	Date:

Office Name:

Employee  Name:

Current Complement:

	
	

	
	
	

	Cut OFF Time - LDC 43 (Hour: units)
	 
	 

	
	
	

	Cut OFF Time - LDC 44 (Hour: units)
	 
	 

	
	
	

	Cut OFF Time - CALLER MAIL (Hour: units)
	 
	 

	
	
	

	MAIL ARRIVIAL PROFILE FROM PLANT - IOP PLAN
	HR:UNITS
	MAIL VOLUME TO % PLAN

	TRIP 1
	 
	 

	TRIP 2
	 
	 

	TRIP 3
	 
	 

	TRIP 4
	 
	 

	TRIP 5
	 
	 

	TRIP 6
	 
	 

	TRIP 7
	 
	 

	TRIP 8
	 
	 

	TOTAL PERCENTAGE MUST EQUAL 100
	
	100%

	
	
	

	Is the Box Section clerk(s) working in LDC 43 (morning only)
	
	

	If YES answer questions #1 and #2.  
	
	

	How many employee(s)?
	 
	 

	Enter the time clerk(s) moves into operation 769 (hours: units)
	 
	 

	
	
	

	Is the Accountable clerk(s) working in LDC 43 (morning only)
	
	

	If YES answer questions #3 and #4.  
	
	

	How many employee(s)?
	 
	 

	Enter the time clerk(s) moves into operation 544 (hours: units)
	 
	 

	
	
	

	Is the Window clerk(s) working in LDC 43 (morning only)
	
	

	If YES answer questions #5 and #6.  
	
	

	How many employee(s)?
	 
	 

	Enter the time clerk(s) moves into operation 355 (hours: units)
	 
	 

	
	
	

	Enter the time for lunch - hour=1  -  1/2hour=.50 (units)
	 
	 


