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Function 4 Worksheet for Scheduling
This workbook was developed to help union locals put together various Desirable Duty Assignments (37.3.A.1) in an effort to compare to the Postal Service’s Matrixes prior to the posting of duty assignments.  It uses the Excel computer program, which is available on computers that have Microsoft Word or other Microsoft Office products.  If you haven’t used Excel before, don’t be intimidated.  The step-by-step instructions below should make it easy.

STEP-1: Before you get started, you will need the Basic Information about the Office printed out.

1. PS Form 1260- for changing time into hours and units

2. Basic Information about the office- normally completed by Shop Stewards

3. IOP Agreement for mail arrival- from information request that was submitted by the shop steward to management.

4. Customer Service Variance Report- facility data information # of deliveries LDC 48 Earned  hours- requested by Shop Steward

5. CSAW Report- requested by Shop Steward

6. Customer Service Adjusted Workload Performance Review (4 weeks)

a. Sample: 
Week 1
2/26/2011 – 3/4/2011

Week 2
3/05/2011 – 3/11/2011

Week 3
3/12/2011 – 3/18/2011

Week 4
3/19/2011 – 3/25/2011 

NOTE: Make sure you have previous week. The reason for previous week is that it has been finalized in the post office data system. Each week is a separate report. You MUST review reports because CUT-OFF TIME is important… Again, the following information will be provided by postal management the IOP Agreement for mail arrival, CSV and CSAW from the information request from the Shop Steward.
You should have already requested the information listed above from management; if you haven’t, submit requests as soon as possible.  Attached is sample of Request for Information form for IOP Trip Agreement and the CSV report. The second Request for Information form is for CSAW report. Make sure you have for example (Previous Week:  FY2011 wk 26) 03/19/2011 – 03/25/2011.  The reason for previous week is that it has been finalized in the postal data system.   Each week is separate report so you might have to request four separate information request forms.
SAMPLE FORMS TO RETRIEVE

INFORMATION FROM

(In order of Data Input)
[image: image1.jpg]Time Conversion Table

1 Hun- @ Hun- i Hun-
Minutes dredths Minutes dredths Minutes dredths
0 .00
1 .02 21 .35 41 .68
2 .03 22 37 42 .70
3 .05 23 .38 43 72
4 .07 24 40 44 73
5 .08 25 42 45 75
6 10 26 43 46 77
T A2 27 45 47 .78
8 A3 28 A7 48 .80
] 15 29 48 49 .82
10 A7 30 .50 50 .83
11 18 31 52 51 .85
12 20 32 .53 52 .87
13 22 33 .55 53 .88
14 23 34 57 54 .90
15 25 35 .58 55 7
16 27 36 .60 56 .93
17 28 37 62 57 .95
18 30 38 .63 58 .97
19 .32 39 .65 59 .98
20 33 40 67

"The collection of this information is authorized by 39 USC 401,
1003, 1005, 5 USC 8339. It will be used to reflect accurate time-
keeping. As a routine use, this information may be disclosed to a
Federal agency when relevant to the administration of employ-
ment benefits and programs including EEO, to an appropriate
law enforcement agency for investigative or prosecution pro-
ceedings, to a congressional office at your request, to OMB for
review of private relief legislation, to a labor organization as re-
quired by the NLRA, and where pertinent, in a legal proceeding
to which the Postal Service is a party. Completion of this form is
voluntary; however, if this information is not provided, you may
not be paid for hours worked."

PS Form 1260, March 1993 (Reverse)
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STEP 2: 

Tab-1 






            Tab-1

Steward’s Sheet




            CSV Report

[image: image3.jpg]T CSV COMPLEMENT MODEL SHOULD NOY BE THE SOLE SOURCE OF PERMANENT STAFFING DEGISIONS.

