What is my role in WebCCM? 7-27-09
My role in WebCCM is:
· to balance my commitment and responsibility to the organization with the impact it is going to have on each employee.  

· to understand that the economic environment the organization is facing is the most critical it has seen in its existence.                   

· to balance to workload and workhours even if employees must be moved to other facilities to capture the service and efficiency needed to ensure a healthy organization.  

· not to discuss any of the WebCCM process with any collective bargaining partners (unions) until all steps are complete and the Western Area has begun their notifying process to regional unions.  You will be notified by Caroline Romore the complement coordinator when to begin union discussions.
Where do I begin in this process of WebCCM?

The first place to start is pulling the Customer Service Variance and eFlash for the last 13 weeks.    

· What is Customer Service Variance (CSV)?  

· It is uniform measurement for offices of comparable size to give desired productivity goals for workload to workhours.

· Customer service variance provides the opportunity to analyze complement, workhour, workload, productivity and staffing.

· What is the current workload compared to SPLY? 

When a quick overview shows an office is not matching workhours to workload an immediate response must follow.  Steps that must be followed to start:

· A analysis must be conducted on all data by SOM and Postmaster

· Flash reports for 13 weeks

· Customer Service Variance report for rolling 13 weeks

· Current 1994’s

· Web-coins pulled by SOM

· Identify benchmark (average earned workload) to current earned and current actual used.

· What is workload benchmark, to what is earned to what is actually used?

· What is workhour benchmark, to what is earned to what is actually used?

· What is staffing benchmark, to what is earned to what is actually used?
· SOM will schedule a meeting with Postmaster. Manager Operations Program Support and the Manager of Repositioning.  At that the conclusion of the meeting everyone will understand what the workhour savings will be to start a Webccm event.

1) SOM contacts District Manager to create a WebCCM event 

a) Day One

i) Pick team leader (Postmaster or SOM) by District Manager

ii) Enter time line (attached w/ instructions)

(1) Save and complete

iii) Pick your office

(1) Save and complete

iv) Indentify sections form your LMOU

(1) Save and complete

b) Day Two

i) Postmaster and SOM analyze all data 

ii) Choose a scenario that will represent the most impacted employees.

iii) Create proposed 1994’s based on earned hours for each LDC.  

iv) This can be accomplished by reposting positions with additional duties, different start times.  Based on your projected 1994’s there may be a need for additional PTF’s and less FTR due to only needing 3 employees for 3 hours in the morning and 2 employees for two hours in evening.  You may have one window clerk start doing distribution then moving to window and have the next window clerk coming in later starting on the window and concluding their tour in distribution with PTF’s tour being split for the needs of the service. 

v) Log on to WebCCM and enter proposed staffing unit you have reached desired savings.  Each tab shows current staffing and usage for a separate category.

(1) First tab shows the casuals in your office

(2) Second tab shows the PTFs.  When new 1994’s were developed and created what did it show the need for PTF’s were daily compared to FTR?  How many PTF’s will you still need in this 1994 environment?  Discuss the need for PTF’s compared to FTR in this environment of declining mail volume.

(3) Third tab shows OT Will repositioning and better alignment of staff allow you to reduce OT?

(4) Fourth tab TE’s

(5) Fifth tab PTR’s 

(6) Sixth tab FTR based off your projected 1994’s this will identify the number of employees to be excessed.  

(7) Seventh tab is JUSTIFICATION under comments you need to justify your projections and why.

(8) Eighth tab compliance that you have reviewed your Local LMOU 

(9) Ninth you reviewed Article 12 of the national agreement.

(10) Tenth is workhour impact report.

(11) Save and complete and submit to PCES

c) Day Three

i) Submit clerk job review completely filled out to repositioning coordinator (attached)

ii) Submit projected 1994’s to repositioning coordinator

iii) Go to internet type into address “zipmath.com

(1) click on applications

(2) drop down box will appear then click on “zip codes in a radius”

(3) enter zip code of office and “100” for the radius

(4) copy all zip code offices in radius and transfer to excel spreadsheet

(5) zipmath.com program will separate by zip codes broken down to the first three separations availability

(6) I would suggest you use the tabs at the bottom of the excel spreadsheet to separate Districts by zip codes

(7) if you need more than three tabs, click insert at the top of the page and click worksheet

(8) then identify zip codes to the District they belong to and rename tab to District name

(9) cut and paste to correct District

(10) click on each tab put cursor at top of page then click on data

(11) a drop down menu will appear click on sort and finally click OK

iv) Open the internet again and in the address type in “google.com” 

(1) then at the top click on maps at the top

(2) then click on get directions

(3) in block A type in the office zip code example 52501-9998

(4) In block B any zip code over 70 miles need to be verified so print your excel folder with the districts in alphabetical order.  Each office in the radius will have name, zip code and mileage as the crow flies and what it takes to drive.

d) Day five to six

i) Wait for approval by the Western Area

ii) Once approved by Western Area WebCCM will allow you to enter “Withholding”

iii) You have your alphabetical District withholding radius printed and ready to use

iv) Enter WebCCM

(1) Select Area

(2) Select PFC (District)

(3) Select Bid Cluster a drop down box will appear with offices in alphabetical order

(4) Process will be repeated for each Area and District used in the radius.

e) Day Seven to Eight

i) Once everything has been completed then save and complete and submit to PECS (District Manager or Senior Plant Manager).

f) Day Twelve to Fourteen

i) Start the notification process if the Western Area has approved (NOTE-you will be contacted when to start the notification process) if you have not received approval do not under any circumstance start the notification of employees or unions.

ii) Each letter must be documented on your worksheet

(1) The 90 day process starts when the Western Area notifies unions in a meeting

(2) Meet with employees and Local Unions for notification of 60 day excessing.  Employees can ask for voluntary reassignment at this stage.

