.to “protect the code” and to guarantee that no more than 4 gaps succeed

one another. The Alpha Code is: A BIT being defined as the number of spaces

or bars (I Il 1) reserved to designate each element of the 1D Tag. There are a

- total of 62 BITS in an ID Tag '

e 6 © o o o

K4
DO T1 T0 sS4 s3 STOP

i

'START _
. 2 R11 R10 R9 R R6 R5 R& R3 R2 RI RO

The OSS has the capability of interpreting ID Tags and corresponding decisions.
By selecting display zip/pkts you can display .online or last hundred mailpieces.
while the mailpiece(s) are being run, supervisors will be able to interpret the
“scrolling” ID Tag(s). . <

o D Tags for non-postal operations begin with 34 or 35.

o [nternal ID Tags begin with 01-30 - _

» Sites should not assign their own numbers when relocating equipment.
All' ID designators should be assigned by HQ's. ‘
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| Understandihg the ID Tag

The identification Tag sprayed - from an [SS can offer front-line supervisors |
information about the mailpiece as well as identifying problems that may have
occurred in the system. ’-

What's in the ID Tag? .
g Time |

o ~01‘,;31‘
“Mail Class (not in use) 12:00a 10 |1
0 = Third Class o 1.:.QOa»~f__.. 2 3
- 1=FirstClass - ]2i00a |4 5
| ' ' ' | - I300a |6 |7
ISS Machine Identification Number 4:00a |8 |9

Ranges from 1 - 3999 for USPS generated ID tags|5:00a_ |10 |11
Higher numbers for private and Canadian ID tags |6:00a |12 |13
| 7:00a-. |14 |15

Mach. ID # for your first ISS would be - 8:00a |16 [17 |
SR - . J900a |18 [19"
Your Site # forRBCSis______ ~ :]10:00a [20 |21
(' may be more than one number ) 111:00a {22 [23 |
| o | - 12:00p (24 |25 | .
Day of Month o 1:00p |26 |27
Ranges from 1 - 31 | - f2:00p [28 |29
Today is ‘ I | : 300p 130 |31
o - o f4:00p |32 |33
Time of Day < | - [5:00p |34 |35
‘ Ranges from 0 - 47,  IEane TR
: 6:00p |36 |37
Measured in 1/2 Hour Increments : ¥
The fime i tis . 17:00p |38 {39
e time mcremgn is__ | | 8:00p |40 |41
' : - . {9:00p |42 |43
Sequence Number of Mailpiece - 190:00p |44 |45

Ranges from 1 - 25000; .
Starts Back at 1 each 1/2 Hour
Mailpiece Sequence # is

11:00p |46 |47

Note: ID‘Tags are generally not oversprayed. If a readable ID Tag exists on the
back of the mailpiece, the ISS will detect the ID Tag and “reuse it”. This includes

Canadian ID tags.
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When an ID Tag is decoded you have a series of numbers. The first number

denotes the Mail Class, which currently is not in use and therefore, at this time,
will always be ONE (1) for First Class. (0-zero means Standard)

The second two numbers denote the lmage Lift Unit Number (ISS or AFCS)
The next two numbers denote the RBCS Site Number.

The day of month ranges from 1 to 31 and starts over every month Today's
date is____ ? Let's use today’s date for our example.

If you decoded an ID Tag and the first 5 numbers were 1 02 08 15, what would
you know about this mailpiece? '

The next two numbers of the ID Tag represents the Time Of Day in a HALF (1/2)
hour increment that the mailpiece was run through the ISS. v

The time chart demonstrates each hour broken down into 47 half (1/2) hour
increments: : 5

» The first column tells us the hour and a.m. or p.m.
* The column titled - :01 denotes the first 30 minutes after the hour.
e The column tltled :31. denotes the second 30 minutes past the hour :

For example 1:45 AM, look at the Time Column under 1:00 AM. . C e e

The first 1/2 hour after the hour would be 2 the second 1/2 hour after the hour
would be 3. Therefore 1:45 A.M. would be?.

Let's try another one. What would 8:20 P.M.(20:20) be?

As another example you decode an ID Tag and it says 30. What 1/2 hour
during the day was '(hlS mailpiece run?

Between 3:00'p.m. and 3:30 p.m.
Now, a mailpiece run at 10;29 p.m. (22:29) would receive a time number of?

Any questions before we go on to the last five numbers that make up the ID
Tag? ’

The last five digits in our ID Tag information are referred to as the “Sequence
number of the mailpiece”. Each half hour, when the time increment number

Processing Operations - 5/10/00 " ~ Unit3-35
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changes, the sequence number starts over at one ('l) This number can range
from 00001 to.25000. (Leadlng zeros are added to sequence numbers under 5
drglts)

Decoding an ID Tag

ID Tags are very difficult to decode without the assistance of a decode program, -
mainly because of the. redundancy bits mserted to assure no gap Iarger that 4
spaces will occurin an ID Tag . »

There are a couple ‘ID Tag Decodrng programs out now that can be used to
decode ID Tags easily, as it is very difficult to decode an ID tag by sight!
Currently there is a PC Based program called DECODE.EXE. If you have access

- to.an OSS machine you can run the mallpleces one at a trme and watch the ID
tag decode on screen. . : o

As we have learmned, the ID Tag is a set of ﬂuorescent bars sprayed on the back
of a each mailpiece that has gone through and lmage lift unrt (such as an '
OCR/ISS or AFCS/ISS) o

ID Tags are generally not: oversprayed If a readable lD Tag exists on the back of the .

~ mailpiece, the ISS-will detect it and “reuse” it. An image is lifted-and attached. to the

- IRD with this ID Tag, unless it is consrdered old” then lt wull fall in the desrgnated “Old |

- ID Tag” , . et
bin as possibie loop mail.
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HARDWARE

REMOTE ISS / OSS

BRIDGE BOX

T-1 LINES

REMOTE TERMINALS AND PRINTER

OPERATIONS

HOST CONTROLS CONNECTIVITY
HOST MANAGES IMAGE BUFFER

RIOSS SYSTEM OVERVIEW

- Remote Input/Output Sub SyStem (RIOSS) can be utilized to connect lower volume. Processing
_facilities to current RBCS sites and penmt them to benefit from the advantages of RBCS
processing. e

The RIOSS configuration is made up of two facilities. The remote facility has the ISS/OSS
equipment and the Host Plant has the IPSS. Up to two 1SS and two OSS machines can be
located at a remote location. Soon even more ISSs and OSSs will be possible after the planned
hardware upgrade to Time Division Multiplexers (TDMs).The connection and priority settings of
the ISS/OSS equipment to the ICU is controlled by the Host P&DC. Ali maintenance of the

- RIOSS system and equipment, |nclud1ng the associated T-1 lines, is generally performed by the -
remote facility.