CUSTOMER SERVICE VARIANCE - CLERK/MAILHANDLER COMPLEMENT

Doivey Days302__| BUFFALO PO - BFL-WEST SENECABR 351018 T otz
\Loave Replacoment Calculation
o T o Pacey | Lo o s
Anel Leave 48| 14.00% GO g Oy o 1400 oy it ] 1.02 || Gy
Sick Loave 48 | 3.50% (G5 A Ony o x3 5050 dny i o] 0.25 | Gl
Jowor: 48 1.00% (GSY A Oy Mo  1.09% sy whis0 e wrw=| 007 |Gy
(Subraci Overime) | 48| 8.00% G5V Aoy Doy s B OV dmy O Vrs] 058 | Gont)
INet Total 10.50% Leave/OT Replacoment Needs »»»»| 076 | cents)
Replacement for Replacement >>»»|  0.08 ClorkMH(s).
Total Leave Replacement »>»>»  0.85 ClerkMH(s)
Man Year (0 < 100, 1100-199, 2 => 200) 2 [Current Ratio FT/PT 100%. 0%
[Target Ratio FT/PT 100% 0%
[ Current on Rolls. Eamed Complement
|Ful Time Clerk 7 [Full Time Clerk 8
|Part Time Flexible Clerk 0 [Part Time Flexible Clerk [
{Part Time Regular Clerk 0 [Part Time Regular Clerk 0
Full Time Mailhandler 0 [Full Time Mailhandier 0
[Part Time Flexible Mailhandler 0 [Part Time Flexible Mailhandler 0
[Part Time Regular Mailhandler 0 Part Time Regular Mailhandler 0
{Total F4 on Rolls 7 [Total F4 Eamed 8
[Current Actual [Daty Hrs _[Employees | [Target (& 4 ANEAR) [palyHrs [Employees
LDC 41 conminie) 0.00 0.00 | [LDC 41 connnin 0.00 000
LDC 42 cuans) 071 011 | |LDC 42 conmess 0.66 010
(DG 43 conmren 2018 305 | |LDC 43 conmvun 16.40 248
ILDC 24 cunnrin 272 041 | [LDC 44 cunnr 0389 013
LDC 45 cusiris) 15.36 232 | [LDCA5 comnstn 1697 256
LDC 48 curanta) 13.72 207 | [LDC 48 ciwniua 1333 201
[Total Actual Deily Hrs 52.69 796__| [Total Eamed Daily Hrs 4825 7.29
Daily Hours Actual 5269 _| [Daily Hours Eamed 4825
(Current Complement 7 [Target Complement 813
[FTEE Current 2273 | |FTEE Target 1792
{Projected Annual Hrs Actual 15912_| [Projected Annual Hrs Eamed 14,571
{On Duty Required Totals. 729 | Time Equiv Employee (Hrs per) 1792
iLoave Replacement Totals 085 Verience FTEE 113
[complement Total 813 [Complement % Achieved 114.29%
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#1, #15 (a-J
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[image: image5.jpg]“ustomer Service Variance Menu

CSV - FACLITY DATABASE INFORMATION - 1433926
(4C) 140 WESTERN NEW YORK PFC - MPOQ 5 - BFL-WEST SENECA BR 351018
WORKHOUR ANALYSIS

Unit Variables

AUTO/MECH CUTOFF TIME|

DIST /PO BOX CUT-OFF TIME| 11:00 Open Hours Monday - Friday
WINDOW OPEN MONDAY - FRIDAY| 08:30 14.00
UNIT LUNCH CLOSE MONDAY - FRIDAY|
UNIT LUNCH OPEN MONDAY - FRIDAY|

Open Hours Saturday
14.00

OW OPEN SAT
WINDOW





             Tab-1
             CSV Facilities
             Data Base


#3, 4, 5, 6, 7, 8, 9, 10

[image: image6.jpg]Following information is used for scheduling:

1) €SV report for 52 week period - example 4/17/2010 to 4/15/2011

2) CSAW report - each week s separate report.

Make sure you have for example (Previous Week: FY2011 WK 26) 03/19/2011 -03/25/2011
The reason for previous week s that week has been finalized in the data system.

