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Presenter
Presentation Notes
Rob will open with a Welcome and introduce each of the Clerk Officers and extend a thank you to Mike Barrett for all his assistance and support with this project.


NTFT MOU

Per the 2010-15 Memorandum of Understanding
regarding NTFT duty assignments, before imple-
menting any new non-traditional assignments the
local union will have the opportunity to:

» Review

» Comment

» Make suggestions, and
» Propose alternatives



Presenter
Presentation Notes
 PREFACE
The Clerk Division has put together this package in an effort to enforce the contract. We must make every effort to ensure DESIRABLE JOBS.
You must review all Matrixes provided by management to ensure they have created desirable duty assignments from all available hours in accordance with Article 37.3.A.1.  followed is the need to comment, make suggestions and propose alternatives.



TYPES OF REPORTS

REPORTS

PURPOSE OF REPORT

Cs5Vv

CSV - Workload Worksheet

CSV — LDC 42 Earned Work hours

CSY - LDC — 48 Earned Work
hours

CSV — Facility Database Information

CSV — Clerk/Mailhandler Complement

CSYV — Data Stream

Customer Service Variance- Used in Function 4
replaced previous programs- measure and monitors
office performance; assist in establishing budget,
match complement work locad, unit route and
deliveries. We will be requesting 302 Customer
Service Days report.

Provides volume, productivity, hrs, (STB)
Standup Talks and Breaks for LDC 41, 42, 43,
44 45, 46, and 48

Provides earned time for BRM/PD, Merchandise
Return SVC, and Parcel Return SVC.

Provides earned time for workload element
benchmark value and csv factors.

Provides information about the unit - open/closing
time, Auto/Mech, distribution and box section
cutoff time.

Provides current employees on the roll, Earned
Complement, Current (Actual) Daily Hrs for each
LDC, Target (Earned) Daily Hrs for each LDC.

Provides earned, benchmark and flash data for
daily mail volume for each LDC, CAG, and total
transaction. Information provides key information
into the CSV reports.



TYPES OF REPORTS CONT’D

REPORTS

PURPOSE OF REPORT

CS8SV — Complement Utilization

LDC BREAKDOWN
FOR ALL TOURS
1,2, & 3

PS 1994

CSAW

MPV

MPYV - Workload Worksheet

Provides information about the District actual
Function 4, annual leave, sick leave, overtime
and LWOP hours.

LDC-41 Automation Operation
LDC-42 BRM/PD Parcel Return SVC
LDC-43 Distribution Operation
LDC-44 Box Operation

LDC-45 Window Operation

LDC-46 Vending Equipment
LDC-48 Administration

Management Scheduling tool for Function 4.

Customer Service Adjusted Workload - Used daily to
assist in staffing and balancing of work hours. CSAW is
weekly report we will need four weeks in row. Make
sure the CSAW week has been finalized by
management.

Mail Processing Variance- Used in function 1 replaced
previous programs- measure and monitor office
performance, assist in establishing budget , match
complement work load

Provides workload, target productivity rate,
Earned Hrs, Actual Hrs, Opportunity for LDC 11,
12, 13, 14, 15, 17, and 18



REPORTS PURPOSE OF REPORT

MPV- Clerk/Mail Handler Complement

MPES Work hour

RDM

WebEOR

WeDbEIS-

WOS

Provides current employees on the roll, Earned
Complement, Current (Actual) Daily Hrs. for each
LDC, Target (Earned) Daily Hrs. for each LDC

Mail Processing Employee Schedule- Used daily
to assist in staffing and balancing of work hours
for Clerks and Mail Handlers. MPES is available
for all tours. MPES is weekly report we will need
four weeks in row. Make sure the MPES week has
been finalized by management.

Retail Data Mart

Electronic Information System

Window Operating Survey



PURPOSE OF USPS FORMS



CUSTOMER SERVICE VARIANCE
REPORT (CSV)

CSV- Management is using CSV Data during 13 week
period to determine earned hours for that period.

According to management this13 rolling weeks of data using the CSV
calculations is for every activity that occurs in an office, by LDC and
sub-activity to determine the “earned” hours for each activity. It
analyzes “hard time” activities- duties that must be performed each day
at specific time and “soft time” activities — duties that don’t have a
critical time frame for completion that may be performed during the
course of a work day. For example, window service and mail
distribution are considered “hard time” activities. Moving empty
equipment to the dock is considered “‘soft time” duties.




Facility Data Base Information
(FDB)

FDB Information- shows the arrival and dispatch

times for each trip. Also contains PO Box Distribution “Up
Time”, times for opening and closing the window and
similar information needed for creating work schedules.



LDC 42 AND LDC 48
REPORTS

These reports- provide detailed information about the

“hard time” and “soft time” activities conducted during the
course of each work day under these two labor distribution
codes.



Mail Arrival Profile

Malil Arrival Profile- contains the arrival patterns

for mail coming into the office each day by time of day and
volume.



1994

e1994- contains data that provides a visual schedule
Indicating the number of employees needed for every

function in the office during every 15 minute time slot
throughout the work day. Indicates the overlapping of

employees and gaps in time where no employee’s service
IS needed other than at the retail window.



Putting Together
Desirable Duty Assignments

Step 1- Request documents from Management
Step 2- After receipt of PS Matrixes- review postings

Step 3- Review all documents received from
Management & Determine if Function 1 or 4

Step 4- Use the APWU Scheduler and information
from the Postal Service documents to create
Desirable Duty Assignments

Step 5- Compare your Desirable Duty Assignments to
PS Matrixes and with Management



What Hours are Used to Establish
NTFT Assighments?

It Is clear that management is using only CSV
and earned hours to establish NTFT Assign-
ments. This violates our contracts. Locals
should be advised that a grievance should be
filed on each NTFT assignment using the
argument of all available hours, Article
37.3.A.1, and If there Is a reason to establish a
NTFT duty assignment it must be operationally
necessary. Appeal to ADRP (administrative Dispute Resolution Process)




Creating and Posting NTFT JOBS

*All NTFT Duty Assignments must be posted for bid in
accordance with Article 37.3.A.1

e Review PSE Hours to ascertain whether or not Full-time
assignments can be carved out of It.
s Automation- WEBeor & RPG
¢ Manual- TACS Clock Rings



Creating and Posting NTFT JOBS

*All NTFT Duty Assignments must be posted for bid in
accordance with Article 37.3.A.1

e Review PSE Hours to ascertain whether or not Full-time
assignments can be carved out of It.
s Automation- WEBeor & RPG
¢ Manual- TACS Clock Rings



CSAW REPORT

In the CSAW Report- We might need to add Earned Hours to refer to
productivity time factors that were used in LDC to complete task.

According to the Postal Service CSAW Report is the Actual Hours
referred to TACs rings that were used in LDC to complete the task.



Review Office/Facility Information

* Number of Full-Time Employees as of May 23, 2011-
placed into 40-44 hour jobs

* Upon receipt of Matrixes, review number of jobs in
Postal Service proposed matrix that a full-time regular
[as of day of contract] can be placed into (to prevent
making unsuitable).



Current Occupied/Vacant/Residual
Duty Assignments

How many current Occupied Duty Assignments
are there?

 How many Vacant Duty Assignments are there?

 How many Residual Duty Assignments (by
Installation, tour, and section) are there?

e If Function 4 (Station/Branch)?



Documents/Information Needed

If not available, Locals should submit information request
to include:

v" Reports associated with Customer Service
v Variance (CSV)

v Unit Variance

v Workload worksheet

v LDC 42 Worksheet

v LDC 48 Earned Worksheet



Documents/Information Needed

Cont’'d

v'Facility Database

v" Data Stream

v" Productivity Worksheet

v' CSV Summary

v FTES/FTEE

v" Reports associated with Customer Service Adjustment
Workload (CSAW)- each week Is a separate report.
Request each week for next four week period



Documents/Information Needed

Cont’'d

v" Reports associated with CBOP

v' PRS Form 1994

v" Function 4 Scorecard

v Time office opens and closes

v Time window opens and closes

v What’s wall up time for box mail

v What time mail must be ready for carriers

v How many Light Duty positions authorized in LMOU
v Review residuals




REVIEW OF MATRIXES




REVIEW OF MATRIXES

= Review operational needs information for each
non traditional duty assignment

* Need to know start time and end time for each
operation

= Were NTFT assignments posted for bid?




REVIEW OF MATRIXES CONT’D

» What is the postal service proposed compliment?

» How many hours used by installation, tour,
section according to LMOU?

» What is the number of employees by installation,
tour, section? (Current and Proposed)

» Breakdown of Traditional Full-Time and NTFT
by Installation, tour and section?



REVIEW OF MATRIXES CONT’D

»\Were Traditional assignments changed to NTFT? If so,

when and why?

» Were excessed clerks provided retreat rights before
placing Junior PTF/PTRs who were converted after the
signing of this agreement?

» Were newly converted PTF/PTRs given 40 hrs

traditional assignment in accordance to Art 37, Sec. 4,

If not placed in a residual assignment?
» Are there PSE hours that can be used to create 30 hour
assignments?



Alternative
Desirable Duty Assighments

= After review of all relevant documents and information
the Union should be prepared to provide alternative
Desirable Duty Assignments, always keeping in mind
that a current FT employee as of May 23, 2011
cannot be involuntarily assigned to NTFT
assignments of less than 40 hours a week.