System Hardware

In addition to the 1SS/OSS equipment located at the remote facility, it has the following:
o Communications equipment (2 CSU's, 1 Bridge box, 1 terminal server)

» Maintenance terminal which (controls the operation of the RIOSS hardware)

e A Report Terminal (Operations uses to monitor the status of the system)

« Printer (to produce hard copy reports)

¢« Modem (for remote access tothe system

The Host P&DC requires an additional NIP and possibly a POP card to the IPSS

Processing Operations 5/10/00 Unit 3 - 37
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Breakthrough Productivity , » Manual Distribution

Postal Tabbing

To minimize manual processing, many postal plants attempt to process mail with
marginal machineability characteristics on automated equipment. However, many of
these pieces are incapable of quick acceleration into a feed system; loose pages
open during high-speed belt transport and increase jams. The end result is hlgh'
volumes of torn and damaged mail pleces along with possibly hlgher labor costs
associated with the remaining manual mail distribution.
~ Mailers who have met the requirements for automation discounts and properly

- tabbed their mailings have raised another concern about redundant tabbing. In
response, a policy to eliminate redundant tabbing has been isstied so the Postal
Service will not apply additional tab(s) to mail pieces already tabbed by the mailer

Customer Issues: Some mailers objéct to postal tabbing because the dééign of the
mail piece is altered and response rates may be suppressed. Effective April 1, 2000,
revisions to "Processmg Instructions" in the Domestic Mail Manual (M130 and M610)
- provide a means for mailers to keep mail pieces from tabbing and all other
automated processmg Mailings identified as "Manual Only" must be processed in
manual operations. » y
Other features of the leading edge tabbing machine:
* Translucent tabs are used, rather than white tabs, so that graphxcs or customer— :
- applied messages are not obscured by the tab(s).
*+ Tabs measure 1 W and lmprove the abmty to tab thick matenals ,
. Machme can feed and tab all letter-size pieces, ranging from a maximum of 9" x 12
x 3/16" to a minimum3" x 5" x .007". Ability to tab thick/thin, short/tall pleces at the ‘
same time; no separation of mail types required for processing.
-+ Second tab will be added to mail pieces with a height greater than 4".
- Machine will tab 95% of mail and segregate the output for MLOCR processing,
LMLM processing; DBCS processing; and manual processing. Generally, the
return rate to manual operations is less than 5%.
. Throughput 10,000+ pieces per hour A
+ Size: 21'L x 6'6" W x 6'9" H (maximum footprint)
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| | Breakthrough Productivity _ Manual Distribution

November 10, 1999

. Profold Leading Edge Tabbing Machine

Profold Inc. is the only suppher to the USPS of the Leading Edge In Lme
Tabblng System.

.- Profold's automated system has two years proven perforfhénce in.six USPS

areas. @Many of these systems enjoyed through put in excess of 20 ‘million

unit

R

One USPS area has successfully installed over 30 systems with an
average return on mvestment of between 3 to 6 months."

To contact Profold call:
! | - STEVECURTIS
o '  Ph: 603-672-7639
’ ' o ' - Fax: 603-672-3166 E-
Mal scuvrtis@xtdl.com

Standardized Improvement Guide ,- ~ 05M9/00
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}Break:_throuqh 'Produﬂctlvlty' v _ - Manual ;Dietrib_tltion

PROFOLD LEADING EDGE TABBING SYSTEM

Rental Program
Cost Per Month For 18 Months o 1Unit 10 Untts " 25 Units
Profold Leading Edge Tabbing System  $10,500. $9 950 $9,450
Setup, Installa‘tlon & Three Days of Training, per.unit ,' $6’,OOO
Setdp';l Installation &‘FuIlWeek of Training, per unit '$9:OOO x

Two million Tabs p'er machine at a cost of '
B 25 per 1000 Tabs, per. unlt - » $2,500

Off-Site Maintenance Tramlng a3-1/2 day session for $4500
2-6 mamtenance technicians. . L . i

Service Support Proqram A ' Do
v Maintenance Training Tune Up and Quarterly Preventatlve Mamtenance provnded by Profold s
for each quarter of rental term, at each site. e : : L o
v Service Help.Desk: 8 Hours Dally for term of rental :
v Support operations to achieve maximum volume of tabable mall
v Work with the acceptance unit and mail processing personnel to ensure maxumum candldate
mail is identified and routed for tabbing. o |
v ~Manuals: 3 sets provnded per unit - Operators, Mamtenance and Illustrated Parts.

Terms o - _
o Allcosts above include cost of delivery to the site when shipped with the system AN e
 Term of the rental program is for an 18- -month period which may be renewed 90 days prior tothe '
. end of the term for an.additional 18 months,
e Upon renewal Profold will install a new system at no cost Monthly rental cost will be. at current
~ . prices at the time of renewal, :
e Commit to a 36-month rental program and lock in the current monthly cost above for the full 36-
~ month period. A new system will be installed after 18 months at no cost. _
* Payments: first and second months rent, a refundable security deposit of one months rent,
the cost for installation, tabs and spare parts are due prior to shipment. Each months rent ls due
on the first day of that month.
 Parts: All non-wear parts to be warranted by Profold Wear parts at the site's expense (see spare
parts kit lists attached for cost) » ’
11/22/99
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Bréakthrouqh Produotivitv Manual Distribution

E’@PHQFULU INC

. SERVICE SUPPORT PROGRAM '

Profold has installed over 45 Leading Edge Tabbing Systems throughout the Postal Service.
Valuable lessons were learned over the course of installing and maintaining these systems,
which lead to the development of this service and maintenance program. When adopted, our
Service Support Program maximizes your investment by ensuring higher throughput, less
downtime and significantly reduced manual mall volume.

Experience has shown that the frequency of visits by Profold technicians and working with
maintenance and processing personnel on site stimulates a greater degree of acceptance and
ownership by USPS staff, which has resulted m greater savings.

Profold technicians will make quarterly visits to provide:

e Maintenance Tune Up Training: Our technician will give each tour a three hour maintenance
training session for all maintenance staff that work on the system

e Conduct Quarterly Preventative Malntenan.ce: Our technician will do the work and we invite the
- maintenance staff to participate. He/she will also work with the on site mainténance technicians to
resolve problems, issues and/or questions in regard to the system. Profold will replace any
non-wear parts that require replacement at the tlme of the quarterly maintenance, at no charge ‘

° The technician will audlt the system pnor to conducting the quarterly PM and will provide this
information to the maintenance manager and site contact.

e Helshe will observe the operators on each tour and make recommendatlons for any improvements
and answer questions the operators may have. For an additional charge he/she will be available
for operator training during his visit.

e The technician will review the procedures for the candidate mail being routed to the tabber to
ensure that the maximum savings are achieved. '

e The technician will provide'a written report in regard to the training, PM, condition of the system
and flow of mail to be tabbed with recommendations. This report will be submltted to the plant -
manager, site contact and area office contact. :

. 'Help Desk Support our technicians will be available dunng day time hours, five days a week to
answer questions and provide trouble shootlng