Atthe end of second week the report will not appear in CSAW

3) 10P/SOP Mail Arrival Profile from the Plant to Station and percentage of volume for each trip

1) Ask the steward or clerks for the following information:

[Cot OFF Time - 1DC43 (Hour =

[Catorr Time

[Cut orr Tim RMAL

- MAIL ARRIVIAL PROFILE FROM PLANT - SOP PLAN

o
—Juooam
L)

H {AILVOLUME T

[TRip 1

TP 2

TP s

[TRiP

TP s

TP G

TP

TP s

TOTAL PERCENTAGE MUST EQUAL 100

15 the Box Section clerk(s) working in LDC 43 (moring only)
1 YES answer questions #1 and #2.

[Fow many employee(s)?

[Enter the time clerk(s) moves into operation 769 (hoursunits]

15 the Accountable clerk(s) working in LDC 43 (morning only)
11 YES answer questions #3 and #4.

[How many employee(s)?

[Enter the time clerk(s) moves into operation 544 (hoursunits]

il b s

s the Window clerk(s) working in LDC 43 (morning only)
1 YES answer questions #5 and 6.

[Fow many employee(s)?

[Enter the time clerk(s) moves into operation 355 (hours-units]

F
o

[Eoterihe time for Tanch hour=1 —1/2hour= 50 {oris)