Alternative
Desirable Duty Assignments

= All other employees, including current PTRs, PTFs, and
any career employees hired after the signing of this
Agreement, may be assigned to any residual NTFT duty
assignment in accordance with Article 37 or 39
respectively. (Add actual language here)



Alternative
Desirable Duty Assighments

Traditional Full Time Employees may be
reassigned to occupy NTFT assignments of 40-44
hours a week, so long as those assignments have
at least two (2) scheduled off days, with no
scheduled work days of less than six (6) hours or
more than ten (10) hours.



APWU SCHEDULER TOOK KIT

» Is not on the CD from the All Craft Conference

* Newer version with APWU Logo and recent
updates iIs located on the APWU WEBSITE

* Only Local Presidents can download the
programs by going to www.apwu.org/index2.htm.



http://www.apwu.org/index2.htm

Accessing the Scheduler

v/ On main page of the APWU home page locate Members Only

v" Click on Members Only

v" Login with your password

v" On Member’s Home Page, My Local and Personal Info- In the My Local Profile
section located on the far left side

v" Click on APWU Scheduler located on the bottom ,in My Local Profile Section

v" Next page is Welcome to the APWU Scheduler

v" Click on Next

v" Next page is User Agreement- After you have read the terms of this agreement and
agree to all of its provisions Click on the box next to | agree,

v Then click on Submit

v" Next page is the Instructions for Using the APWU Scheduler (this page is used to
download the APWU Scheduler Files — print this page prior to downloading the
files)

v" Click on Download APWU Scheduler Files

v" Follow the instructions that you printed out prior to downloading the APWU
Scheduler Files




* Tab 1-
* Tab 2-

e Tab 3-
* Tab 4-

Scheduler Tabs

nput Basic Information
nput Customer Service Workload Information

Using Weeks 1, 2,3 and 4
Is optional — use to see history of office

Input management proposed schedule

e Tab 5- Will be explained in more details



INSIDE THE TOOL KIT
“WORKSHEET”




- INSIDE THE WORKSHEET

STEP-1: Before you get started, you will need to Q1] NT OUT the

as listed below:
e PS Form 1260- for changing time into hours and units
 Basic Information about the office- normally completed by the Shop
Steward (s).
» |OP Agreement for mail arrival- from information request that was
submitted by the shop steward to management.
« Customer Service Variance Report- facility data information # of
deliveries LDC 48 Earned hours- requested by Shop Steward
 CSAW Report- requested by Shop Steward
e Customer Service Adjusted Workload Performance Review
o 4 \Weeks in a Row — Looks like 12/26/2011 — 3/25/2011
Example: Week 1 2/26/2011 — 3/04/2011
Week 2 3/05/2011 — 3/11/2011
Week 3 3/12/2011 — 3/18/2011
Week 4 3/19/2011 — 3/25/2011



Presenter
Presentation Notes
NOTE: Make sure you have the previous week. The reason for the 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 the previous week is that it has been finalized in the postal data system.   Each week is separate report so you might have to submit four separate information request forms.





INSIDE THE WORKSHEET

STEP—Z . Once you have the Basic Information about the Office, IOP Trip Agreement, CSV
report and the CSAW report you are to follow these Steps:

Open the Electronic Worksheet. (to get a copy of the form: Put icon on the word [Worksheet] hold
the 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.

Click on TAB-1, from the Basic Information Sheet. (All information that requires time will be
entered 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)




INSIDE THE WORKSHEET

Enter the information that is needed in the worksheet from
the Basic Information about the Office, IOP agreement and
CSV reports that you obtained from the USPS and the
Function 4 office. To view an example of the information
that iIs 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.




Office Information

» Date of completion of schedule - Date that the
local union gave management their proposal on the
revised schedule.

» All time MUST be entered in (24 hour clock) hour
and units. Example: 8.50 (eight-point-fifty) will be

entered in our workbook - NOT 8.50

» CSV - Facility Database Information can be found
on the CSV report. We will want to make sure the
information is correct. Compare CSV to the local
information received from the steward or clerk that
was filled out from the local information form.

» # of Deliveries - CSV report located in the LDC 48
arned Workhours

Note: CSV is acronym for Customer Service Variance
LDC is acronym for Labor Distribution Code


Presenter
Presentation Notes
This page is really important. If you would take a look at the second bullet you will see that all time must be entered in 24 hour clock hour and units.

Example: 8:30 will be entered in our workbook as 8.50 and not 8:30. 

The workbook form will ask for CSV Facility Database Information- which can be found on the CSV report.  We want to make sure the information is correct. We will compare CSV to the local information that we received from the steward or clerk that was filled out on the local information sheet.
EXAMPLE:
Number of deliveries- Found in CSV report that is located in the LDC-48 Earned Workhours.
CSV is the acronym for Customer Service Variance
LDC is the acronym for Labor Distribution Code


COPY OF

BASIC INFORMATION
SHEET

Following information is used for scheduling:

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

2) CSAW report - each week is separate 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 week has been finalized in the data system.

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

3) I0P Mail Arrival Profile from the Plant to Station and percentage of volume for each trip

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

Jcurrent Complement |
[CGt OFF Time - LDC 43 (Hourzunits) _ DISUTOULION |
JCut OFF Time - LDC 44 (Hour:units) Raox Sectiaon |
[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

[TriPs

TOTAL PERCENTAGE MUST EQUAL 100

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

100%

|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.

|H0w many employee(s)?

IEnter 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)



Presenter
Presentation Notes
This is the basic information sheet that the steward in the office is going to use and fill out to complete the workbook. We will give you more details as we go through the training material.


Local Information

» Local information - The steward or clerk who
works in the office will fill out this form. They
are our best source of information. We will be
able to use most of the information on this

sheet to compare to the USPS reports that we
will or have requested.



Presenter
Presentation Notes
The previous slide we showed you was the form in which the Steward would input Local Information. As we stated, this information is the best source of information for the Union. The purpose of securing this information is to be able to compare to the USPS reports that we will be requesting. 

Advise participants that they can print this form from the presentation when needed. 

CLICK ON “Local Information” and explain 


Office Information

» CSV Clerk/Mail handler Complement -
We will be using the data in section
label Current Actual , Target and Daily
Hrs for each LDC. Example of
complete

» Mail Arrival from P&DC base upon
IOP/SOP Plan - Information request
will be needed.

Note: IOP / SOP are acronyms used for Internal
Operation Plan/Standard Operation Plan



Presenter
Presentation Notes
We will be using the Clerk/Mail Handler Complement information: Data in the section labeled  “Current Actual, Target and Daily Hours for each LDC”.

Explain that we will be using the Mail Arrival from P&DC, based upon IOP/SOP Plan- which will be from the information request you submit to the PS.

 IOP/SOP are acronyms used for mail arrival profiles


CLICK ON CSV report- 




Office Information

» Employee(s) Information - we will need to know if any of the
clerks are scheduled to work in LDC 43 in the morning to the
cut off time for distribution.

» Example: Clerk -1starts at 4.25am (that’s 4 hour and 25
units) and the cut off time for LDC 43 is 9.00am. Clerk-1
wants to work the window and the window opens at 8.50am
(8 hours and 50 units) the clerk moves into operation 355 at
8.25 (8 hours and 25 units) to setup the window. There is a
total of 4 hours spent in LDC 43. That is subtracting their
moved time (8.25) from their begin tour (4.25). Because the
cut off time for LDC 43 is 9.00 am. the matrix workbook will
add .75 units back into LDC 43 to complete the task.



Presenter
Presentation Notes
You will need to input the Employee(s) Information – Tab 1 at the bottom of the workbook. We will need to know if any of the clerks are scheduled to work in LDC 43 in the morning 4:00 am, to the cut off time 9:00 am for distribution.  

Example:  Clerk -1starts at 4.25am (that’s 4 hour and 25 units) and the Cut off time for LDC 43 is  9.00am.  

Clerk 1- wants to work the window and the window opens at 8.50 am (8 hours and 50 units) the clerk moves into operation 355 at 8.25 (8 hours and 25 units) to setup the window.  Emphasize to use a dot and not a colon with the time when inputting into workbook.

There is a total of 4 hours spent in LDC 43.  That is subtracting their moved time (8.25) from their begin tour (4.25). 

Because the cut off time for LDC 43 is 9.00 am. the matrix workbook will add .75 units back into LDC 43 to complete the task.
If your office opens at 4:00 am we are only interested in 4:00 and 9:00 AM


Conversion
Table

Time Conversion Table

. Huin- r Hun- o Hun-
Minutes dredths Minutes dredths Minutes drecthe
8] .00
1 .02 21 o5 41 .68
= .03 22 37 42 70
3 05 23 .38 43 T2
4 07 24 40 <4 T3
5 .08 25 A2 45 TD
6 10 26 A3 46 TT
7 A2 27 A5 47 .78
8 0 £ ] 28 47 48 .80
=] A5 29 A8 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 ST 54 .80
15 25 35 58 55 .92
16 2T 36 .60 56 83
17 28 37 B2 57 .85
18 .30 38 B3 58 97
19 a2 39 65 59 .98
20 e e 40 67 i

"The collection of this information iz authorized by 38 USC 401,
1003, 1005, 5 USC 3339 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 enfercement agency for investigative or prosecution pro-
ceedings, to a congressional office at your request, to OMB for
review of private relief legislation, to a laber 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 ”




CSAW Information

» Customer Service Adjusted Workload (CSAW)
Each previous week information Earned and
TACS will be inputted into the CSAW Info
section of the workbook.