Cost:
Rental Program - No Charge
Purchase Program $24 000 per unit, per year

Contact:

Steve Curtis

Account Manager

603-672-7639 v
email:scurtis@xtdl.com A , ' 11/22/99
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PROCESSING OPERATIONS

UNITED STATES

POSTAL SERVICE

January 12, 2000

* MANAGERS, IN-PLANT SUPPORT (AREA)

SUBJECT: “Tormn Mail" Envelopes for Damaged Letters

Presently, When a letter is damaged, it is placed into a clear plastic bag that then

‘receives manual processing. In 1996, the Lancaster Performance Cluster began to test

and use a new envelope for damaged letters that allows the letter to be re-entered into

“the automation mail stream. The “Torn Mail" Envelope has subsequently been put into
- usein the Las Vegas and Baltimore Performance Clusters. - ' AR

The cost.impact for re«introdudngj;ia_tnagéd letters into the aulomat}oh nﬂail, stream is $5

per 1,000 total piece handlings versus nearly $50 per 1,000 manual total piece
handlings. In addition, the envelope cost is half that of the plastic bags and itis a

- biodegradable material.

- company that has produced the envelope, as well as a timeline ~for'impleme-ntation. The =

Walter O'Tormey

Attached is a copy of the “Torn Mail” Enve‘iopeand offeror/contractor information of the

‘new envelopes should be used by all no later than April 8, 2000.

Should you have additional questions or concerns, please contact Ronald Porter of
Processing and Distribution Center Operations at (202) 268-6491. e

gl

| Manager-
Attachments
cc: Mr. Spates . } ,
Mr. Goldstein ‘ . QSNm'ﬁf)gseragw smmoﬁ
Ms. Peak (ONTE JAN 1 8

DUEF __ACTION INFO

o

R

V2

g

Vg

475 UEnmant PLaza SW

© WasHnarow DC 20260-2804

202-268-4305
Fax: 202.268.5388
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U.S. FOSTAL SERVICE: PURCHASE ORDER ’

1. ORDER NUMBER: 102595-98-P~0618
2. REQU@ST NUMBER: 98-02430

]

3. SOC/EC: A 4, COMMODITY: /510G

5. a. ISSUED BY:
" PRINTING PURCHASING
US POSTAL SERVICE
475 L'ENFANT PLAZA SH RM 413)
. KASHINGTON DC 20260-6255

b. FOR INFORMATION CALL:
ame: Rose M. Green .
‘ - Title:Purchasing Specialist

Y Tel: (202) 268-B950
: (No Collect Calls)

6. a. OFFEROR/CONTRACTOR

. OLES ENVELOPE CORP
0 \V_atw consiping .
| 532 EAST 25TH STRRET

BALTIMORE MD "21218-5403

f. Remittance Name and/or Address:

.‘Contact name:

TIN: 5211136860
Parent TIN: ~

~“vono

. 1N
(If different from above) '

[————

. Telephone No: (élO) 243~1520.

e
Jewte

~Taxpayer Identificaifon Himber
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RBCS Image Quality Improvement Through The
~ Use of Mode Il Audits and No-Improvement ZIP
Filters o |

I Introduction

The purpose of this quality improvement methodology is to establish a minimum
level of actions required: of Processing & Distribution Centers (P&DCs) and.
Remote Encoding Centers (RECs). These procedures establish requirements
for national reporting of quality data. They in no way preclude P&DCs and
RECs  from beginning or continuing quality programs which ‘exceed the

requirements of this methodology. -~
Quality can be defined as a. comprehensive approach to continuous
improvement. Achieving a ‘quality result is important; the Remote Bar Coding -
System (RBCS) goal is to generate quality bar codes. to the finest depth of code
- in an efficient and timely manner.. This document outlines an image quality
- improvement procedure for identifying quality-related issues associated ‘with
RBCS.. . The procedure has. two components: Mode Il “Audits and No
Improvement Filters:. The Mode Il Audit module sends a predetermined number
of the same image to two different keyers at the REC. 'Any image that is keyed
differently by the two operators is classified as'a “problem image”, from which
- “gross error”and “adjusted error” rates are calculated, The adjusted error rate is
defined “as those. errors: caused by DCO keying. By following ‘the audit
procedures outlined in this document, both the gross and adjusted error rates .
will be driven downward. The second component is the No Improvement Filter.

- The No Improvement ZIP Filter process captures samples of images that were - :

not finalized to the finest depth of code. By following the No Improvement

- procedures outlined in this document, the number of No Improvement images -

- will be driven down. The final result of both procedures will be the finest depth of .
- code possible being applied on all images processed through the RBCS sites.

Il. _MODE Il AUDIT PROCEDURES

. Designated plant personnel are to run Mode I Audits according to the sample
. size, frequency and audit instructions contained in Appendix A on a weekly

- basis at a minimum. If current Area instructions are to perform Mode Il audits"
- on a more frequent basis, those instructions should be adhered to. "Problem
images" are to be printed out using the “instructions in Appendix A. The

- Statistics report, Summary report, and Operator report are also to be printed for -

~each audit session. Designated Plant personne! will conduct an initial analysis
of images using the procedures and error categories outlined in Appendix A.

- Standardized Improvement Guide - | 05/19/00
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The designated plant personnel will annotate each "problem image" with the
error category. A "problem image" can result in two errors charged per image
sample if analysis shows that both DCOs made keying errors. If two errors are
charged for one image sample, the total errors calculated would exceed the
number of “differing result pairs” shown on the Audit Summary Report.

-Designated plant personnel will also annotate each image that requires

additional action for error-resolution. - Once the initial analysis is completed, the
"problem images" and audit reports will be sent to the REC for further analysis
and review. -Upon receipt of the package from each plant, designated REC

~personnel review results of the initial ‘analysis performed by the Plant and
Jidentify any "problem images" that may need to be reclassified using the

tracking sheet contained in Appendix A, and any additional images that require
action for error-resolution. Upon completion of the review, the REC will contact
the Plant to schedule a discussion of the package. Discussions should center on

~ potential solutions to image resolution problems as well as problem images that

may.need to be reclassified. Images requiring further action for error,resolut‘ion
will be annotated as to the type of action needed and responsrble party.”
subsequent discussions, the status of prevrously identified lmages requrrrng

follow-up action will be reviewed.

Upon completion of discussion, the following.corrective actions will be taken:

s Designated plant personnel will coordinate the efforts of all Plant and District
support functions to correct the cause(s) of "problem images" that are not the
result of keying errors. This may involve the efforts of the DAS, Maintenance
personnel, mail processing personnel, AMS, MDA, DPS coordmators and
Customer service personnel dependmg .on the specific cause of the

problem image". . .

o Designated REC personnel are to counsel individual REC keyers ldentif ed

durrng Mode Il audits as having keying deficiencies.

