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MEMORANDUM FOR: Tina Sweeney, MPOO 2; Teresa Stinson, Postmaster 

SUBJECT: Kingman, Arizona: Function Four Level 3 Review 

On 5 to a Function Four operational review was conducted at 
the Kingman, Arizona Office. The review included monitoring staffing, scheduling, 
actual workload verifications, operational processes, incoming dispatches, work habits, 
and management/employee communications. 

F4 LOC VARIANCES TO PLAN WEEKS 1 TO 28 

Offl" LOC 40 LOC 41 LOC 42 LOC 43 LOC 44 LOC 45 LOC 46 LOC 47 LOC 48 LOC 49 LOC 94 F40T F4 PLAN F4 SIB 

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

Hrs:PerOay Lea_'" 
Leave 83 1CL5O'tb 

Lea\:~e 83 400% 
L'NOP 83 100"4 
{.Subtract Overtlme} 83 500"" 

Current on Rolls 
F uI! Time Clerk 
Part TIrne Flexible Clerk 
Part Time Regular Clerk 
Posta' Support Employee 
Non·Traditional Fui-Tme 
I" lex Non-TreditfonaJ FuR-Twne 

I" uI! lime Mailhandler 
Par, Tlffie Flexible Ma.handfer 

Part Time Regular M""lhandler 

MailHandl_ Assist",,! 
Total F4 on Rolls 

--""""'" 31 ~~t0"0ht$ 

0.50 
013 
0.63 

Leave,(::n Replacement Need,. »>)» 1 31 

Replacement lor Replacem .. rt »»> 0 14 

17 
o 
o 
a 
3 
1 

o 
a 
o 
o 

21 

Total Leave Replacemert >)>)» 1 45 

Earned Compliement 
Fuff Time Clerk 
Part TIme Flexible Clerk 
Part TIme Regular Clem 
Posta! Support Employee 
Non-Trediticmal F ull--lime 
1"1_ Non-Tred#ional Full--Time 

Fum TIme Mailhandler 
Part lime Flexible Mailhandte.

Part TIme Regular Ma~handler 

Mailha"dfe< Assistant 
Total F4 Earned 14 

Current Actual 
lDC41 

Daily Hrs Employ""", Target Daily Hno Employee,. 

LOC 42 C."MM·l('" 

LDC 43 O>IN~:3t> .. 'Hfs;-. 

LDC 44 C1~fi'fl.>l""fEf 

L DC 45 C.".""'cHi", 

Hrs 

Current Compiement 

FTEE Current 
Projected Annual H rs Actual 

On Duly Required Total .. 

leave Replacement Tota.s 

Complement Tobsl 

0.00 000 LOC 4 ; 

174 

42.65 
6.13 

36.24 
3528 

12204 

o 26 LOC 420.,'''''_J 
6.44 LOC 430.,,,,101,,.) 
0.93 LOC44 

5.47 LOC45c"''''~_1 

5 33 LOC 48 -0""""'1"',, 
1843 

122.04 
21 TargelCompfement 

1 755 FTEE Target 
36,855 Annual Hrs Eamed 

0.00 0.00 

063 

36.oS 

368 
lROS 
23.36 

O.H) 
5.45 
0.56 
2J3c8 
3.53 

1251 Full Ti ..... 6quiv Employee (H ... per) 

13.98 
1790 

25 .. 021 

1790 

7.02 

GG.b7"4 

1,45 Valiance FTEE 

13,98 eomple",,,", % Achieved 



WEBCOINS DATA 04/14/2015: 

• Kingman is not prepared to staff their Chloride office if the clerk is on leave, or calls in sick. 
Kingman is in need of a Pool with a PSE trained in this manual office (e1412). 

• Ann Foncerrada is a DIA 215 and is coded in Web COINs as a DIA 210 clerk. This must be 
changed in HRSSC immediately. 

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

• All jobs should be re-posted with different days off and Window Operations should be on 
EVERYjob 

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

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

• Kingman is built over CSV earned by 273hrs. Their e1994 must be rebuilt to CSV earned. 