[image: image7.jpg]week 1

CUSTOMER SERVICE ADJUSTED WORKLOAD (CSAW) - request previous week information

West Seneca Br 351018
2/28/2011 3/1/2011 3/2/2011 3/3/2011 3/4/2011 WK 1
LDC _JSAT-EARNED | SAT -TACS| MON- EARNED] MON-TACS| TUES- EARNED] TUES-TACS| WED-EARNED | WED-TACS| THR-EARNED J THR-TACS| FRI-EARNED ] FRI-TACS]
41 0.00 0.0 0.00] 0.00] 0.00] 0.00| 0.00] 0.00] 0.00| 0.00| 0. TOTAL
42 0.93 0.36| 1.10 0.64 0.88] 0.00] 0.77 0.53 0.82 0.17] 0.89 1.19) EARNED HRS
43 18.48 15.04] 21.88| 27.06) 12.38] 1921 13.47 19.15 1339 17.20]| 14.53 16.60] 291.59
a4 0.68 1.41 bl 5.18] 0.61 2.37) 0.7 3] 2.20| 0.76 AT 0.70 1.89] ACTUAL HRS
45 18.14 16.09 21.05 16.31 19.98 16.23 18.01 18.12] 15109 13.74] 15.04/ 12.81 306.14
43 BlEHsEl 8.04] 16.02 12.65 12.81 14.02 11.21 18.57 12.01 16.08] 14.41 10.51
TOTALS 51.84 40.94/ 61.16 61.84 46.66) 51.83 44.19 58.57 42.07) 49.96 45.67 43.00|
week 2
CUSTOMER SERVICE ADJUSTED WORKLOAD ({CSAW) - request previous week information
West Seneca Br 351018
3/5/2011 3/7/2011 3/8/2011 3/9/2011 3/10/2011 3/11/2011 WK 2
LDC SAT-EARNED J SAT -TACS| MON- EARNEDI MON-TACS]TUES- EARNEDJ TUES-TACS| WED-EARNED | WED-TACS| THR-EARNEDJ THR-TACS] FRI-EARNED | FRI-TACS
41 0.00 0.00] 0.00 0.00| 0.00 0.00] 0.00 0.00 0.00) 0.00| 0.00| 0.00} TOTAL
42 0.00 0.00] 0.00 0.00 0.00 0.00] 0.00 0.00| 0.00 0.00] 0.00| 0.00] EARNED HRS
43 0.00| 0.00)] 0.00)| 0.00 0.00) 0.00] 0.00 0.00 0.00} 0.00 0.00 0.00} 0.00
44 0.00 0.00 0.00| 0.00 0.00 0.00 0.00 0.00| 0.00| 0.00 0.00| 0.00) ACTUAL HRS
45 0.00]| 0.00] 0.00] 0.00| 0.00] 0.00] 0.00 0.00| 0.00] 0.00 0.00] 0.00] 0.00
48 0.00]| 0.00] 0.00] 0.00] 0.00] 0.00 0.00 0.00 0.00| 0.00 0.00) 0.00]
TOTALS 0.00| 0.00] 0.00] 0.00/ 0.00 0.00 0.00 0.00 0.00] 0.00 0.00 0.00
CUSTOMER SERVICE ADJUSTED WORKLOAD {CSAW) - request previous week information
West Seneca Br 351018
3/12/2011 3/14/2011 3/15/2011 3/16/2011 3/17/2011 3/18/2011 WK 3
SAT-EARNED | SAT -TACS| MON- EARNED | MON-TACSJTUES- EARNED| TUES-TACS] WED-EARNED | WED-TACSJTHR-EARNED | THR-TACS) FRI-EARNED| FRI-TACS
0.00] 0.00 0.00] 0.00 0.00 0.00| 0.00] 0.00 0.00 0.00 0.00 0.00 TOTAL
0.00] 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00] EARNED HRS
0.00| 0.00 0.00] 0.00 0.00] 0.00 0.00] 0.00 0.00] 0.00 0.00 0.00 0.00
0.00| 0.00 0.00] 0.00| 0.00 0.00 0.00] 0.00| 0.00| 0.00 0.00| 0.00] ACTUAL HRsS
0.00| 0.00 0.00 0.00 0.00 0.00 0.00] 0.00 0.00 0.00 0.00 0.00 0.00
0.00| 0.00 0.00] 0.00 0.00 0.00 0.00] 0.00 0.00 0.00 0.00 0.00
0.00 0.00] 0.00) 0.00] 0.00 0.00| 0.00| 0.00] 0.00| 0.00 0.00| 0.00]
CUSTOMER SERVICE ADJUSTED WORKLOAD (CSAW/) - request previous week information
West Seneca Br 351018
/1272011 3/14/2011 3/15/2011 3/16/2011 3/17/2011 371872011 WK 3
SAT-EARNED | SAT -TACS]| MON- EARNED | MON-TACSJTUES- EARNEDJ TUES-TACS] WED-EARNED || WED-TACS|THR-EARNED| THR-TACS FRI-EARNEDJ FRI-TACS
0.00| 0.00] 0.00 0.00] 0.00] 0.00] 0.00] 0.00 0.00] 0.00] 0.00] 0.00] TOTAL
0.00| 0.00 0.00 0.00 0.00] 0.00 0.00 0.00 0.00] 0.00 0.00| 0.00] EARNED HRS
0.00 0.00] 0.00 0.00] 0.00] 0.00 0.00 0.00 0.00] 0.00 0.00| 0.00 0.00
0.00 0.00] 0.00 0.00] 0.00] 0.00] 0.00] 0.00] 0.00 0.00] 0.00] 0.00] ACTUAL HRs
0.00 0.00 0.00} 0.00 0.00 0.00 0.00 0.00 0.00| 0.00 0.00| 0.00] 0.00
0.00 0.00 0.00 0.00] 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00| 0.00| 0.00| 0.00)| 0.00| 0.00| 0.00| 0.00| 0.00 0.00| 0.00| 0.00|