. Also after discu_ssions are completed, the agreed upon categories of "problem

images" will be input into a standardized Excel tracking sheet (contained in
Appendix A). This tracking sheet will be used to generate gross and adjusted
error rates for each plant to create trend charts for each category of error.
RECs processing images for more than one plant will have multiple MODE |l
audit tracking sheets (Appendix A). The individual plant results are to be
consolidated to represent the total quality measurement for the entire REC and'
reported to Headquarters on an AP basis. .

Worksheets that can be used by plant personnel to plan and track the MODE Il
audrts are contained in Appendix C. _

—~

Standardized Improvement Guide 05/19/00.
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. _No Improveméni,Z_lP Filter Procedures
Image Sampling Analysis Tool

The Image Sampling Analysis Tool is a program that runs on the IPSS Audit
module: It allows the user to perform detailed analysis of previcusly captured
image sample sessions, with the intention of identifying directory or other
problems. The Analysis Tool aliows several sample sessions to be consolidated
and viewed by keystroke occurrence. This density-based approach can, in just
a few minutes time, categorize thousands of images, assisting in identifying
problems more efficiently. , ' ' |

The Analysis Tool follows thelogical course of action that might be taken by a
person attempting to identify problems, such as directory . discrepancies,
customer addressing anomalies and keying problems, but does so much more
efficiently. This, in turn, allows much larger sample sets to be.analyzed,.
improving the likelihood of identifying meaningful problems. The Analysis Tool
will. also report. SCFs and 5 digit ZIPs that occur most often in the No
Improvement sample. ‘ : ' :

- Designated Plant personnel are to use the No Improvement Analysis Tool to
identify the top four zones contributing to No Improvement volumes in their
facility on a Quarterly basis. Instructions for use of the tool are contained in
Appendix B. Once the sample has been collected, designated plant personnel
will use the tracking sheet contained in Appendix B to track and categorize the
No Improvement samples. Error categories to be used are also contained 'in
Appendix. B. . Those samples identified as receiving no improvement due to
keying error will be sent to the appropriate REC for analysis and review. If, after
review, REC personnel feel that the no-improvement was not due to keying
error, they will contact plant personnel to discuss the error category assigned. If
~a keying- error 'caused. the no-improvement, REC personnel will counsel
individual keyers identified as having keying deficiencies.

action will be taken.

Upon completion of the attached worksheet, NIWKST_5XLS, the following
Designated plant personnel will coordinate the efforts of all Plant and District
support functions to correct the cause(s) of no-improvement images that are not
the result of keying errors. This may involve the efforts of the DAS,
Maintenance personnel, mail processing personnel, AMS, MDA, DPS
coordinators, and Customer service personnel, depending on the specific cause
for the no-improvement image. : :

Standardized Impfovement Guide o . 05/19/00
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Desrgnated REC personnel are to counsel individual REC keyers ldentrf‘ed
during the sampllng as havmg keylng defcrenoles

Desrgnated “plant “personnel fwillforward ARiE” data Forthe™ Area Office ‘RBCS
Coordinator -on'a Quarterly: basrs *lt ts~expected that the“Top 20" occurrences

“identified will be:significantly- elrmlnated +froms Quarter to Quarter: . “The. Area :

Office designee will consolidate: individiial P&DCIF worksheets into an‘AreaTo op
20" workbook (sample NE'Q4 99 attached) ona quarterly cyclé! '

IV ResponSIblIltles in Thls Process

Plant Manaqer

'The plant manager "is responsrble for ensunng that the Mode Il Audit

procedures, No Improvement Zip Filter procedures, and problem resolution

procedures are followed at the facility on an ongoing basis. Additionally, the
manager is responsible for designating approprrate plant personnel té' generate
weekly and AP reports for dlstnbutlon to the REC and Area Office. ‘

REC Manaqer

- The REC manager is responsible for ensurmg ‘the Mode Ii Audrt procedures No

Improvement ZIP filter procedures and problem resolutlon procedures are
followed at the REC onan ongotng basrs

Manaqer, In—Plant Support

The Manager In-Plant Support (MIPS) is- '. responstble' for ensunng; that
appropriate personnel are designated to run and analyze the Mode Il Audits and

No Improvement ZIP Filters. The MIPS must also ensure that appropriate

personnel are designated to discuss image errors and solutions with the REC on
a weekly basis, and coordinate the efforts of all Plant and District support
functrons in the correctron of problem i images. '

Manaqer. Drstrlbutlon Operatlons

The. Manager Dlstnbutlon Operatlons is respon3|ble for ensuring that problems
identified as being caused by mail-processing practlces (such as rmproper
Joggrng) are corrected immediately. A

Manaqer.Mamtenance

The Manager, Maintenance is responsible for ensuring that problems identified
as being caused by image lift units are corrected immediately.

Standardized Improvement Guide ' - . 05/19/00
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»I Area RBCS Coordinator i

The Area RBCS Coordmator is responsrble for ensurrng the Mode Il Audit
‘procedures, No Improvement. ZIP fi fter procedures, and problem resolution
, procedures are followed in their Area on an ongorng basus

'Samplma Methodoloqv and Control Chartma

The followrng is a .more thorough dlscussion of sampllng methodology and ,
control charting. Although control charting is not a required part of this process,
its use can track keying quality over time and can rndrcate poor keymg qualrty on
a sample-set by sample set basrs o . v . ‘

DCO keylng quality (lrke the qualrty of any production process) is subject to
~ variation. ‘This variation can be classified as being either random or assignable.
Random variation occurs on an infrequent basis and is due to undiscoverable
causes such as simple human fallibility. This type of variation usually: cannot be
economically elrmlnated On the other hand, assignable variation- happens due
" to reasons that can be identified and corrected Because of the existence of
" random variation, it is possible that the overall keying quality-could actually be at
~ anacceptable level even though the percentage error value for a particular data-
~_set would indicate otherwise. Thus, it is necessary to be able to dlstrngmsh .
between random and assrgnable varlatlon ‘

' Thrs can be done through two dlfferent methods One of these methods |sf
acceptance sampling. -~ Acceptance samplmg is a pass/farl ‘process that can-
-statistically determine on a sample set by sample set basrs rf the keylng qUallty ‘
is acceptable ‘ , o

Another method is. called control charting. . .Control chartlng is.a graphlcal ’
method that tracks. keying. quality. over time and can indicate poor keying quality
~on a sample-set by sample-set basis, as well as detect any trends that could
- lead.to future. poor keying quality. REC keying samples can be obtained using
the PSS Audit module in the Mode Il setting: ‘Images must. be  sampled
_ systematrcally to obtain statistically valid estimates of the keyrng error rate atthe
Remote Encoding Center. A Sampling Period (SP) is defined as a REC
operating day, starting from the end of the: preventlve maintenance window to
the beginning of the next day's preventrve maintenance window. Remote
Encodmg Center DCO keying quality is determined by-identifying those sampled
- problem images bearing non-identical results that cannot be attributed to causes
other than DCO keying errors. Directory problems, address hygiene, and image
lift quality are the primary reasons for dlscountmg a sampled image result from
the error calculation. Control charting is not a requirement of this methodology.
It is an additional tool that is recommended to use in quallty lmprovement
eﬁons . :

Standardized Improvement Guide . osMeso0
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As previously mentioned, control charting is a graphical method that tracks
keying quality over time and can indicate poor keying quality on a sample-set by
sample-set basis. It can also detect any trends that could lead to future poor

- keying quality and present a large amount of numerical data in a concise and

easy-to-interpret format. Control charts have two distinct features. One of these
is the central line, which is the average value of the process variable being
charted. The other distinct feature is contro/ limits, which delineate the random
variability area (the area within the control limits), from the assignable-cause
variability areas (the other areas of the control chart). There is an Upper Control
Limit (UCL) and a-Lower Control Limit (LCL), and these two limits are typically
placed three standard deviation units away from the central line. At this
distance, very few false quality problem alarms will be generated.