• Kingman staffs two FTR clerks to work mail on Sundays. Week 28, Sunday hours were 10.89 
hours over earned. Due to mail arriving from the Las Vegas P&DC on Sundays at 3:00 a.m., the 
unit will need to staff with the maximum of two employees. 





• Kingman is also the Administrative Office for Chloride. The unit is entering volumes weekly in 
eFlash. 



MAIL ARRIVAL PROFILE - DATE: 4/16/2015 - 4/17/2015 
OWC requires the Plants I Transportation I Customer Service to work in conjunction with one another to 
provide earlier mail arrivals, having the mail available to the carriers earlier and in essence to have 
carriers start earlier. Kingman has made attempts to contact and work with the Las Vegas Plant to have 
their lOP changed and committed, but has been unsuccessful. There is no MAO PAO for Las Vegas 
since the Cyber Intrusion. The Las Vegas HCR driver drops mail on Sunday's and will try to give the unit 
heads up so they can staff on Sunday's if necessary. This will assist Supervisors I Mangers to schedule 
clerks and carriers accurately. 



Observation: On both days of the review 4/16 - 4/17, all 6 clerks would stop their operations to receive 
the truck. 
Recommendation: Limit the amount of clerks being disrupted by truck arrivals. Supervisor should be 
determining the clerks need to pull mail off the incoming trucks. 

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

Observation: Kingman is not able to report any MAO PAO issues with the Las Vegas Plant; nor has the 
Las Vegas Plant verified any lOP changes due to OWC. 
Recommendation: The Las Vegas Plant will need to set up MAO PAO and validate any lOP changes 
so Kingman can staff according to committed mail volumes. 

**This is a current lOP the day ofthe Review updated by Transporation** 



**Transportation changed due to owe - implemented on 3/09/2015** 
"):-;",u:-; PO 

TR .. '\ISPORTATIO,," l'iFOR'\IA TID,", 

LDC Integrity 

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

REPOR'I' 



\clOVES 



PRIL I 

I.DC 

41 
42 
43 
44 
45 
48 

Totals 

'" ltl 2015 

)5 

Sa! Sat 
Earned; TACS 

0,00 OJ)O 

311)1 

12,40 

80,00 

0,00 

Rll4/1 

Sun Sun 
Earn .. d TACS 

0 0,00 

00 000 

28~75 

10,89 

24,01) 

4J;1 55,83 

D.ily Eam .. d to Actual Analy"h. TACSEBR~ 

Mon Mon 
Earned TACS 

000 
1)69 

34 73 

4,64 &.77 

34.58 

120,00 

11.98 

Tues Tues- Wed Wed 
Earnad TACS Earned TACS 

000 0.00 

061 1.01 061 

2944 4037 3544 

376 5A9 2.43 

25.49 

22M) 319-2 

&137 
44.05 28.91 

124,00 107,00 

LOC45 

99.00 

LDC48 

54.58 

TOTAl. 

225,91 

Thur Thur 
Earned TACS 

000 000 

061 1.73 

3570 44 

319 4,00 

16 3424 

2240 41.52 

7789 

134.00 

Fri Frj 
Earned TACs 

Q,i}O 

:; 01 

46.65 

136,00 

Earned~~~ 
0,00 0.00 

3.83 8.34 

111,45 216, 

140,00 194.5 

491 123 
22Il 

725,00 

000 



ENTRIES MADE ()N 512015: 

ENTRIES MADE ON 04116/2015: 