Tab-1\Tab 2

IOP Mail Agreement
[image: image8.jpg]Customer Service Variance Menu

BUFFALO PO - BFL-WEST SENECA BR - L.DC 48 EARNED WORKHOURS

Report date 01/11/2011

wooromsnen | souce |t e &
2ND NOTICES DLVS DELIVERIES 19157 |1.9305 minutes per 1000 Deliveries 36.98
|APC MAINTENANCE #PER MACHINE 1 4.8281 per machine 483
AVG MAILINGS PER #PER 0.00  |Mailings * 12 Mth * 27.5850 min / 302 0.00
BOX ACCOUNTABLE MAIL ROUTES 1 per 500 1.20 |5.7933 minutes per route 6.95
CALLER SERVICE (PAID) AVG DAY 7 Callers *1.2124 minutes 8.49
CANCEL MAIL ACTUAL MINUTES 0 Actual + (STB Factor 0.0729) 0.00
CARRIER ACCOUNTABLES |ROQUTES 41 |57933 minutes per route 237.53
CFS MAINTENANCE DELIVERIES 19157 |0.5793 minutes per 500 Deliveries 22.20
COLLECTIONS ACTUAL 10 Actual + (STB Factor 0,0728) 10.73
DISPATCH DLVS DELIVERIES 19157 |5.7933 minutes per 1000 possible 110.98
EXPRESS MAIL DELIVERY  |ACTUAL 0 Actual + (STB Factor 0.0729) 0.00
EXPRESS/PRIORITY SCANS |# OF SCANS 250  |0.1352 min for each of the 1st 200 + 0.1352 min each > 200 33.80
FIRM HOLDOUT AVG DAY 13 [Firm Holdouts *1.2060 minutes 15.68
FLEX TIME APPROV MIN. 0.00  [Actual Authorized Other Time 0.00
GENERAL CLERK OFFICE LEVEL 000 |Leagiinance Level s 240r20 0.00
NIXIE/UBBM DELIVERIES 19157 |4.8281 minutes per 500 Deliveries 184.98
OFFSITE TRAVEL/ADMIN ACTUAL MINUTES | 0.00 |Actual +(STB Factor 0.0729) 0.00
OPN &CLS SUPPLIES &SVCS |# OF OFFICES 1.0 12.07 minutes per office 12.07
P.O. BOX MAINT BOXES-RENTED 601  [Rented boxes *1.9305 min / 302 3.84
POST OFFICE BOXES RENTED 601  [Not Applicable
PREMIUM FOWARDING SVC [ACTUAL 0 Actual + (STB Factor 0.0729) 0.00
ROUTES CDS DELIVERIES 0 Not Applicable
ROUTES CITY DELIVERIES 18556 | Not Applicatle
ROUTES RURAL DELIVERIES 0 Not Applicable
TELEPHONE DELIVERIES 191567 |2:8968 minutes per 1000 Deliveries 55.49
VALIDATE 1412'S POS 3.61 |5.7933 minutes per 1412 20.93
VERIFY DEPOSIT/TRANSMIT |# OF OFFICES 1 33.1650 minutes per Office 33.17
Period 01/09/2010 - 07/07/2017 {302 Data Days) TOTAL EARNED MINUTES P/DAY 798.84
TOTAL L.DC48 EARNED HOURS 4019.83

Bold Lettering = District Level Editable Workload Elements

http://variance.usps.gov/csv/avar/avar csv 1dc48 wksheet.cfin

Page 1 of 1

1/11/2011
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Tab-1
           CSV- Deliveries
           #11





STEP-2: Once you have the Basic Information about the Office, IOP Trip Agreement, CSV report and the CSAW report you are to follow these Steps:
1. Open the Electronic Worksheet. (to get a copy of form put icon on the word [Worksheet] hold ctrl button and left click); Save it, using a new name, by clicking on “Save As.” Give the file a name you will remember, such as Pat’s Devalle Station, and save it in a folder or on your desktop.  (Giving each file a new name will allow you to save data for more than one station or branch.) You will see the word “Tabs” at the bottom.
2. Click on TAB-1, “Enter office information at the bottom” from the Basic Information Sheet. (All information that requires time will be entering as hours and units (24 hour clock).  Example 1: 8:45 will be entered into the workbook as 8.75  Example 2:  1:30pm will be enter as 13.50 (Start with Name of office/finance number)