Control charts can be prepared using Microsoft Excel using the 25 most recent
adjusted sampling data points. Once the control chart is produced, some of the
items to look for are: points falling outside of the area between the UCL and the
LCL, excessive number of points (= 7) on either side of the central line but still
within the area between the UCL and the LCL, and trends that are linear or
cyclic in nature. Data points that show these tendencies should be removed
from further calculations after their underlying causes have been corrected.

Since the focus here is on the percentage of defective images, the proper type
of control chart to use is the p (proportion defective) chart. This information will
be available from the previously discussed acceptance sampling procedure, so
no new data will need to be collected. , : :

To find the control limit and central lines for the p chart, use the formulas:
Average Sample Size: n = total images inspected | number of samples taken
Average Proportion Defective: p = total # of errors/ total images inspected

Central Line Formula: CL=p , .
Upper Control Limit Formula: UCL = p+ 3\/ p(1-p)in

Lower Control Limit Formula: LCL = p~ 3\/ p(l=p)/n
Note: If the LCL is negative, then the LCL.=0.

Standardized Improvement Guide ' | 05/19/00
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~Example from Anytown USA Audit d

500)

ata (Sample Size = 250; Total Samples =

‘Manual Distribution

0.0800.

ANYTOWN USA AUDIT DATA CONTRQL CHART

Standardized Improvement Guide

"8 § 5 § B B & &8 8 B E B 3 E 5 8 & ®8 & & &
DAY OF SAMPLE ) . ',

When . | Errs | Prop. Def.
APSWID1| 24 | 0.0480
APEWID2| 20 | 0.0400
APSW2D1 28 0.0560
‘APSW2D2 38. 0.0760
APSW3D1| 26 | 0.0520
APSW3D2| 17 | 0.0340
APSWADT[ 28 | 0.0560
AP5WA4D2| 23 | 0.0460
APBW1D1 18 0.0360

APEW1D2 11 0.0220
AP6W2D1 16 0.0320
APBW2D2| 19 0.0380

APBW3D1| 1. | 00220 |
AP6W3D2| 23 0.0460
AP6W4D1| 18 "~ 0.0360
AP6W4D2| 29 ‘0.0580
"AP7W1D1 17 - 0.0340
AP7W1D2 18 0.0360
AP7W2D1 17 0.0340
AP7TW2D2 15 0.0300
TAP7W3D1| 20 0.0400
-05/19/00
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n =500 ((21*500) / 21))
p=0.0415 ( (24+20+...+15+20) / (21*500) )

- CL= p =0.0415, UCL = 0.0683, LCL*OO148

Note from the control chart diagram that one of the samples falls above the UCL
(AP5, WK2, Day 2). This indicates that assignable-cause variation has occurred
and needs to be corrected. Once the problem has been sqlved, that data point
should be removed from future calculations so as not to inaccurately skew the
data. Also note that the last five points on the control chart are below the central
line, If additional points to the chart continue this pattern, ‘this would also
indicate the need for an lnvestlgatlon into the cause of this pattern.

~ Sample audlt chart table and audit control charts are contained in Appendlx C

for local use.

Appendix A:_MODE Il AUDIT WORKBOOK

Appendix A refers to the AUDIT.XLS EXCEL workbook. Appendix A contains:

Instructio’ns for starting a MODE. I audit'sessio‘n.

Instructions for computmg the sample size and frequency to be used for MODE
Il audits. :

Categories that should be used when analyzing MODE Il audits.

- The MODE Hl Tracking spreadsheet thaf is used to track the MODE I audit

results. This spreadsheet is the first worksheet “MODE |l Tracklng in the
AUDIT.XLS EXCEL spreadsheet

Standardized Improvement Guide o ' | 05/19/00
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Starting an Audit Sesfsfion »

1.

PP‘"

Go to the Audit Module and Iogon using the USERNAME AUDlT When
prompted for the password, hit the return key
The screen will contain three windows. Click on the upper nght hand wmdow

" titled "AUDIT Main Menu" to make it active _
-Select choice "A" (Start new AUDIT session) from the menu selectlon

Enter the Image frequency and the total number of i images to collect from the

 Sample Size and Frequency worksheet (next tab)

Once you have started the AUDIT module, you may view the status or how
many images have been collected by selectlng the letter "D" (View current
Audit status). in the main menu

To Stop the AUDIT session, select the letter "B" (Stop current AUDIT
session) in the main menu wmdow This will stop all AUDIT sessions -

“To analyze the AUDIT sessions, select the letter "C" (Analyze AUDIT results)-

in the Main Menu window. A list with various sessions will appear. Use the
Select key to select only one AUDIT session. A window will appear with
three choices.

Select the letter "B" (Analyze Problem Results) and use Automatlc Print to
print all problem images in the session you are vnewmg along with the
Statistics, Summary, and Operétor Reports, =~ =

‘When you have printed or finished a session, you should delete it, as

sessions use considerable amount of disk space. To delete a session, go -

- the main menu and select letter "E" (Move AUDIT session data). You will
then have an additional window with which to move the AUDIT session tothe
-~ NDSS computer, which is not recommended, or to delete the session. Once
- deleted, you cannot recover the deleted sessnon To exit, use the F11 or

ESC key.

Logging Off the System

1.

lf at any time you do not wish to complete the operation or you. make a
mistake, you can escape by pressing the F11 key. This key is in the top row
and sometimes labeled as the ESC key. :

Pressing this key repeatedly in the AUDIT Main Menu window will get to the
question "Do you really want to exit and logoff? NO/YES". Using the arrow .
key will toggle the answer between YES and NO. If you choose YES, you
will be logged off the system. THIS IS THE ONLY WAY YOU SHOULD
EXIT THE SYSTEM. DO NOT USE THE SESSION EXIT ON THE TOP
STATUS WINDOW. This will cause problems and should not be used.