PrO/Act 

& 1l.00 Vol in pes Q 

0 II &.00 0 fi 

3.10 2" 92 1942 1292 115.116 

!U7 SS- 3117 3983 4-417 3975 252.25 

11l.79 1531 2erOa 3354 2931 18,Q211 

t6.M lG.M Base 14 (\1 02 14.01 1602 15.02 1502 100 

63 35.94 Ba_ 59 26 57 5% 57 50 50 358 

LOC 44 BlfLM Q.97 !!.111 0.19 Latt"", I"; ;} 75 ;} DB- tOO 1 (JO 100 42 5.1111 

LOC 44 BlfLO 3,472 Hl.36 1.48 L""lpes} 3022 5711 2111 1844 6422 3253 

lOC44 BOXF 7.72 1.24 1.Q7 FI"'{1t} 4 58 as 8: 25 5 08 2 42 4; 92 

lOC 44 BlIP 1>1 233.00 1l.29 PP lpes) 71 1 17 28 31 291 

LOC.t4Total 24 6.64 3.61 Ba_ 19 0 34 14 32 20 144 

LOC 45- T rafts an 1.00 15.73 WOS 312: 1.322 1,.320 1 ::BO ?Crt 5,8!!1 

lOC45SSA 5,93 3(1.00 V}6 DO 600 35.00 

U)C42 {J.l>iI IJ1 3.113 

tOC 411 13.>3 23.33 2240 22.40 25 140.00 

tOC 
Sat SUIl SUIl Thur Fri Fri 

TACS Earned TACS Earned TACS Earned lACS 
41 I) 00 000 0.00 

42 08 101 

43 95 1925 3473: 44.63 3533 54.3D 

44 292 4.55 G a t}f..l 464 2.83 5.41 

45 000 4- 75 2527 42 25.49 4G 4:6 1600 3424 178:! 3455 

48 30 31.-92 2240 4L52 2520 3253- 14il.OO 1:>4<53 

Totals 66 28 11528 7S.10 12832 81 !i4 493 123 
Daily Variance: 12.40 10.89 14.53 44J}5 28.44 48.22 45.86 224 

~o.oo 24.00 120,00 124J}Q 107.0Q 134J}O 136.00 725.00 

Sti:ft;f1U'J)r, LOC 41 LOC42 LOC43 LOC44 lOC 45 lOC48 TOTAL 

V .. n,*,ne~ O>lf O.O() 4.51 54.S:! 11.36 S:!.OO 54.53 224.44 00 

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

LDC42-PRS/MRS/BRM: 



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

Recommendation: Update LOC 42 BRM credit in the editor, 

LDC 43 - DISTRIBUTION: 

4!l7!2015: 

KINGMAN - DISTRIBUTION TRIP 1 TRIP 2 TRIP 3 TRIP 4 TRIP 5 CURTAIL TOTAL 
A ril 17,2015 CARRYOVER 3:00 4:10 5:40 5:05 7:30 

LETTERS - DPS RETURNS IN PIECES 14" 14" 

LETTERS WORKING PREF INCHES 83" 83" 

LETTERS - WORKING STD INCHES 

LETTERS c CFS RETURNS INCHES 

LETTERS - MIS THROWS INCHES 

TOTAL LETTERS IN INCHES INCHES 14" 83" 97~ 

FLATS - WORKING PREF INCHES 36" 74" 4" 114" 

FLATS WORKING PERIOD INCHES 62" 20lPPS 62.25" 

FLATS - WORKING STD INCHES 81" 81" 

FLATS - CFS RETURNS INCHES 

FLATS - MISTRHOWS INCHES 

TOTAL FLATS INCHES 36" 74" 147" .25" 257.25 

L:"<!TS y()I.X!\IE RECOIl!)!'iG 4!17I20!5: 
KINGMAN - DISTRIBUTION TRIP 1 TRIP 2 TRIP 3 TRIP 4 TRIP 5 CURTAIL TOTAL 

April 17, 2015 CARRYOVER 3:00 4:10 5:40 5:05 7:30 

LETTERS DPS RETURNS IN PIECES 

LETTERS WORKING PREF INCHES 123" 12" 135" 

LETTERS.c WORKING STD INCHES 

LETTERS - CFS RETURNS INCHES 

LETTERS MISTHROWS INCHES 

TOTAL LETTERS IN INCHES INCHES 123" 12" 135-

FLATS WORKING PREF INCHES 242" 27" 269" 

FLATS - WORKING PERIOD INCHES 

FLATS - WORKING STD INCHES 

FLATS - CFS RETURNS INCHES 

FLATS - MISTRHOWS INCHES 

TOTAL FLATS INCHES 242" 27" 269" 



iT 

Observation: Clerks are not recording mail correctly; on April 1 ih, the Function 4 Team recorded 
75.25" of letters and the unit recorded 72", the Team recorded 193.75" of flats and the unit recorded 
142". The same for April 16th

, 

Recommendation: Provide clerks with proper volume recording instructions PO-610. 