» Each week is separate report for the CSAW
and we will need the previous week
information. The reason for previous week is
that it has been finalized in the data system.



Presenter
Presentation Notes
This is the CSAW (Customer Service Adjusted Workload) information. Each previous week information Earned and TACS will be inputted into the CSAW Information section of the Workbook.

Each week is a separate report for the CSAW, and we will need the previous week’s information. 

The reason for the previous week is that it has been finalized in the data system.

Click on “Example of CSAW report”, and explain.


CSV Information Request

Example of CSV request

.


Presenter
Presentation Notes
Click on:
 “Example of CSV request” 
to show the word document.


“ustomer Senvice Variance Menu #1

SV~ FACLITY DATABASE INFORMATION - 1433026
(4C) 140 WESTERN NEWYORK PEC - NPOOS « BFLWEST SENECA BR 361016
WORKHOUR ANALYSIS
U Vrlbls Al

UNTTOPEN, 0400
WAL ARRVAL) 0405
AUTOWECH CUTOFE TIVE

DT 0 BOX CUTFF TIVE] 1400 | | Open o Monday - Fidy
WINDOW OPEN NONDAY - FRICAY| 080 {0
UNT LUNCH CLOSE NONDAY - FRIORY
UNI LUNCH OPEN NONDAY - FRIDRY

WINDOW CLOSE MONDAY « FRIDAY| 1. Open Hours Setucey

0
- UNIT CLOSE NONDAY - FRIOAY| 1800 L
NI OPEN SATURDAY) (h
WINDOW OPEN SATURDAY 0
WINDOW CLOSE SATURDAY,
UNT CLOSE SATURDAY, 160




Following information is used for scheduling:

#2

ThE CSV COMPLEMENT MODEL SHOULD NOT BE THE SOLE SOURCE OF PERMANENT STAFFING DEGISIONS.

CUSTOMER SERVICE VARIANCE - CLERK/MAILHANDLER COMPLEMENT # 3

1) CSV report for 52 week period - example 4/17/2010 to 4/15/2011 Dulivary Days: 302 J BUFFALO PO - BFL-WEST SENECABR 351018 DATE 12011
Leave Replacement Calculation
2) CSAW report - each week is separate report. Leovs Type HuPerDoy | Lewn% Formuia Eamed
Make sure you have for example (Previous Week: FY2011 WK 26) 03/19/2011 - 03/25/2011 Annual Laave 48 14.00% (CSV Avg Dy Hours x 14.00%(5 tay whis0 hr WHwk) 1.02 Clork/MH]s)
The reason for previous week is that week has been finalized in the data system. = ; I
At the end of second week the report will not appear in CSAW ?:O:Hw :’: :: %:: (c:\r st lns bl 3'xm o gg? :E::;
. (CSY Avg Dally Hours % 1, tay wi4( hr Wirwk)= ;
3} 10P/SOP Mail Arrival Profile from the Plant to Station and percentage of volume for each trip {Subtract Overtime) 48 8.00% (CSV Avg Daily Hours x B.O0%(G day whid0 hewiriwk)=| (1,58 Clark/MH(s)
1) Ask the steward or clerks for the following information: et Total 10.50% Leave/OT Rﬂl‘-’::rm Neads :::i g;g cmmﬁ} |
[Cut OFF Time - LDC 43 {Hour:units) {9:00AM | +  Total Leave Replacement »»»» (.85 | Cennig
[Cut OFF Time - LDC 44 (Hour:units) [11:004M | Man Year (0 < 100, 1 100-189, 2=> 200) 2 Current Ratio FT/PT 100% 0%
[Cut OFF Time - CALLER MAIL (Hour:units] [o:00mt | Target Ratio FT/PT 100% 0%
Current on Rolls Eamed Complement
. MAIL ARRIVIAL PROFILE FROM PLANT - SOP PLAN HR:UNITS  MAIL VOLUME TO % PLAN IFUH Time Clerk E—— 7 Eull Time Clerk 8
TRIP i 65
— = = [PanTime Flexible Clerk 0| ParTime Flexible Cierk 0
TRIP 3 650 15 Part Time Regular Clerk 0 Part Time Regular Clerk 0
TRIP 4 Full Time Mailhandler 0 Full Time Mailhandler 0
b {Part Time Flexible Mailhandler 0 Part Time Flexible Mailhandler 0
I::: {Part Time Regular Mailhandler 0 Part Time Regular Mailhandler 0
TRIP8 Total F4 on Rolls 7 | [Totsl F4 Eamed ; 8
TOTAL PERCENTAGE MUST EQUAL 100 00%  |Cument Actual Dally Hrs  |Employees | (Target (&'m‘ Daily Hrs _{Employees
. " : ILDC 41 i 000 | 000 | [LDC4lceawsy | 000 [ 0.00
15 the Box Section clerk(s) warking in LDC 43 {marning only) >
If YES answer questions i1 and H2, ILDC 42 cirkimtis) 0.711 011 LDGC 42 cioranris) 0.66 0.10
[iow many employee(s)? | [LDC 43 ceane) 2018 | 305 | |LDC 43 cotmmy 1640 | 248
|Enter the time clerk{s) moves into aperation 769 (hours:units) 8.75) ILUC 44 Cienn) 9279 0.41 LDC 44 ) 0.89 0.13
Is the Accountable clerk(s) working in LDC 43 (morning only) ILDC 45 ClorkMH(s) 15.36 2.32 - LDC 45 ClorkhtHs) 16.97 2.56
I YES answer questions #3 and #4, {Loc 48 ClaridMH(s) 13.72 207 LDC 48 cuanmgy) 13.33 2.01
[How many emplayee(s}? YES Total Actual Daily Hrs 52.69 796 | [Total Eamed Daily Hrs 48.25 1.29
|Enter the time clerk{s) moves into operation 544 [hours:units) B:50) waity Hours Actual 5769 Daily Hours Eamed 1805
1s the Window clerk{s) working in LDC 43 (morning only) ﬂCuﬁ'ﬂﬂt Complement 7 TanEl Cnmplement 8.13
I YES answer qulestiu{n; :5 and H6. ™ |FTEE Current 2273 | |FTEE Target 1792
How many employee(s) i j
Enter the time clerk(s) moves inta operation 355 (hours:units) 1 IEI’U]BCT&d Annual Hrs Actual 15’912 Pm}ad&d Annual Hrs Earned 14,571
On Duly Required Totals 7.9 Time Equiv Employee (Hrs per) 1752
[Enter the time far lunch - hour=1 - 1/2hour=50 (units) | 1,00f Leave Replacement Totals 0.85 Nerierce ETEE 13
complement Tota 813 | [Complement% Achieved 114.29%
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week 1
CUSTOMER SERVICE ADJUSTED WORKLOAD (CSAW) - request previous week information
0
2/26/2011 2/28/2011 3/1/2011 3/2/2011 3/3/2011 3/4/2011 WK1
LDC [JSAT-EARNED | SAT -TACS| MON- EARNEDJ MON-TACS]TUES- EARNEDJ TUES-TACS] WED-EARNED | WED-TACS] THR-EARNED JTHR-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 0.00f  0.00 0.00 0.00] o©.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] o.00
48 0.00 0.00} 0.00} 0.00 0.00} 0.00} 0.00 0.00 0.00f  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]
week 2
CUSTOMER SERVICE ADJUSTED WORKLOAD {CSAW) - request previous week information
0
3/5/2011 3/7/2011 3/8/2011 3/9/2011 3/10/2011 3/11/2011 WK 2
LDC [SAT-EARNED JSAT -TACSf MON- EARNED] MON-TACS] TUES- EARNED] TUES-TACS] WED-EARNED [ WED-TACS] THR-EARNED] THR-TACS] FRI-EARNEDJ 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] o0.00
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



Presenter
Presentation Notes
This is what a blank copy would look like. 

This is a copy of week one (1) and week  two (2)


B2

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

0
3/12/2011 3/14/2011 3/15/2011 3/16/2011 3/17/2011 3/18/2011 WK 3
SAT-EARNED JSAT -TACS| MON- EARNED] MON-TACS| TUES- EARNEDJ TUES-TACS| WED-EARNED] WED-TACSJ 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}

CUSTOMER SERVICE ADJUSTED WORKLOAD (CSAW) - request previous week information
0
3/19/2011 3/21/2011 3/22/2011 3/23/2011 3/24/2011 3/25/2011 WK 4
SAT-EARNED JSAT -TACS| MON- EARNED] MON-TACS [ TUES- EARNEDJ TUES-TACS| WED-EARNED | WED-TACS| THR-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] o0.00
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}



Presenter
Presentation Notes
Again this is what a blank copy would look like. 