Standardized Improvement Guide : - ~ 05/19/00
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Sample Size & Frequency Instructions

Sample

' PrOJected Images for the day/sample size = frequency

Projected Images For The Day
v Size For
, , The Day|-

10,001 - 35,000 158
35,001 - 150,000 250

150,001 - 500,000 400

500,001 + 625

Frequency

If your plant is projecting 350,000 i lmages the sample size would be 400 and the

frequency would be 875 (350 000/400) = 875.

*The sample size is based on a predetenmned sampling plan called
ANSI/ASQC

Z1.4 to meet statistical validity. More about this sampling plan can be found in
the book Juran's Quality Control Handbook, Fourth Edition (1988) pubhshed by

McGraw-Hill, Inc.

Standardized Imprcvement Guide
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Analysis of Mode Il Discrepancies

Ten categories are used to identify those problem images. The categories are
explained below:

3)

4)

-0) - Non-Error: Problem images: that were ﬂnaiized to the correct destination by

both keyers, but were keyed.differently. Problem images where one keyer
makes a “logical connection” to a selection window choice and the other

- keyer responds “none”, if no better coding is possible. This category also

includes any other keying item jointly agreed to by the Plant and REC not
specifically addressed in this document. o .

- Customer Errors: Problem images where poor address hygiéhe, -

misspelling of address information, non-existent addresses, unreadable
fonts, insert shift, or bad ZIP codes result in differing responses from the -

keyers.,

lllegible Addressing: Addresses or characters which are clearly
unreadable as a result of poor quality printing or handwriting. o
Misapplied Keying Rules: Operator failed to use the proper keying rule
resulting in.a destination error or error in finest depth of code (i.e. A ’
Blockface ZIP applied when a delivery point code was possible). These

‘categories include improper use of the misfaced and reject keys as well as

the incorrect responses to selection windows. - »
Outward Keying Error: Operator miskeyed City/State information. This’

- category includes the use of the none key by the operator when a valid

choice is available with respect to city, state or ZIP code elements (outward
prompt). = T '

-Inward Keying Error: Operator miskeyéd Secondary Address Line

information. This category includes the use of the none key by the operator
when a valid choice is available with respect to the inward prompt. :
Transposition Error: Operator transposed numbers such as “707” for “770"
resulting in an incorrectly coded image. _
Extraneous Keystrokes: Operator response includes extra keystrokes,
which result in miscodes. - -

Database Errors: Errors caused as result of an AMS database or RBCS

- Directory Generation problem. This category also includes Problem images

9)

where one keyer makes a “logical connection” and chooses oné of the
selection window choices and the other keyer responds “none” if better
coding of the selection choices is possible. '

Software Error: Errors caused by logic errors in the lookup software
resulting in an incorrect code being applied. '

10) Unreadable Image Lift: Errors caused by podr quality images resulting

from misalignment of lift units or obstruction of the lens.

Standardized improvement Guide ‘ : 05/19/00
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Insert “Mode I Tracklng” worksheet of
AUDIT.XLS EXCEL spreadsheet marked
Page 13 here. Discard this page.

Standardized Improvement Guide v ' ~ 05/19/00
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Appendlx B: No Improvement ZIP Filter Workbook

Appendlx B refers to the AUDlTXLS EXCEL spreadsheet AppendixB
contains: _ v , S

° lnstructtons for identifying the zones on which ZlP fi Iters wnll be run.
® lnstructtons for running' ZIP flters A | |

° Categones that should be us_ed when analyzing ZIP filters.

. lnstructlons for. co"mpleting the No Improvement traoklng worksheet.

" The "Trackmg Sheet” worksheet is used to track the No lmprovement results
ThIS is the second worksheet in the AUDIT.XLS EXCEL spreadsheet

-The “Tracking Sheet” worksheet used to consolidate above mentioned
worksheets. '

Week 1
. Collect 1,000 No Improvement Inward for 5 days (Total 5, 000)
Week 2: '
> SetZIP t” lters for top three zones as requested in instruction # 9, page
- 17 of this document (Mon — Thurs). '
- » Set ZIP Filter for fourth zone as requested in mstruchon #9, page 17
of this document (Fri). . _

Week 3:

Continue to set ZIP filter for fourth zone (Mon — Wed). Complete

worksheet (Thurs — Fri).

To ensure the success of this endeavor, request all previous lmage sampllng
sessions be deleted or backed up to tape. Also request no other image
samplings be done during this time. Systems runnlng IPSS 5.2 will be able to
accommodate’ the requested samplings. :

EXAMPLE
Sample type - Frequency
Timeframe o ,
NO IMPROVEMENT INWARD 5 days @ 1000 per day WEEK 1

ZIP FILTER ZONE 1 XXXXX-9999 4 days @ 500 perday ~ WEEK 2

Sta’ndard‘ized Improvement Guide " S B _ 05/1919,0'
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Z1P FILTER 7ONE 3 000X 8665 5 days @500 per day WEEK 3"
ZIP FILTER ZONE 4 XXXXX-9999 4 days @ 500 per day WEEK 2/3

WORKSHEET COMPLETION | WEEK3

Identify Zones for ZIP Fllter

1. Collect 5,000 No Improvement Inward Samples
2. Use Analysis Tool and Select Sessions '
3. Select ZIP Density Option, 3 Digit

Select Sample Sessions
Analyze Inward Keying
Analyze Outward Keying
Search Keying Dialogue
Export Data to NDSS

~

Standardized Improvement Guide o : : 05/19/00
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Option F wnl! dlsplay 3or 5 dnglt densities of SCF and Zone volumes that
oontnbute to a site's No Improvement volume.

4. Note top SCFsin your Plant

Count | Percen

t

ZIP . '
212 2632 [32,9
210 | 960 12.0
211 | 664 8.3

219 280 3.5

.| 207 184 2.3

4. Select ZIP Density option, 5 digit
5. Enter top SCFs, Print 5 digit report for top SCFs -
6 Determine top four 5 dlglt zones that contnbute to No Improvement

SCF ZIP Count | Percen
212 ' t
21204 | 264 3.3
121200 {248 . | 3.1
21228 88 11

SCE | ZIP | Count | Percen

210 t
21061 | 96 | 1.2
21003 | 88 71

21044 64

SCF ZIP Count | Percen
211 ' : t
21117 | 136 1.7
21122 88 1.1
21157 56 0.7

8. ldentify Top 4 Zones

Standardized Improvement Guide ) . g 05/19/00
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1. Set sample for 500 piece collection for ZIP Filters on each ZIP,
#HAAI999955. Set collection time for 12 hours during the Outgoing
Processmg Window. (Small to medium sites may not be able to collect 500
images a day.) Set Samp/e as descnbed for four days.

S S ey

START NEW IMAGE SAMPLE
Enter total number of images to collect . 500
» " Enter time limit for sample. Hours : 12 Minutes :
0} | | g
Enter Systemvtime forsample Date 07/15/1999 Tlme 16:00

Ro//-up the 1mages collected over a four day penod Use NIWKST_5.XLS to
track and categonze No Improvement ‘

_ Standardized Improvement Guide | 05/19/00
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2

NO IMPROVEMENT CATEGORIES

RESPONSIBLE“ .