Observation: Clerks are not demonstrating productivities by LDC. Supervisors / Postmasters must 
ensure clerks are demonstrating productivities. 
Recommendation: CSAW is the tool used to ensure clerks are meeting expectations communicated by 
the supervisor. 

Observation: There is a "Daily Duties" assignment for each day by operation and each clerk is 
assigned to these duties by time. The clerks did not follow the chart completely and the supervisor did 
not verify the clerks were completing the tasks that were assigned. below - Duties" 
if,th, 5} 

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



Distribution Up Time Report by Facility ZIP Code 
Area: VVESTERt~ 

Distribution Up Time Report by Facility ZIP Code 
Area: WESTERr4 
District: ARIIOHA. 

Date-Rang€-: 

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



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

handling. 

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

double the mail is 71 minutes. 
Recommendation: The morning supervisor must direct clerks to perform critical duties of getting all 
mail worked and sorted to SCF offices, and all distribution local mail to the carriers. Supervisors must 
ensure clerks are not performing unnecessary work - time wasting practice, eliminate, finalize on 1st 

handling. 

Observation: On 4/16/2015, a clerk was observed triple handling flats and IPPs. A linear measurement 
of IPPs were taken and recorded by the clerk. June counted IPPs as letters then the carrier supervisor 
recorded as linear letter volume. IPPs are individual flat pieces and must be recorded as flat volume. 
Recommendation: The office must be familiar with the PO - 610 Management's Instruction on 
Recording Volume: F4 Volume_Recon;LilliL11LPO-61Q::2009-l..J2Qf 

Observation: On 4/16/2015, a clerk was observed in the parcel area finalizing one parcel at a time. 
Another clerk was observed taking Box parcels and IPPs out of one cage and putting them into another 
cage. 
Recommendation: Clerks are performing unnecessary work - time wasting practice, eliminate, finalize 
on 1st handling. 

Observation: On 4/16/2015, Meddie and Carrie were observed handling one parcel at a time and using 
both hands for each parcel/lPP and verifying each address even though they were using the PASS 
machine. 
Recommendation: Clerks are performing unnecessary work - time wasting practice, the clerk 
expectation is 336 per hour, the clerk will not meet productivity handling one piece at a time and 
verifying each address. The clerks must be instructed to cease this time wasting practice. 

Observation: On 4/15/2015 at 7:10 a.m., Clerk was observed removing 6 letters and 4 flats out of the 
re-throw case. Clerk was observed wandering around looking for work to do. Six clerks on the clock with 
no productive work available. All parcels were done at 7:04 a.m. There is not a supervisor on the floor to 
instruct clerks what to do while waiting for the next truck to arrive. 
Recommendation: A supervisor must be present to validate mail arrival and set expectations for the 
clerks based on the volume. The clerks are directing themselves and when the mail is all connected, 
they are not conducting productive work. 

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



FOH 

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

Productivity Analysis FY 15 Week 1 • 28 



Observation: Kingman is not making their productivities with letters / flats / allied duties / box / minutes 
per transactions / transactions per 1412. The only productivity analysis this office is making is their 
parcel/ Sprs-IPPs per hour. 
Recommendation: Productivities must be communicated daily with all clerks and clock rings must be 
correct to achieve 100% CSV. CSAW is the tool used to communicate expectations for productivities to 
clerks each day. There are no supervisors in the building during the letter and flat manual distribution. 
Providing supervision via a supervisor / T7 would increase the communication of manual mail 
distribution expectations; this would ensure the clerks are aware of the LDC 43 / LDC 48 allied duties 
that must be done daily and the time given to each operation. 

Observation: Clerks are distributing carrier hot case mail directly to each route. The District City Carrier 
Flow Chart indicates Line 15 #4 states, "Return to the office pull hot case mail and proceed directly to 
your case. 
Recommendation: Have the clerks cease doing carrier duties to eliminate time wasting practices. 