This is a copy of week three (3) and week  four (4)


pening Time Monday thru Friday {Hourunits]

Tosing

pening Time on Saturday (Hourunits)

¥me on Saturday (Hourunits)

- LDC &3 {Hour:units)

15)

Cut OFF Time - CALLER MAIL {Houwr units]

Time for lunch - {Hourunits)

Current Schedule
TRIPY .00) TRIPS 1
IS, TRIP EI 000
0.00] TRIP 7 0.00)]
I 0.00] TRIP 8 ] I X 0.00]
cat] 000 | 000 |iocai] ooo | ooo fiocar B.00 IDCa1] 0.00 | 600 B.00
LxCaz] 0.00 0.00 LC 42 0 0.00 LDC 47 0.00 LOC 4 0.00 0.00 0.00
oCad] 600 | 000 |loc4s] 0.0 | 600 Jlocas 0.0 IDC 64] 0.00 | 0.00 0.00
Bcas] 000 | 000 |Lbcas] 600 | 600 Jloces T.00 Cas] 0.00 | 0.00 6.00
ICas] 000 | 0.00 |LDC#8] 0.00 ]| 0.00 ] LOC 48 T.00 IDC#8] 0.00 | 000 0.00
[FoTAL] 000 | 000 | TOTAL] 0.0 | 0.00 J TOTAL 0.00 TOTAL| 0.00 | 0.00 0.00|Total HRS per Wk
o SAT MON THR 0.00
EMPLOYEE NAME NS Days HR_ | START] wwcashs] HR JSTART] tocesnns | HR LDCAS hra TR START] tocas s cas hrs JCLEAK HOURS PER WK
1 0 | 000] coo 0 000 | o.00 o 0,00 0 G | ooo | o000 0.00 0.00
2 a 000 | o.00 o 000 | o000 o 0.00 0 o | ooo | ooo 0.00 0.00
3 0 000 | 0.0 0 000 | o.oo0 o 0.00 0 o ] 0.00 | 000 000 | 0.0 0.00
4 o 000 | o.00 0 000 | ooo 0 0.00 0 o J ooo] o0o 0.00 | 0.00 0.00
5 0 000 | c.oo 0 | ooo | ooo 0 0.00 0 X o | ooo | ooo 000 | 0.0 0.00
8 0 000 | o.oo o | oo | ooo o 0.00 o ] ooo ] o.oo o Jooo] ooo 000 | 0.00 0.00
7 a oo | o0 o ooo | o000 o 0,00 o | ooo [ oo o Jooo| ooo aoo | o.0 0.00
f o ooo | o.oo 0 ooo | o.oo o 0.00 o | ooo | ooo o ] ooo | ooo 000 | 0.0 0.00
g i 00 | 0.00 g 600 | o.00 0 0.00 g 00 | 0.00 5| 0.00 | 000 000 | 6.0 5.00
10 0 60 | 0.00 0 T 0 0.00 [ 00 | 0.00 0 0.00 | 0.00 000 | o.00 0.00
11 0 00 | 0.00 0_| 000 | 0.0 0 0.00 0 00 | 0.00 0| 000 | 000 0.00 | 0.0 0.00
12| i 00 | 0.00 ] GO0 | 000 0 B.00 0 00 ]| 0.00 B | 0.00 | 0.0 000 | o.00 000
13| i T 0 T [ T.00 @ | oo | 600 G| o.00 | 000 000 | 0.0 0,00
14 i Goo | o.00 o] oo | oon [ o.00 G | oo § o0 [ N B0 | 0.0 000
15 g 000 | 0.00 0 0.00 | 0.00 0 .00 0 | o0 § o0 5] 000 | 000 000 | 6.00 .00
1¢] i T i 600 | 000 [ T.00 T ] coo | oo0 S | 000 | oo 5o | .00 T.00
17 0 000 | 0.0 i T [ T.00 T ] ooo | 000 G| 000 | 000 000 | 0.00 0,00
18] 1 0 |_o.00 0 000 | 000 [ 0.00 00 | o.00 ] {00 | .00 0.00 | o0 0,00
19) i i ] 60 00 0 0.00 00 | 0.0 0 .00 | 000 500 | o.00 0.00
20 1] 0 0.00 .00 .00 ] 0.00 .00 0.00 1] a0 0.00 0.00 0.00 0.00
21 0 i T.00 00 00 0 0.00 00 | 0.0 0 00 | 0.00 000 | 0.00 0.00
22| 0 00 | o.00 .00 .00 0 0.00 000 | 0.0 S 0.00 | 0.00 000 | 0.00 0.00
2 i 000 | oo 5 000 | 000 [ T.00 0 000 §0.00 G ] 000 | 000 Too | 6.00 000
24} i 000 | o.00 O] oo §ooo [ 00 | _0.00 0| coo §_ooo 0| oo | o600 000 | 0.0 0.00
5 i 000 | o.oo 0 | oo | ooo 0| o.00 | oo O | coo § ooo D_J ooo | oo 0060 | 0.0 0.00
26 0 ooo | o0 0 000 |_0.00 [ N T ] oo | o.00 D | 0.00 | 600 D00 | 0.00 000
27 0 600 | c.oo G ] oo | ooo [ T G ] oo | o000 D | 060 | o.00 God | 0.00 B.00
28 ] 000 | 0.00 ] GO0 | 0.00 O W O T G ] 000 | o00 Boa | 0.0 B0
9 000 | —o.00 0.00_J 000 0| o.00 | o.0o i Goo §_o.on G| o0 | o060 Bod | 0.0 B.00
30 ooo | 0.0 000 .00 0 ] 000 | ooo 0 Goo | o.00 D] 000 | 000 Do | 0.0 0.00
[ALL LOC EMPLOYEES - ACTUAL HOURS 5 0.00 = .00 [] = 0.00 o = 0,00 [] 0.00 2 0.00 0.00
[LE55 BOX SECTION MOVING FROM LOC 23 10 765 B.00 0.00 .00 0.00 .00 .00 0.00 0,00
(755 ALLT RODM MOVING FROM LDC 23 10 524 0.00 0.00 0.00 0.00 0.00 .o 0.00
[£55 Window MOVING FROM LOC 43 T0 355 000 0.00 0.00 0.00 0.00 .00 0.00
[ACTURL HRS PER LDC 43 1O SCHD. 0.00 0.00 0.00 0.00 0.00 0.00 |
ACTUAL LDC 43 ADIUSTEDR TO CSV
+ | - PER CSAW 0.00 0.00 0.00 0.00 0.00 0.00
[EARNED HAS PER LDC 43 10 SCHD 0.00 0.00 0.00 0.00 0.00 0.00
EARNED LDC 43 ADIUSTED TO €SV
+/ - PER CSAW 0.00 0.00 0.00 0.00 0.00 0.00
Total hws +/- to schedule (Actuall] 0.00 0.00 0.00 0.00 0.00 .00



Presenter
Presentation Notes
This is the Current Schedule- You don’t need to fill out this form unless you want to.