ERROR | CAUSE “SOLUTION-
Keying Operator keying arror ~ Use Audit and Image DAS, Quality
Error such as transpositions, |Sampling to determine types| Specialist, REC "
missed selections, |  of errors and DCOs Manager, MREOs;
_ | incorrectly applied rules. responsible forerrors.. || ~ SREOs
Hardware - | Problem with lmage it | Review Rejectimages for | -+ SREOs,
' unit that results in' poor | problems. The REC should | - Maintenance
resolution of image. notify maintenance at the
Often a label or debris | Plant
: over the appeture, . ' R
VDT | Duplicate records in the Use UZIPs and BZIPS when -~ AMS, DAS
Filterihg . - - database. filtering is associated with |- ‘ :
’ Unique ZIPs. Change or
S abbreviate firm names. o
Address is.| . ‘New deliveries. not Contact Delivery'to include | Delivery, DAS,
missing reported. Overlapping new entries Review . - - AMS
from the ranges Building/Firm |  "Bad/Warn" files. Add :
database |° names & rural route -|" Building and Firm:Names |
' - defaults not in database. | when volume warrants: Add-
N L B rural route defaults, T
Unnecessar| AMS Alternates, NDSS. | Investigate the necessity of |  DAS, AMS
yaddress | aliases create’ | this entry for all platforms.
information | unnecessary selection Remove unnecessary
in the . screens. | alternate and alias records.
database.- Use NDSS flags to specify |
o L platform.’ o '
DIRGEN |Addresses are correctly in| ~ Report Problems to Engineering
IDAP | database but can not be Engineering. -
Problems | accessed through DAP" L -
. : ~due to Directory
Generation Problems. o R S
Customer | Misspelled Street Name Enter NDSS Alias for | . DAS, AMS
Alternate Street Name. | misspellings, AMS Aliases - =
, S - | forAlternate names. , o
Customer | Incorrect House number, |Large mailers with database|  DAS, MDA,
Unreadable address . | errors should be contacted.|  Account Rep. -
~information. |by the MDA .or Account Rep. -
Customer | Missing, incorrect suffix, ‘Check the address to -~ DAS, AMS
Pre or post directional | determine the existence of -
that causes a selection | both/all selections in the
screen. Delivery Point file.: If the
-address exists at only one |

' Standardized "Impfovement Guide
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delivery point use an AMS
Delivery Point Alternate.

- 7 | Customer | Personal Collection mail

Propose the use of a Engineering
d that is incorrectly Delivery Point file, possible :
addressed. new desk for this type of
" mail,
‘Standardized Improvement Guide 05/19/00
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1)
3
4)

5)

6)

7)
8)
9)

10)
11)

Input information in the shaded areas of the spreadsheet.

SITE NAME

'SAMPLE SIZE
"~ AP VOLUME

ZONES

Enter Site Name ~ -
Enter total sample size of No Improvement / Inward O

Enter AP No Improvement Volume from Corporate
Database; CIS, RBCS (Option 5)

From 5 Digit ZIP Density report No/lmprovement

- Inward, Enter Top 4 zones in order of contribution

% of Ni
INWARD

EXTRACTION

% of NI

CATEGORY
CAUSE

ACTION

DATE
RESOLVED

~ Enter the % of No Improvement the extraction caused

From 5 Digit ZIP Density report No/lmprovement
Inward % of Contribution

Analyze Four Days of No improvement images
collection of ZIP filter by zone. Enter the extraction

“used for top 5 contributors to no improvement in each’

zone identified, and the firm, building or street
information on the mailpiece image. -

Use the attached Category Sheet

Enter Cause of Address resulting in No Improvement - i
(EX — Number range mlssrng, Firm in Database more
than once.) :

Enter Action taken to resolve No Improvement

Enter Date change was made to database or problem
was resolved and extraction is no longer contributing to
No Improvement :

Standardized Improvement Guide o ' 05/19/00
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Insert “Tracking Sheet” worksheet from
AUDIT.XLS EXCEL spreadsheet marked
Page 19 here. Discard this page.

Standardized Irﬁprovement Guide 05/19/00
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Appendix C: Sample Audit Documentation Workbook.
The Method.xls EXCEL workbook c;.o_n,sis_t_s of the following worksheets:

1) The first tab (Audit Plan) contains an audit plan that can be customized for -
use by any plant.

2) The second tab (Audit Log) contains a spreadsheet that can be used to track
the results of the audits and the discussion process. .

3) The third tab (Audit Results) contains a spreadsheet that can be used to
consolidate numerous audit results into one spreadsheet.

4) The fourth tab (Audit Chart Table) contains a Spreadsheet that can be used
to build an Audit Control Chart. ’ .

E '5) The fifth tab (Audit Control Chart) contains an audit control chart.

Standardized Improvement Guide : . 05/19/00
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Insert “Audit Plan” worksheet from the
AUDIT.XLS EXCEL spreadsheet marked

Page 21 here. Discard this page.

Standardized Improvement Guide . o ‘ - 05/19/00
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Insert “Audit Log” worksheet (2 pages) from
the AUDIT.XLS EXCEL spreadsheet marked
Pages 22 & 23 here. Insert Page 22 here.

Discard thls page.

Standardized Improvement Guide © 05/19/00
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Insert “Audlt Log” worksheet (2 pages) from
the AUDIT.XLS EXCEL spreadsheet marked
Pages 22 & 23. Insert Page 23 here Discard

this page

Standardized Improvement Guide _ ' | - 05/19/00
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Insert “Audit Results” worksheet (2 pages)
from the AUDIT.XLS EXCEL spreadsheet
marked Page 24 & 25. Insert Page 24 here

Discard this page

* Standardized Improvement Guide |
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Breakthrough Productivity | N Manual Distribution

Insert “Audit Results” worksheet (2 pages)
- from the AUDIT.XLS EXCEL spreadsheet
marked Page 24 & 25. Insert Page 25 here.
- Discard this page. |

Standardized Improvement Guide , : 05/19/00
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Insert “AUdlt Chart Table” worksheet from |
the AUDIT.XLS EXCEL spreadsheet marked

-~ Page 26 here. Discard this page

" Standardized Improvement Guide

© 05/19/00
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Insert “Audit Control Chart” worksheet from

‘the AUDIT.XLS EXCEL spreadsheet marked
Page 27 here. Discard this page.