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

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



LDC 43 - DISTRIBUTION SCF OPERATIONS: 



Dally Ii- of AM Dock 
Dally :t of AM Transferred Roiling Daliy Ii- of AM 

Stock Contamers Downstream Rolling 
Dispatched to Stock Contamers 

;U;CKEG 
Avg. Minutes per container used for Hashing PM Rolling Stock Containers to parent Plant 

!G il ·",Lei 

Irs 6/2015: 

KINGMAN .. DISTRIBUTION TRIP 1 TRIP 2 TRIP 3 TRIP 4 TRIP 5 CURTAIL TOTAL 
April 16, 2015 CARRYOVER 3:00 4:10 5:40 5:05 7:30 

LEOTERS - DPS RETURNS IN PIECES 

LETTERS WORKING PREF INCHES 44" 54" 98" 

LEOTERS - WORKING STD INCHES 

LEOTERS - CFS RETURNS INCHES 

LETTERS - MISTHROWS INCHES 

TOTALLEOTERS IN INCHES INCHES 44" 54" 98" 

FLATS - WORKING PREF !NCHES 123" 67" 190" 

FLATS - WORKING PERIOD INCHES t= -WORKING STD INCHES 

- CFS RETURNS INCHES 

FLATS - MISTRHOWS !NCHES 

TOTAL FLATS IN INCHES INCHES 123" 67" 190-

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



LDC 44 - BOX SECTION: 

Observation: Clerks in the box section are not demonstrating productivity rates/factors in CSV; Earning 
6.65ft per hr. - Actually 3.80ft per hr. (57.17% achieved). 

Box Up lime Report by Facility ZIP Code 
Area: V-JESTERN 
mstrict ARIZONA 

Date Range: 04;16/2015 - 04:16!2015 

Distr!d: ARQONA 
Date Rangoe: 

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

BOX SECTIOI\ 01\ 411612IHS: 

WALLING BOX MAIL LOC 44 OPERA 110N 7690 
OPS INCHES 

MANUAL BOX LETTERS WALLED INCHES 

,TOTAL LETTERS WALLED INCHES 11"' 

EORFLATS INCHES 

MANUAL BOX FLATS WALLED INCHES 24" 

TOTAL FLATS WALLED INCHES 

TOTAL PARCEL I SPR PIECES 73 

RECfHUJEO 01\ is: 

WALLING sox MAIL LOC 44 OPERA TlON 7690 
DpS INCHES 

MANUAL BOX LETTERS WALLED !iNCHES I I I I I I I I 

TOTAL LETTERS WALLED IINCHES I 12" I. 12" 

EOR FLATS INCHES 

MANUAL BOX FLATS WALLED I INCHES I I 25" I I I I 41'" I I 66" 

TOTAL FLATS WALLED INCHES 

TOTAL pARCEL I SpR IPIECES I I 67 I I I I I la7pes 



FOR BOX 

Observation: The box clerk was called out of the box section at 6:47 a.m. to scan (with IMD) parcels 
only, she does not distribute the parcels. PM explained the box clerk does this to get the parcels 
scanned by 7:30 a.m. even though the unit has a PASS machine. 
Recommendation: The PASS machine must be utilized to perform AAU scans on parcel volumes. 

Observation: Box clerk was observed throwing one piece of DPS letters in the box at a time, even 
though several pieces go to the same box. 
Recommendation: Please instruct this clerk to cease walling one piece of DPS at a time; this will affect 
your productivity percent. Clerk should only be riffling through to verify the mail is in box order. 

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



- Day Ana!ysis of POBox Up-Time; 

'" 
... . . • . . .. .. . 