Hrs Start LDCAZ Hrs
@mmmmmmml) Copy and paste the colored cells into any clerk that will be working in LDC 43 (before cut off time for LDC43)
Actual Earneﬂ-‘ Actual Actual Earned Actual
HRS TUE HRS HRS HES FRI HRS HRLS
.00 |bcas] 0.00 | 0.00 | 5.00 | DCa3] 0.00 | 0.00
.00 TRIP 1] 0.00 0.00 0.00 RiP 1] 0.00 a0 ]
Earned Hour Schedule 0.00 TRIP 2] 0.00 0.00 0.00 ThiP 2] 0.00 .00 |
0.00 TRIP3] 0.00 0.00 0.00 0.00 TRIP 3] 0.00 0.00
0.00 TRIF4] 0.00 0.00 0.00 0.00 TRIP4] 0.00 0.00
0.00 TRIPS] 0.00 0.00 0.00 0.00 TR 95[ 0.00 0.00
0.00 IRIPJ 0.00 0.00 0.00 0.00 TRIP 6] 0.00 0.00
] TRIP 7] 0.00 0.00 TRIP 7] 0.00 0.00 TRIP 7] 0.00 0.00 TRIF 7] 0.00 0.00
Management’s proposed T BTt M M, TN M T I Mo M WO R ME
lDca1 | 0.00 0.00  Jocal ] 0.00 0.00 oC a1 [~ 000 |
h d | lDcaz | 0.00 0.00 JLDC 4z | 0.00 .00 lDC a2
SC e U e . lDCaa D.D-_o o.ﬁ_ LDC 23 | 0.00 0.00 lDC aa
LDCAs 0.00 0.00 (LDC 45 0.00 0.00 LDC 45
ibcas | 000 | o0.00 [ibcas] o.00 | o000 | X [ioC a5 |
TOTAL Lﬂn 0.004 TOTAL im n.nﬂ TOTAL 0.004 0.004 TOTAL
o MONDAY TUESDAY WEDNESDAY
EMPLOYEE NAME N5 Days [ Hrs Start Juocazhes | Hrs | Start | wocaznes | Hrs B Start J wocazhes | Hrs | Start J wpcaznes | Hrs | Start | i0cas bes Jiouss eer wic
1 0 o] o |ooo| om o 0.00 0.00 2 | 000 00 o | ooo | ooo o | ooo| o000 o | ooo| ooo 0.00
2 0 o] o | o000 ©.00 B 0.00 .00 % | 600 | 000 G Jooo ] o000 G | 000 | 000 0 | 000 | o000 0.00
3 0 o] © Jooo| 0w o 000 0.00 T ] 0.00 | 000 0_Jooo| ooo S | 0.00 | o000 0] 000 | 000 .00
a4 0 0] 0 ] 000] 000 0 0.00 0.00 T ] 0.00 | 000 0 | 000 ] 000 T ] 0.00 | 000 0 | 000 ] 000 0.00
5 0 o] o0 | ooo| o000 o 0.00 0.00 e | 000 | 600 0 | 000 ] o000 0 | 000 | 000 0 ] 000 ] o000 0.00
[ 0 o] 0 | o00] o000 o 0.00 0.00 T | 000 | o600 o ] ooo ] o000 o | 000 | 000 o | 000 ] o000 | 0.00
7 B o] o | ooo] c.00 B 0.00 .00 G | 000 | 000 o] 000 ] o000 5] 000 | 000 0 00 | 000 0.00
d| Al LY 2l L L =
8 0 6] o Jooo] 060 0 .00 0.00 o _Jooo| 060 o_J 000 | 000 0 ] 000 | 000 0] o060 | 000 0.00
9 0 o] 0 | 000] 000 0 0.00 0.00 ® ] 000 | 000 0 000 ] 000 C ] 0.00 | 000 0 | 000 ] 000 0.00
0 o] 0 Jooo] oo0 0_| 000 | 000 T _J 000 000 0_J o000 | 000 o | 000 | 000 0_Jooo| ooo 0.00
0 o] 0 ] 000 000 0 0.00 0.00 C | 000 | o000 0 _J 000 ] o000 0 0.00 | 000 0_| 0.0 0.00 0.00
0 o] 0 ]| o00] 000 0 0.00 0.00 T ] 000 ] 000 0 f o000 ] 000 o ] 0.00 | 000 0_Joco| 000 | 500 |
0 o] © 0.0 0.00 0 0.00 0.00 [] 0.00 0.00 0 0.00 0.00 0 0.00 0.00 0 0.00 0.00 0.00
0 o] 0 Jooo] 000 ] 0.00 0.00 0 ] 000 0.0 0_J o000 000 G ] 000 ] 000 0] 000 | 000 0.00
0 o] 0 | 000] 000 G 0.00 0.00 0 _Jooo| 000 0_Jooo| ooo 0 | 0.00 | 000 0_Jooo] oco 0.00
0 o] 0 o000 000 0 0.00 0.00 G ] 000 | 000 0_Jooo| 000 G | 0.00| 000 0_Jooo| ooo 0.00
[1] o] © 0.00 0.00 [] 0.00 0.00 [1] 0.00 0.00 4] 0.00 0.00 [] 0.00 0.00 0 0.00 0.00 0.00
0 o] o | ooo| o000 0 T.00 0.00 ® | 000 | o000 0 Jooo] ooo G | 000 | o000 0 ] 000 ] o000 500
0 o] 0 | 000 ] 000 0 0.00 0.00 T | 000 | 000 0 J o000 ] o000 G | 000 | 000 0 Jooo] ooo | o000 |
0 o] 0 Jo00] o000 o 000_| 0.00 T | 000] 000 0§ 000 ] 000 T | 0.00 | 000 0_Joo0o]| ooo 0.00
0 o] © 0.00 0.00 [] 0.00 0.00 [] 0.00 0.00 1] 0.00 0.00 [] 0.00 0.00 1] 0.00 0.00 0.00
0 o] 0 Jooo| oo 0 0.00 0.00 G | 000 ] 000 0 _Joo0] 000 0 | 0.00 | 0.00 0_Jooo| ooo 0.00
0 ] ] 0.00 0.00 [] 0.00 0.00 [1] 0.00 0.00 1] 0.00 0.00 [1] 0.00 0.00 1] 0,00 0.00 0.00
0 o] 0 | ooo| o000 0 T.00 0.00 ® | ooo| o000 G Jooo] 000 G | 000 | o000 0 | 000 | o000 0.00
| o] 0 | ooo] 000 0 500 | 0.00 ® | o000 | o000 G Jooo | o000 G | 000 | o000 G | 000 ] o000 5,00
0 o] 0 | 000 ] oo 0 0.00 100 e ] 000 ] 000 0§ 000 ] 000 0 | 0.00] 0.00 0 | 000 ] 000 0.00
0 o] 0 Joo0] 000 o 0.00 0.00 T ] 000 ] 000 G Jooo| oo0 3 ] 000] 000 0 | 000 | 000 0.00
0 o] o 0.0 0.00 [] 0.00 0.00 ] 0.00 0.00 1] 0.00 0.00 0 0.00 0.00 0 0.00 0.00 0.00
o] o] 0 | 000] 000 0 0.00 | 0.0 G | 000 | 040 G J o000 o000 0 ] 0.00 ] 000 0 | 000 ] 000 0.00
e e L o A
0 o] 0 ] 000] 000 0 .00 .00 3 ] 000] 00 S | 000 ] 000 3 ] 0.00 ] 000 0 | 000 ] 000 0.00
ALLLDC EMPLOYEES - EARNED HOURS 0 = 0.00 0 = 0.00 o = | _0.00 [ = | .00 [ = 0.00 0 = | o.00 t.o0 |
S BOX SECTION MOVING FROM LDC 43 TO 769 0.0 0.00 0.00 0.00 0.00 0.00 0.00
(755 ACCT ROOM MOVING FROM LOC 43 70 504 0.00 0.00 0.00 .00 0.00 0.00
LE55 Window MOVING FROM LDC 43 10 355 0.00 0.00 0.00 0.00 0.00 0.00
EARNED HRS PER LDC 43 T0 SCHD 0.00 0.00 0.00 0.00 0.00 0.00
+/ - PER CSAW 0.00 0.00 0.00 0.00 0.00 0.00
EARNED CSV LDC 44 0.00] 0.00 0.00) 0.00 0.00] 0.00
EARNED C5V LDC 45 llga 0.00 0.00| 0.00 0.00 0.00]
EARNED C5V LDC 48 o. ©.00 0.00) 0.00 0.00 0.00]
[Fotal hrs +/- to schedule ([EARNED) 0.00 | 0.00 I 0.00 | 0.00 | 0.00 0.00 |



Presenter
Presentation Notes
This is the Earned Hours Schedule- This is what a scheduler looks like.  
We will be inputting information into this form. Try not to use names.


APWU

Unit Opening Time Maonday thru Friday (Hour units)

Uit Closing Timne | Hourunits)

Unit Opening Time on Saturday 1Tlom' urits]

[Unit Closing Time on Saturday (Hourunits)

4

[Cut O e - CALLE] MAILH:urur—i'.si
Tirme for hinch - (Hourunits)

Actual Hour Schedule

Schedule.

B b po o 2 LD 00 o by B ha e D0 00~ O D W R e

=TT R )