Standardized Improvement Guide .  05/19/00
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“COMMENTS

{lmages to be reconciled: , ‘
|image#  Plantcat . RECcat Finalcategory Image#

Standardized Improvement Guide

images requiring error resolution:

-Test Date> AP xx, Wk XX - o /T | #Reyeds | 557 ]
' _ .. Samples>| )i o oo
Err Type # |Type of Erfor T Total | % of Total | % of Erfors hu
- : | _Erors _ e
0 Non-Error 1 0.2% s 4.3%
1 Customer Errors 4 0.7% ‘ 17.4% :
z [iiegible Addressing 5 T0% 4% g :
3 {Misapplied Keying Rules 4 0.7% 17.4% p; '
4 Outward Keying Error 2 0.3% B.7%  [AE
5 [inward Keying Error 3 3% %
& [Transposition Error T 0.2% 3%
7 Extraneous Keystrokes 0 - 0.0% '0.0% :
8 -Datébas_e Errors 1 " 0.2% 4.3% i
9 [Software Error T 0.2% 43%  F
10 Unfeadable Image Lift 1 - 0.2% - 4.3% — s 4
otal Problem Imag ) 9%, 00% 31
Mismatched Pairs Reported - ' 23 STy i Nl
Gross Rate . PN TR X LA : % E
Gross Raté minuUs Non-errors NP SITER S, e AR ’
NON-ERRORS ‘ T 0% | 4% [
SUMMARY OF CUSTOMERERRORS | 10 | %7% | 435% &
ADJUSTED RATE (KEYING ERRORS) o A% 8% g
SUMMARY OF DB/SOFTWARE ) 2 S 0.3% 8.7%
|ERRORS _; o 1 . &
SUMMARY OF MACHINE ERRORS . | 1 0.2% 4.3% gL
Iy ST b o “7“"‘"‘# o ] 100% 233"

Action required by:

05/19/00
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Audit Plan for:

AP & FY:

Anytown USA
P&DC
AP4 FY2000

“"“j"'éte (

PR T

“22 | 489, 323 1,101
23 | 523819 | _ 625 754
24 | 578811 625 833

4 [25 | 529,738 625 763
26 | 534,240 625 769
27 | 443,144 400 997
28 | 592,601 625 853

Standardized improvement Guide
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AUaiG *y“git;' ;*Wrdrf SR ToblemA Rroblerm | Problent| Broblent e

%ﬁ‘“smrte Eniie _i '

Friom Py STy

amages: ge: s mages lmages‘ cert

Jt.

HIBEaYECoIen[yMaileds |ReEoneil Hinalis

lnm'ﬁ Da‘t Tnite
1 B L e D el 5

DatglInitiliDatHIniti Dﬁt’f‘ !'l"l"i i DAt Iﬁ"' DatdIhiti

ot S Rinaddncid IR ntin ] By ReBaahl Ldried s

‘ -
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APO3

WK18

APOO

WK19
APOO
WK20
APOO
WK21 .
TAPOD |

Standardized Improvement Guide
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([Audit
Results for:
Fiscal Year:
A Sl SR EN b e e e e PR e
PARIIWeCkE R AU IS 6 MPTobloniss ReT centay Revonciloa | EProble Contago;
B Xy S seremEiimage S| Seidoear] o ' 15%“ e g.'..'
AP0O0 WKO01| 400 | 800 14 1.8% R 12 1.5%
APO0 WKO02 | 625 | 1,250 14 1% 2 12 " 1.0%
APO0 WKO03| 625 | 1,250 38 3.0% 4 34 2.7%
APO1 WKO04 | 625 | 1,250 30 2.4% 2 28 2.2%
APO0 WKO05 | 400 | 800 56 7.0% 4 52 6.5%
APO0 WKO6 | 625 [ 1,250 | . 26 2.1% 2 24 1.9%
APDO WKO7 | 400 | 800 26 3.3% 2 24 ~3.0%
'AP00 WKO08] 400 | 800 38 4.8% 6 32 " 4.0%
APO0 WK09 | 625 | 1,250 14 1.1% 2 12 1.0%
'APO0 WK10 | 625 | 1,250 44 3.5% 4 40 . 3.2%
AP02 WK1 | 625 | 1,250 18 1.4% 2 16 1.3%
APO0 WK12 | 400 | 800 42 5.3% 4 38 4.8%
APOO WK13 | 625 | 1,250 42 3.4% q 38 3.0%
APO0 WK14 | 400 | 800 36 45% 4 32 "4.0%
|APO0 WKi5 | 625 | 1,250 20 1.6% 2 18 1.4%
APO0 WK16 | 625 | 1.250 18 1.4% 2 16 1.3%
AP00 WK17'| 400 | 800 44 5.5% 4 40 | 5.0%
AP0O3 WK18 | 625 | 1,250 12 1.0% 2 10 0.8%
APO0 WK19| 625 | 1,250 44 3.5% 4 40 3.2%
APO0 WK20 | 625 | 1,250 | 36 2.9% 2 " 34 2.7%
[APDO WK21 | 400 -| 800 60 | 7.5% 4 56 7.0%
AP00 WK22 | 400 | 800 32 " 4.0% 4 28 3.5%
APO0 WK23 | 625 | 1,250 36 2.9% 2 34 " 2.7%
APDO WK24 | 625 | 1,250 44 3.5% 4 40 3.2%
APO0 WKOO| 0 | 0. 36 #DIV/O! 4
[AP0O0 WKO0 | 0 0 18 #DIV/O! 2
APO0 WK00| 0 0 20 #DIV/O] 2
APO0 WK00| O 0 60 #DIV/O! 4
APO0 WKOO | 0O 0 32 #DIV/O! 2
AP00 WKOO | © 0 54 #DIVIO! 4
APO0 WKOD| © 0 42 #DIV/O! 6
APO0 WKOO| 0 0 30 #DIVIO! 2
APO0 WKOO| O 0 38 #DIV/0! 4
APO0 WK00| O 0 26 #DIV/O! 4
APO0 WKOO| 0O 0 48 | #DIV/O! 6
APO0 WKO0 | 0O 0 38 #DIV/O! 4
AP00 WK0O| O 0 18 . #DIV/O! 2
AP0D WKO0 | O 0 30 #DIV/O! 4
Standardized Improvement Guide 05/19/00
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: |
Chart Data for: [0
Fiscal Year: |0
AR Sarpla | L alNUbeT BT on | R B e e |
- [BARIANEEKIRS izeXs B roble M| Percentaghl: ! 3PS e of T Holid
» e | iiimag st il e gl ' ‘;ﬁ’ﬁ :
o2 1% C1.2%
o420 1.0% 1.2%
34 2.7% 1.2%
28 2.2% 1.2%
52 6.5% 1.2%
24 1 1.9% 12%
24 3.0% 1.0%
32 4.0% 1.2%
12 1.0% 1.2%
- 40 3.2% 1.2%
16 1.3% 1.2%
38 4.8% 1.2%
38 3.0% 1.2%
32 4.0% 1.2%
18 1.4% 1.2%
16 1.3% 1.2%
. 40 5.0% - 1.2%
10 0.8% 1.2%
40 3.2% 1.2%
34 2.7% 1.2%
b8 7.0% 1.2%
28 3.5% 1.2%
34 2.7% 1.2%
40 | 32% 12%
24 1.9% —1.2% |
05M19/00
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