03/1212015 86401 1369078 KINGMAN 10:30 10:00 -00:30 Early 
03/13/2015 86401 1369078 KINGMAN 10:30 09:54 -00:36 Early 
03/14/2015 86401 1369078 KINGMAN 10:30 09:47 -00:43 Early 
03/1612015 86401 1369078 KINGMAN APO 10:30 10:12 -00:18 Early_ 
0311712015 86401 1369078 KINGMAN APO 10:30 10:30 00:00 On Time 
0311812015 86401 1369078 KINGMAN APO 10:30 10:30 00:00 On Time 
0311912015 86401 1369078 KINGMAN APO 10:30 10:20 -00:10 On Time 
0312012015 86401 1369078 KINGMAN APO 10:30 09:38 -00:52 Early 
0312112015 86401 1369078 KINGMAN APO 09:44 -00:46 Early 
03/2312015 86401 1369078 KINGMAN APO 10:19 -00:11 On Time 
03/2412015 86401 1369078 KINGMAN APO 10:30 10:11 -00:19 Early 
03/25/2015 86401 1369078 KINGMAN APO 10:30 10:19 -00:11 On Time 
03/26/2015 86401 1369078 KINGMAN APO 10:30 10:53 +00:23 I!lIUiiIliIIIII 
03/27/2015 86401 1369078 KINGMAN APO 10:30 09:27 -01:03 Early 
03128/2015 86401 1369078 KINGMAN APO 10:30 10:14 -00:16 Early 
0313012015 86401 1369078 KINGMAN APO 10:30 10:23 -00:07 On Time 
0313112015 86401 1369078 KINGMAN APO 10:30 08:37 -01:53 Early 
04101/2015 86401 1369078 KINGMAN APO 10:30 10:04 -00:26 Early 
0410212015 86401 1369078 KINGMAN APO 10:30 09:55 -00:35 Early 
0410312015 86401 1369078 KINGMAN APO 10:30 09:50 -00:40 Eari}' 
0410412015 86401 1369078 KINGMAN APO 10:30 09:46 -00:44 Early 
0410612015 86401 1369078 KINGMAN APO 10:30 10:39 +00:09 
0410712015 86401 1369078 KINGMAN APO 10:30 09:38 -00:52 Early 
0410812015 86401 1369078 KINGMAN APO 10:30 09:56 -00:34 Early 
0410912015 86401 1369078 KINGMAN APO 10:30 10:01 -00:29 Early 
0411012015 86401 1369078 KINGMAN APO 10:30 09:07 -01:23 Early 
0411112015 86401 1369078 KINGMAN APO 10:30 09:14 -01:16 Eari}' 
0411312015 86401 1369078 KINGMAN APO 10:30 10:26 -00:04 On Time 
0411412015 86401 1369078 KINGMAN APO 10:30 09:35 -00:55 Early 
0411612015 86401 1369078 KINGMAN APO 10:30 10:23 -00:07 On Time 

Total Box Scans: 31 
On Time: 8 25.8% 

Early: 21 67.7% 
Late: 2 06.5% 

MissinQ: 0 00.0% 

1 - Day Ana!ysis of Distribution Ue:.Time: . " " . • . . . . " .. . . , 
03112/2015 86401 1369078 KINGMAN APO 09:00 08:17 -00:43 Early 
03/13/2015 86401 1369078 KINGMAN APO 09:00 08:19 -00:41 Early 
03/1412015 86401 1369078 KINGMAN APO 09:00 08:11 -00:49 Early'. 
03/16/2015 86401 1369078 KINGMAN APO 09:00 08:14 0:46 Early 
03117/2015 86401 1369078 KINGMAN APO 09:00 08:11 :49 Early 
03/18/2015 86401 1369078 KINGMAN APO 09:00 08:41 -00:19 Early 
03/19/2015 86401 1369078 KINGMAN APO 09:00 08:06 -00:54 Earl~L 
03/20/2015 !86401 1369078 KINGMAN APO 09:00 08 -00:52 Early 
03/21/2015 86401 1369078 KINGMAN APO 09:00 08:23 -00:37 Early 
03/23/2015 86401 1369078 KINGMAN APO 09:00 08:10 -00:50 Early 
03/24/2015 86401 1369078 KINGMAN APO 09:00 08:25 -00:35 EarlY. 
03/25/2015 86401 1369078 KINGMAN APO 09:00 08:22 -00:38 Early 
03/26/2015 1369078 KINGMAN APO 09:00 08:43 -00:17 Early 
03/27/2015 1369078 KINGMAN APO 09:00 08:08 -00:52 Early 
03/28/201 1369078 KINGMAN APO 09:00 08:59 -00:01 On Time 
03/30/201 1369078 KINGMAN APO 09:00 08:22 -00:38 Early 
03/31/2015 1369078 KINGMAN APO 09:00 08:24 -00:36 Early 
04/01/2015 1369078 KINGMAN APO 09:00 08:47 -00:13 On Time 
04/02/2015 8 1369078 KINGMAN APO 09:00 08:21 -00:39 EarlY. 
04/03/2015 86401 1369078 KINGMAN APO 09:00 07:53 -01 :07 Early 
04/04/2015 86401 1369078 KINGMAN APO 09:00 08:11 -00:49 Early 
04/06/2015 86401 1369078 KINGMAN APO 09:00 08:31 -00:29 Early 
04/07/2015 86401 1369078 KINGMAN APO 09:00 08:00 -01 :00 Early 
04/08/2015 86401 1369078 KINGMAN APO 09:00 08:32 -00:28 Early 
04/09/2015 86401 1369078 KINGMAN APO 09:00 08:35 -00:25 Early 
04110/2015 86401 1369078 KINGMAN APO 09:00 08:04 -00:56 Early' 
04/11/2015 86401 1369078 KINGMAN APO 09:00 08:29 -00:31 Early 
04/13/2015 86401 1369078 KINGMAN APO 09:00 08:33 -00:27 Early 
04/14/2015 86401 1369078 KINGMAN APO 09:00 08:31 -00:29 Early 
04116/2015 86401 1369078 KINGMAN APO 09:00 08:49 -00:11 On Time 