Actual
HRS

HRS

X 0.00
0. 0.008
0. 0.
0. 0.
y o, 0.
s proposed T
0. 0.
0. 0.
I 0. 0,
0.00 LDC a1 0.00 0.00
0.00 LDC 42 0.00 0.00
% |ocaa] ow | oo
LDC a5 .00 .W_
LDC 48 ! LDC 38 0.00 W_
TOTAL o0 TOTAL 0. 0.
o THR Fri
EMPLOYEE NAME NS Days [iGCas hes | LDCAE R | TDCA3 hrs "4 HR ] START] LDco3 s ] WR ] START] LDCA3 s JLERE HOURS PR W ]
D | 000 o000 0 | 0.0 00 0 | 000 ] 0.00 000 | 000 | 0O 00 |_0.00 0 | 000 | 000 0,00
= — — Ll
4] 0.00 U.C:J [1] 0.00 .00 1] 0.00 0.00 0.0_D 0.00 4] L 00 0,00 1] D.C_n 0,00
0 0.00 0.00 ] 0.00 L 00 4] 0.00 0.00 0.00 0,00 4] L 00 0.00 ﬂ,CE 0.00
4] 0.00 0.00 1] 0.00 L 00 4] 0.00 0.00 0.00 0.00 1] .00 0.00 0 0.00 0.00
D | 000] 000 0| 0.00 .00 D | 000 000 000 | 000 ] O 00 | 0.00 D.00 | 0.00
0 | 0.oo| 000 0 | 0.00 00 0 [ ooo] 0.0 0.00 | 0.00 | 0O 00 |_0.00 0.00 00
20 53 o LU L A
0 0.00 0.00 [1] 0.00 L 00 [4] 0.00 0.00 0.@ 0.00 4] 00 0.00 0.0_0 .00
0 0.00 0.00 a 0.00 .00 0 0.00 0.00 0.00 0.00 4] .00 .00 0,00 .00 Q.00
0 0.00 0.00 1) 0.0_2_ .00 0 0—(_!2_ 0.00 O.EE 0.00 4] g .00 ﬂ-‘y__ 0.00 0.00
0 0.00 .00 [] 0.00 .00 0 0.00 0.00 1] .00 0.00 [i] 00 2.00 1] 0.00 0.00 0.00
0 0.00 0.00 [1] 0.00 0.00 0 0.00 0.00 0.00 0.00 1] 0.00 0.00 [1] O.CE 0.00 0.00
0 0.00 .00 [i] 0.00 0.00 0 0.00 0.00 0.00 0.00 [i] 0.00 0.00 0 0.00 0.00 0.00
[ T o | 0.00 .00 D | 0.00] 000 D00 ] 000 ] O ] 000 o000 D ] 000 ] 0.00 0.00
0 | ooo] o000 D | 000 | 0.0 o | ooo] 000 0 Jooo] ooo ] 0 Jo0]| ooo 0 | 000 | o.00 5,00
D | 0.00 ] 0,00 O | 0.00 0.00 0 | 0.00] 000 000 | 000 | 0O 00 | 0.00 .00 00 0.00
08 LY 2 = R 000 LY
[] 0.00 .0 [] 0.@ 0.00 [1] 0.00 0.00 0.00 0.00 [£] .00 0.00 9 00 0.00
1] 0.00 <X o O.fEI 0.00 0 0.00 0.00 0.00 0.00 4] CE 0.00 E .00 0.00
0 0.00 0. 0 D.ﬂ_ﬂ 0.00 0 0.00 0.00 D.El 0.00 0 .00 0.00 &_E ﬂ.ﬁl
0 | 0.00] 00 D | 000 | 000 D | 000 ] 000 0.00 | 0.00 | O 100 |_0.00 .00 .00 0.00
D | 0oo] 000 D | 000 | om0 0 | ooo] o000 D |ooo| ooo] 0 o] ooo 0 | oo0o| o.o0 0.00
0 | 000f 000 0 | 000 | 000 | 0 [ooo] 000 000 | 000 | © 00 | _0.00 0_[oo00| 000 0.00
0 0.00 .00 [i] ﬂ.El H.g.) 0 0.00 0.00 Q.00 .00 [£] L0 0.00 0 E 00 0.00
0 0.00 .00 a EE 0.00 .00 0.00 D.ﬂ_ﬂ .00 [7] E) 0.00 0 g .00 0,00
0 0.00 0.00 [i] .00 0.00 .00 0.00 0.00 .00 [] 00 0.00 0 .00 .00 0.00
0 | 0.00] 000 0 .00 0.00 0 | 000 ] 000 000 | 000 ] O 00 | 0.00 0 '00 -00 0.00
o | ooo] 000 5 | 000 | om0 0 | ooo] o000 0 Jooo] ooo | o |o.00 | ooo 5 | 000 | o.00 0.00
0 _|o000| 000 0_| 000 | 000 [ T 0 Jooo|ooo] o 200 | 000 0 .00 | 0.00 .00
0 | 000 ] 000 D ] 000 | 000 D | 000 000 D Jooo] oo0 ] o 0 | 0.00 0 00 | 0.00 T.00
o | 0.00 ] 000 3 | 000 | 0.00 5 | 000 ooo Bo0 | 000 | O 0 | 0.00 0 00 | 0.00 B.00
0 0.00 [].0_3 0 0.00 0.[1_) 0 0.00 0.00 0.00 :LQ 4] .00 0.0_0 0 0.00 0.0_0 ﬂ.%l
JALL LDC EIPLOYEES - ACTUAL HOURS [] = 0.00 [] = 0.00 0 = 0.00 = .00 1] 0.00 1] = 0.00 0.00
[£55 50K 55CTION MOVING FROM LOC 43 10 769 0.00 0.00 0.00 0.00 .00 0.00 0.00 0.00
[£55 ACLT ROOM MOVING FROM LOC 43 T0 544 T.00 0.00 0.00 0,00 0.00 0.00 0.00
[£55 ACCT ROOM MOVING FROM LDC 43 T0 355 0,00 0.00 0.00 0.00 0.00 0.00 0.00
[ACTUAL HRS PER LDC 43 TO SCHD 0.00 0.00 (X7 0.00 0.00 0.00
ACTUAL LB:C 43 ADIUSTED TO €SV
= / - PER CSAW 0.00 0.00 0.00 0.00 0.00 0.00
EARNED HRS PER LDC &3 TD SCHD 0.00 0.00 0.00 0.00 0.00 0.00
EARNED LDC 43 ADJUSTED TO €SV
+ /- PER CSAW 0.00 0.00 0.00 0.00 0.00 0.00
Total hrs +f- to schedule [ACTUAL) 0.00 .00 0.00 0.00 0.00 0.00



Presenter
Presentation Notes
This is the Actual Hour Schedule-


Schedules

» The following schedule examples are for the Same
Office. Actual data used was from the CSV and
CSAW reports.



Presenter
Presentation Notes
With the scheduler we were able to use the same hours to come up with five (5) different schedules.  We have put together the most Desirable to the least desirable hours. 

These schedules are from a completed work.

Locals will be able to use this to manipulate various schedules using this scheduler.


Completed CSAW Report

week 1
TUSTOMER SERVICE ADIUSTED WORKLDAD | CSAW) - requaest pravicus week information
Wiost Seneca Br 351018
3/26/2011 ZJ 2B/ 2011 3/1,/2011 272/ 2011 3/3/2011 S/A7 2001 WK 1
Loc [EATEArnED ToAT TAce| o EARNED | MO TACS | TUES. EARNED] TUES TACS] WED-EARNED ] WED-TACS] THR-EARNED JTHR-TACS] FRI-EARNED | FRI-TACS
a1 0.00 .00 0. 0.00 0.00 0. CoH 0.00 O.00f EREE .00 Q.00 TOTAL
az 0.93 0.36 1. 104 0. 64 0.B8 0.0 0.77 0.53 0.82 0.17 0.95/ 1.19)] EARNED HRS
43 18.48 15.04 21.88 27.06 13, 19.21 13.47] 19.15 13.39 17. 20 14.53 16. GO 291.59
44 0.68 1.41 1.11 5.18 0,61 2.37 0.73 2.20 0.7 65 277 0.70 1.89] ACTUAL HRS
45 18.14 16.09 21.05| 16.31 19. 98] 16.23 18.01 18.12 15,09 1374 15.04 12.81 306,14
48 13.61 B.04 16.02 12.65 1281 14.02 11.21 18.57 12.01 15.08 14,41 10.51
ToTALS 51 B84 40,54 &1_16] 61,84 a6 66 5183 44319 5857 az.07 A 0.5, A5.657 a3.00|
ek 2
CUSTOMER SERVICE ADJUSTED WORKLOAD [C5AW]) - request previous wook information
Wiost Seneca Br 351018
3/5/2011 27/2011 2/8/ 2011 2/8/2011 1 3102011 3/11/2011 WK 2
Loc [EAT EARNED JSAT -TACSY MOM. EARRED] MOMN TACS] TUES EARNED] TUES TACSEWED-EARNED | WED - TACSE THR-EARNEDY THR - TACS] FRI-EARNED | FRI-TACS
41 O. 0. 00N 0. 0.00 0. ) 0.00 0.00 0,33 0. 0.00 0.00 0000  ToTaL
a2 0.0 oL u.gﬁ 0. 00 Q. 000 EEEE 0. 0.0 0.00 0.00) 0.00] EARMED HRS
43 0100 0. 004 0.008 0.00) 0.00] Q.00 0.00 .00 0.008 0,00 0.00 .00 0.00
a4 0.00 EEE n.ggl_ 0.00 EREE [ENET | 0.00 .00 0.004 0.00] 0.00 o% ACTUAL HRS
a5 000 000 [N 000 0,00 N | 0.00 0,00 GREw | 000 .00 (= i ]
48 0,00 0.0 0,00 000 .00 [ .00 .00 000 0,00 0. 00 0. OO
TOT ALS 0.00] .00 .00 ©.00 u.uﬁi_ ©.00 0.00 0.00 ©.00)] 0,00 .00 0.00)]
CUSTOMER SERWVICE ADJUSTED WORKLOAD [CSAMI) - uesl previous wealk information
Wost Soneca Br 351018
371272011 3/14/2011 3;1_5_?’2::1:. 3/16/2011 ____S/i7j2011 3/18/2011 WK 3
SAT-EARMED | SAT -TAL 5] MCH- EARNED ] MON-TACS ]| | LUES EARNED] TUES-TACS) WED-EARNED | WED-TACS) THR-EARNED ) THR-TACS) FRI-EARMED § FRI-TACS
EEE | o.00f 0. o.o0f 0.00 X 0.00 0,00 0.00 0.00) 0.00) Q.00] TOTAL
o.o0] 0,00 .00 000 .00 a.oof .00 .00 .00 000 0.0 0,00 EARMED HR:
0. .00 000 0.0 0.00 0.004 0. 00} o.oof OL00) 0.00] 0. 0.0 0.00
0. o.oof 0.00) 0.00] 0.00 0. Q. 0.00f 0. 0,00 .00 0. ACTUAL HRS
0.0 0.004 0,00 N | 0.00 .00} o000 Q. o. .00 0, 0 0. 0.00
©.00) 0.00] 0.00 o.00f 0.00) 0.00] .00 0. o. 0.00| ©0.00 0.00|
0.00] O.00) 0.00 [N | 0.00 0.00 0.00 000 0. 00| 0.00 0.00 0. 00
CLISTOMER SERVIGE ADJUSTED WORKLOAD [CSAW] - reqguest F‘G:'LDU! woael Informatlion
Weost Seneca Br_A51018
371272011 S/1472011 371573001 3/16/2011 3/17/2011 S/AB/ 2011 WK 3
=T EARNED ToAT Al oo EARNED] MON - TACS] TUES. EARNED] TUES TACS] WED EARNEG] WED TACE | THR EARNED] THR-TACS] FRIEARNED T FRI-TACS
.00 0.00) 0.00] 0,00 o.00] £.00) .00 0,00 0.00 0.00)] 0.00] .00 TOTAL
.00 100 .00 GRis 0.00) 0.00 0.00) .00 0,00 0,00 €100 .00 EARNMED HRS
.00 .00 0.00 0,00 0,00 0,00 0.00) 000 .00 .00 O. 0.00} 0.00
.00 0.0 0,00 0. 00 .00 .00 Q. .00 OO0 A | 0. o.00f ACTUAL HRS
.00 0.00] .0 0.0 000 0.00)| X a.oof .00 0. 0,00 Q.004 0.00
0.0 0,00 R 0. 00| 0.00) 0,00 000y o000 01,00 0. 0. 00 0.
0.00 0.00 u.uui 0.00 0.00 .00 0.00| 0.00 u,on‘r_h 0.0