3. Enter the information that is needed in the worksheet from the Basic Information about the Office, IOP agreement and CSV reports that you obtain from the USPS and the Function 4 office. To view an example of the information that is needed for Tab 1 from the CSV report click on CSV – Facility Database Information, # of Deliveries – LDC 48 Earned Workhours, and CSV Clerk/Mailhandler Complement Actual/Earned for each LDC. 
4. Click “Save.”
5. Click on Tab 2, “CSAW INFO” at the bottom of the page.
6. The first day of the CSAW report will always start with Saturday.  Enter the date of the first CSAW report in the yellow box. 
7. Enter from CSAW report the Earned and Actual hours for each day from each of the four weeks that was obtain from USPS.
8. Click “Save.”
9. Click on Tab 3, “Current Schedule” at the bottom of the page.
10. Enter Employee(s) name, hit the tab key enter the non schedule day, hit the tab key enter hours work per day, hit the tab key enter starting time.  If employee starts at 4:00am enter the time as 4.00 Example 1: 8:45 will be entering into the workbook as 8.75 Example 2:  1:30pm will be enter as 13.50 - Continue across the worksheet until that employee schedule for the week is completed.  Repeat this process for each employee that works at this office.  If there is open bid at this office enter information as if the bid is filled.  All information that requires time will be entering as hours and units (24 hour clock).  

11. Click “Save.”
12. Click on Tab 4, “Earned Hrs - Schedule” at the bottom of the page.
13. We will establish the schedule work hours based on hours earned in LDC 43 per trip from IOP agreement between the Plant and the station on the mail arrival profile.

14. Start the schedule with earliest starting time for employee(s) that will work in LDC43 (Manual Letters, Manual Flats, and Parcels) base upon the mail arrival profile time and cut off time for distribution.
15. I put off to the side of Tab 4 a calculator that will help identify potential start times and number of employees needed.  You have to choose the Trip you want to schedule for and it gives you the start times for up to 8 employees.  Non-eligible start times will automatically turn red using conditional formatting. 
16. Start with Employee #1
17. Determine the starting time based on the mail arrival time for Employee #1 and the desired day off. 
18. Copy and paste the colored cells that are located in worksheet into each day that Employee #1 will work in LDC43 (morning only)      Hrs     Start    LDC43 hrs
	0
	0.00
	0.00

	
	
	


19. Enter the total number of hrs Employee #1 will work for the entire day.  If this is 8 hr position enter 8 into Hrs                Hrs
	8
	0.00
	0.00


20. Enter start time             Hrs    Start
	8
	4.00
	0.00


21. In the LDC43 hrs - cell will automatically calculate the total hrs in distribution until the cut off time.

                                      Hrs       Start   LDC43 hrs

	8
	4.00
	5.00


22. Continue with each Employee schedule as in Step 15 through 23 until all the trip hours are covered for each day of the week.
	EARNED HRS PER LDC 43 TO SCHD
	
	 
	 
	0.00

	        + / - PER CSAW
	
	
	
	Total LDC 43 hrs


Keep an eye on the EARNED HRS PER LDC 43 TO SCHD located near the bottom of the worksheet.  You cannot schedule more hours to the Earned hours in this section of the worksheet.












23. After distribution schedule is now complete the remaining hours will be used for all other schedule(s).  Continue with the next Employee, hit the tab key enter the non schedule day, hit the tab key enter hours work per day, hit the tab key enter starting time.  If employee starts at 8:30am enter the time as 8.50 - Continue across the worksheet until that employee schedule for the week is completed.  Repeat this process until you reached maximum earned hours per day .  You cannot schedule more hours in the ALL LDC EMPLOYEES – EARNED HOURS section.
	ALL LDC EMPLOYEES  -  EARNED HOURS
	 
	0
	   =
	0.00


          Total             CSV Earned to CSAW






       Schedule Hrs per day



24. Click “Save.”
25. Click on Tab 5, “Actual Hrs - Schedule” at the bottom of the page.
26. I put off to the side of Tab 4 a calculator that will help identify potential start times and number of employees needed.  You have to choose the Trip you want to schedule for and it gives you the start times for up to 8 employees.  Non-eligible start times will automatically turn red using conditional formatting
27. Repeat Step #15 through 24, but used Actual Hrs instead of Earned Hrs.
28. Click “Save.”
Tab 2


CSAW Report


#17





USE WEEKS 1-4


CSAW Report





Time Conversion


Table








Completed CSAW Report