Total Dist Scans: 31 
On Time: 3 09.7% 
Early: 28 90.3% 
Late: 0 00.0% 
Missing: 0 00.0% 



LDC 45 - WINDOW SERVICES: 

Observation: Saturday hours of operation are from 09:00 a.m. to 13:00 p.m. with minimal transactions 
and minimal staffing. Carriers start at 8:30 am and the Box Section's up time are 11 :00 am. The 9:00 am 
start time on Saturday disrupts these operations to place all resources at the window. Delaying opening 
by 1 hour will allow clerks to get all the mail connected and the Box up on time without jeopardizing 
customer service. Clerks also have to go between the two buildings, which takes time from the window. 
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Recommendation: Reduce Saturday window hours from 10:0 am to 12:00 pm so all mail is connected 
with carriers. 
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Observation: The clerks are not making their productivity time of 1.34 minutes per transaction, the 
clerks are averaging 2.48 minutes per transaction (54% achieved); window clerks earn 225.39 
transactions per 1412, they are averaging 152.09 transaction (15.31 %); and their SSK had the potential 
to earn $519 817.00, the lobby assistant is to generate more revenue through the SSK and has only 
generated $79 594.00. 
Recommendation: Supervisor / Postmaster must convey the importance of earning lobby assistant 
hours, potential to earn 8 hrs. Per day. The lobby assistant is to move the line by utilizing the mPOS and 
SSK, get the customer ready so transaction times are minimized, and to increase the number of 
transactions when a 1412 is decided to be opened. 

Observation: There is a lobby log at the window; however, there was no indication the non-revenues 
had been entered into the POS. 
Recommendation: Have a system to verify daily that all the non-revenue transactions have been 
entered. 

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



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

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



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

Observation: Kingman has a FTR come in at 9:00 a.m. to 15:00 p.m. to sit in the BMEU area. The clerk 
indicated there are no more than 3-4 customers daily. 
Recommendation: This position can assist customers upon their arrival; however, this clerk can do 
m!~~~~II?neous duties LOC 48 / LOC 43, or pull slips in the lobby. 



SUMMARY: 

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

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

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

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

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

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

Julie House 
Team Lead 
Finance - I:5IJOUIO'll 

Arizona District 
602.225.3277 

AI Ganote 
Function 4 Coordinator 
Arizona District 
602.225.3034 

(A) I Function -4 Coordinator 



Smith 
Function 4 Coordinator 
Arizona District 
602.225.3136 

Esther Fetzer 
Function 2 Coordinator 
Arizona District 
602.225.3485 

Attachments in Function File, Held at the District Function 4 Office: Work Hour analysis; Current lOPs 
eFfash; e1994 Current Bid Jobs; VAl' report both . and Parcell 

and days 

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