S5a

D lation differant examplas

43 hrs refers to Hours in LDC 43

MAX = 295 hours

Current Schedule Sat Man Tue Wed THR Fri 280
EMPLOYEE NAME NS Days HR| sTART | 43 HRS | HR| START| 43 HRS| HR| sTART| 43 HRS | HR] sTART| 43 HRS | HR ] START| 43 HRS | HR| START | 43 HRS |CLERK HOURS PER WK
Employas 1 Sun/Tus a8 4.00 5.00 8 6.50 2.50 o 0.00 .00 E R.50 2.50 El 6.50 2.50 B 4.00 5.00 40
Employee 2 Sun/Thr 8 4.00 5,00 8 | 4.00 5.00 a8 4.00 5.00 E] 4.00 5.00 5] 0.00 0.00 B 4.00 5.00 40
Employee 3 Sun/Tus 8 4.00 5.00 a8 | a0 5.00 o 0.0D 0.00 8 4.00 5.00 E] 4.00 5.00 8 7.50 1.50 an
Empioyee 4 sun/Erl E 5.25 3.75 2 | a.s0 4.50 = 4.50 4.50 E] 5.25 3.75 ] 4.00 5.00 5] 0.00 0.00 a0
Employee S SunfThre 2 &.50 2.50 8 4.50 4.50 = 6.50 2.50 ] 2,50 0.00 [=] 0.00 0.00 B 5.0 4.00 10
Employee & Sat/Sun 0 0.00 0.00 El .00 0.00 8 9.00 0.00 8 9.00 ©.00 E] 5.00 0.00 8 5.00 0.00 40
Employes 7 SunWad B 8.50 0.00 8 8.50 0.00 E 2.50 0,00 [ 0.00 0.00 a8 8,50 0.00 2 2.50 0.00 an
=
Example 4 Sat Mon Tue Wed THR Fri 280
EMPLOYEE NAME NS Days HR | START | 43 HRS HR] START] 43 HRS| HR | START| 43 HRS | HR|| START| 43 HRS | HR | START| 43 HRS [ ER| START | 43 HRS JCLERK HOURS PER WK
Employee 1 FrifSat/Sun 0 2.00 0.00 10| 6.50 250 | 10| 6.50 2.50 10| 650 2.50 10 ] 6.50 2.50 0 0.00 0.00 40
Employee 2 Sun/Thr 8 4,00 5.00 8| 4.00 5.00 8| 400 £.00 8 4.00 5.00 0| 0.00 0.00 8 4.00 5.C0 40
Emplayee 3 Sun/Tue g | 400 5.00 | 8] 400 500 | 2] 000 coo | 8] 400 | 500 | 8] 400 | 500 | 8| 7.50 1,50 40
Employee 4 Siin fFel g 5,25 375 | 8] 450 | 450 | B | 4.50 4,50 8| 525 3.75 8 | 4.00 5.00 0| 0.00 0.00 40
Employee L Sun/Thr & 550 2,50 8 4,50 4.50 8 6.50 2.50 8 8.50 0.00 0 0.00 0.00 3 5.00 4.C0 40
Emplayee & Satfsun 1] 2.0 0.00 8 5.00 0.00 8 5.00 0.00 8 9.00 0.00 8 .00 0.00 8 2.00 2,00 40
MAX - 295 haurs
Exampla 5 Sat Mon Tue Wed THR Fri 288
EMPLOYEE NAME NS Days HR| sTART | 43 HRS | HR]| sTART] 43 HRS| HR | START| 43 HRS | HR | START| 43 HRS | HR | START| 43 HRS | HR| START | 43 HRS |CLFRK HOURS PER WK
Employee 1 Sun/Tue B 4.00 5.00 B 4.00 5.00 5] 0.00 0.00 8 4.00 5.00 a8 4.00 5.00 E 4.00 5.00 40
Emplovae 2 sun/Thr B 4,00 5,00 H 4,00 5.00 8 4.00 5.00 =3 4.00 5.00 5] 0.00 0.00 B 4.00 5.00 40
Employee 3 sun/Tue 8 5.25 3.75 2] 5.25 3.75 5] 0.00 0.00 g 5.25 3.75 g 4.50 4.50 =] 5.00 4.00 40
Employee 4 sSun/Frl 8 6.50 2.50 8 2,50 0.00 ] E.50 0.00 B 8.50 ooo | 8 8.50 0.00 5] 0.00 40
Employee § Sun/Wed £ 6.50 2.50 g 8.50 0,00 E] 8.50 0.00 o 0.00 8 8.50 0.00 2 R.E0 0.00 40
Employea & Fri/Sat/Sun 5 .00 0.00 1z| 5.00 4.00 12 | s.00 4.00 10| 7.00 2.00 10 | 7.00 2.00 o 0.00 0,00 44
Employea 7 Sat/Sun 2} 2.00 0.00 a 5.00 4.00 2 4.00 5.00 8 6.50 2.50 ) 5.50 2.50 10 7.00 2.00 a4
Exarnple 3 Sat Man Tue Wed THR Fri 276
EMPLOYEE NAME NS Days HR| START | 43 HRS | HR| START| 43 HRS| HR | START| 43 HRS | HR | START| 43 HRS | HR | START| 43 HRS | HR | START | 43 HRS |CLERK HOURS PER WK
Employee 1 lsanirue 2 4.00 5.00 8] 4.00 500 | C .00 0.00 8| <00 5.00 3 4.00 5.00 8 4.00 5.00 40
Employee 2 Sun/The 8 4.00 5.00 8| 4.00 500 | &8 | 4.00 5.00 [ 4,00 5.00 0 0.0 0.00 8 4.00 5.00 40
Employee 3 5un/Tue 3 5.50 3.50 8| 5.00 400 | C .00 0.00 8 525 3.75 3 4,00 3.00 8 7.50 1.50 49
Employee 4 IsunFrl 3 6.50 2.50 8| 5.25 375 | & 5.00 4,00 8§ ] 5.25 3,75 8 ]| 5.25 3.75 0 0.00 0.00 40
Employee5 San/Thr 8 6,50 2.50 8| 850 050 | &£ | &s0 0.00 g | 850 0.00 0| 0.0 0.00 8 5.00 4.00 40
Employee 6 Sat/sun 0 | 0.00 0.00 8] 9.00 | 0.00 | & | 500 0,00 8 | 5.00 0.00 4] 9.00 0.00 8 | 9.00 0.00 40
Emnlause 7 Cat fninAnind n n.00 fi 6 al actn .00 & 1 850 0.00 o1 0.00 0.00 9 1 850 0.00 9 8.50 0.00 36
MAX - 295 hours
Example 2 Sat Mon Tue Wed THR Fri 272
EMPLOYEE NAME NS Days HR{ START | 43 HRS |HR| START| 43 HRS| HR | START| 43 HRS | HR | START| 43 HRS | HR| START| 43 HRS | HR| START | 43 HRS JCLERK HOURS PR WX
Employee 1 sun/Tue g8 | 400 500 | 8| 450 | 500 | o | 0.00 0.00 8 | 400 5.00 { 8 | 400 500 | 8| 400 5.00 40
Employee 2 Sun/Thr 8| 400 500 | 8] 420 | 500 | 8| <00 500 | 8 ) 400 5.00 | 0] 0.00 0.00 8| 400 5.00 40
Employee 3 Sun/Tue 8 5,50 3.30 81 500 4.00 0] 000 0.00 8 | 528 3.75 8| 4.00 5.00 8 7.50 1.50 40
Employee 4 Sun fFri 8 6,50 2.50 8] 5.25 3,75 & | 500 4.00 8 | 528 3.75 8 | 525 3,73 0 0.00 0.00 40
Employee 5 Sun/Thr 8 6.50 2.50 8] 850 0.50 & | &50 0.00 8 ] 850 0.00 0] 0.00 0.00 8 5.00 4,00 40
Employee 6 sat/sun 0 0.00 0.00 81 9.00 0.0C 4 | 9.00 0.00 8 | 9.00 0.00 8 | 2.00 0.00 8 .00 0.00 40
Employee 7 Sat/Sun/Wad 0 0.00 0.00 8] 830 0.0C 8 | 850 0.00 0§ 0.00 0.00 a8 | 850 0.00 8 850 0.00 32



Presenter
Presentation Notes
These are the five different schedules using the same station and the same amount of work hours with seven employees being scheduled.


()

Same Staticn different examples |

43 hrs refers to Hours n LDC 43

MAX - 285 hours

Current Schedule Sat Mon Tue Wed THR Fri 280
EMFLOYEE NAME NSDays | HR| START | 43 HRS | HR| START| 43 HRS| HR | START| 43 HRS | HR| START| 43 KRS | HR | START| 43 HRS | HR| START | 43 HRS |CLERK HOURS PER WK
Employee 1 Sun,Tua 8| 400 | 500 | 8] 650 | 250 o] ooo | ooo Ja|esc| zs0 |8 650 ] 250 | 8| 400 | 5.00 40
Employee 2 sun/Thr 8| 400 | 500 | 8] «co| 500 |8 400 500 [ 2] 40c| 500 [ o] ooo| 000 | 8] 400 | 500 40
Employee 3 Sun/Tue 8| 400 | 500 | 8] 2co| 500 | o] ooo] oo [ 8| anc| 500 [8|a400] 500 [8] 750 | 150 40
Employee 4 Sun/Frl a| 525 | 375 | 8] 250 | 45C 450 | 450 [ 8] sas| 375 [s 400] 500 [ o] ooo | coo 40
Employee 5 Sun/Th 8| 650 | 250 | 8] <50 ] 450 | 8] 650 ] 250 |8 850 | oco [of ooo| 200 | 8] 500 | 400 | 40
Employee 6 Sst/5un o[ coo | o000 | 8] sco| ooo | 8] 900] 000 [ 8| coc| oco [ 8| soo| 200 [ 8] 900 | coo 40
Employee 7 Sun/Wad ga| gso | o000 |8 650 ooo [a]aso] ooo [ofcoc] oco |8 ss0] 200 [ 8] 850 | coo 40

Seven employees with 40 hrs a week @ 8 Hrs a day five days a week

VIAK - 295 hours

Example 4 Sat Mon Tue Wed THR Frl 280
EMPLOYEE NAME W& Days HR| START | 43 HRS | HR| START| 43 KRS} HR | START| 43 HRS | HR| START| 43 HRS | HR | START| 43HRS | ER| START | 43 HRS JCLERK H4OURS PEF WK,
Employee 1 FrifSatfSun 2] ooo 200 10| 550 | 250 | 13)] 630 250 Ja0| es0 | 250 J1of 650 250 |0 0)M 0.00 40
Employes2 sun) Tk a8 400 s00 | 8| 00 SCO | 8| 400 500 | &f 400 | S0 JCf Q00| Coo | &) 40 500 40
Employee 3 sun/TLe 8| 400 200 | 8| s00] SCO| 0] 000 DCo | | 400 | 00 | 8 400 50O | 8| 750 1.50 40
Employee 4 sun)Frl 3 525 | 375 | 8| ¢50 | 450 | 8| 450 | £30 | & s2s | 395 | &) 400 ) 5C0 |0 02 | 000 40
Employee 5 SunTh a| 650 | 250 | 8] esof 430 8| es0| 250 [ &] eso| 000 Jof oo coo | 8] 500 | 4c0 40
Employee 6 521501 o ooo | 000 [8] 200] oo [ 8| coo| oco || so0] ooo 8| coo| coo [3] 900 | 000 40
Employee 7 sunjVied 3] 850 | 200 |8 s50) oo |alesof oco |ofocoo]| noo [&]cso] ooo |8 85¢ | ooo 40

Seven employees with 40 hrs a week: Six working 8 Hrs a day, five days a week
and one working 10 Hrs a day, four days a week


Presenter
Presentation Notes
These are two different schedules:
1st has seven employees with 40 hours a week at 8 hrs a day five days a week  with Rest Days of
 1. Sun/Tues	5. Sun/Tues
2. Sun/Thurs	6. Sat/Sun
3. Sun/Tues	7. Sun/Wed

2nd has seven employees with  40 hours; six working 8 hours a day five days a week, and one working 10 hours a day four days a week with Rest Days of
Fri/Sat/Sun		5. Sun/Thurs
Sun/Thurs		6. Sat/Sun
Sun/Tue		7. Sun/Wed
Sun/Fri



MAK - 295 nou-s

Sxamole 5 Sat Mon Tue Wed THR Fri 288
EMPLOYEE NaME NSDays | HR | START | 43 HRS | HR| START| 43 HRS| HR | START| 43 HRS | HR START| 43 HRS | HR| START| 43 HRS | KR | START | 43 HRS |CLEK HOURS PER W
]E mployee 1 SunfTue & | 400 sc0 | &) 403 ) 500 ) 0| coo ] ooC | Ef 400 500 | 8] 400 ) 300 & A0 500 4]
]Emphm ) Sun/Thr | s4co | s5¢0 | 8] 400 500 | B| 400 ) 50C | &) 400 | 500 | O] 0DC | 000 | &) 400 | 500 4]
It mployee 3 Sun/Tue gl 3% 575 (8] s | 3 | afcoof ooc | &) 525 375 | B 450 ) 450 | 8| 00 | 400 4]
Emplayes d SunfFrl | 550 | 250 | 8| @sof o0o || @30 o0C | Ef 8BS0 000 | 8| ESC| 000 | O 2.00 41
[Employee & Sun/Wed g 250 50 | 8| 8| o0 | A| &) 0OC |G ol | 8 BSC | 000 | 8| A5D 2400 4]
Employee 6 {Fr/Saz/Sun o1 000 g0 (2] sco | 400 f12] 500 43¢ |i0f ;o0 | 200 |LO| R3] 200 | 0| Q.00 | 000 de
Employee 7 Sat/Sun o 000 go0 ol seof 400 ) 9| 400 soc | &) 550 | 23 | B ESC | 350 | 1Dy .0 .00 4

Five employees with 40 hrs @ 8 Hrs a Day
and Two employees with 44 Hrs (one with two 12 Hrs a day and two 10 Hrs. a Day)
(one with two 9 Hrs a day, two 8 Hrs a day and one 10 Hrs a Day

IWAX - 295 hours

Examgla3 Sat Mon Tue Wed THR Fri 276
EMPLOYEE NAME NSDays | HR| START | 43 HRS | HR| START| 43 HRS| HR | START| 43 HRS | HR| START| 43 HRS | HR | START | 43 HRS | HR| START | 43 HRS JCLERK HOURS PER WK
Employee 1 |5unmn 8| 400 500 | 8] 400 500§ 0] 000 2.00 81 4% 501 | £ 4D 500 | 8] 4.0 5.C0 £0)
Employee 2 Sun/Thr g 400 | so0 | 8| 400 ) 500 | 8] 4co) 500 |8 400 500 |0 000| o000 |J&] 42 | 5C0 £0
Employee 3 Sun/Tue B 550 | 350 | 8| s00) 400 Jojoco} 200 | 8) 525 ) 375 | &) 400 500 J&] 750 | 150 £0
Employee 4 Jsun/Frl 8| 650 | 250 |8|525] 375 ) 8] cs00) 400 | &) 528 375 (&) 3235 | 375 | C| 000 | Q00 £0
Employee 5 IS.ln,"Thr g | B30 250 | 8| 850 ] 050 | 8| &350 200 | 8§} 830 o0 J O Q02 ] o000 | &) 500 4.00 £0
Emplwaa ] Sat/Sun 0 0.00 c.0o 81 9.00 000 | 8| 0 200 81 .00 0,00 £] 200 0.00 & 8,30 0.00 £0
Employee 7 Jsat/sun/Wae C1 QX C.00 9| 850 | 0.00 ] 9] &850 2.00 04 200 0.00 g1 350 0.00 g 8.50 0.00 36

Six employees with 40 hrs a week with 8 Hrs a Day @ five days a week
and One employee with 36 Hrs a week @ 9 Hrs four days a week




MAX - 295 hours

Example 2 Sat Mon Tue Wed THR Fri 272
EMPLOYEE NAME NSDays | HR] START | 43 HRS |HR| START[ 43 HRS| HR[ START] 43 HRs | HR| START| 43 HRS | HR| START[ 43 HRS | HR| START | 43 HRS |CLERK HOURS PZR WK
Employee 1 Sun/Tue 8| 400 500 | 8] 420 | 500 | 0| 0.00 000 | 8| 400 ] 5.00 | 8 | 400 500 | 8] 400 5.00 40
Employee 2 |Sun/Thr 8 4,00 5.00 8] 4.00 500 8 £,00 5,00 8 4.00 5.00 0 0.00 0.00 8 4,00 5.00 40
Employee 3 sun/Tue g8 | 550 350 | 8] 500 ] 400 | 0] 000 0,00 8 | 525 3.75 | 8| 400 500 | 8] 750 1.50 40
Employee 4 SunfFri 8 650 2,20 8] 525 3,75 8 5.00 4,00 8 5.28 3.75 ] 5.25 3.75 0 0.00 0.00 40
Employee 3 Sun/Thr 8 6.50 2.50 8| 850 0.50 8 8.50 0.00 8 8.50 0.00 0 0.00 0.00 8 5.00 4,00 40
Employee 6 Sat/sun 0] 0.00 0.00 81| 9.00 0.0C 8 9.00 0.00 8 9.00 0.00 8 9.00 0.00 8 900 0.00 40
Employee 7 Sat/fSun/Wad 0 0.00 0.00 8] 850 0.0C 8 8.50 0.00 0 0.00 0.00 8 | 850 0.00 8 8.50 0.00 32
Six employees with 40 hrs @ 8 Hrs a Day
and One employee with 32 Hrs @ 8 Hrs a Day four days a week
AAX - 295 nours
Example 1 Sat Man Tue Wed THR Fri 270
EMPLOYEE NAME NSDays | HR| START| 43 KRS | KR| START|43 KRS | HR| START| 43 HRS | HR | START| 43 HRS | HR | START| 43 HRS | HR | START | 43 HRS |CLER £ HOURS PER WK
Employee 1 Sat/Sun 01 00C 000 | &) 400 ] 500 | 6] 400 5C0 | 6| 400 500 y 6| €0 | 500 | 6] 400 5,00 30
Employee 2 SunThe 8| 400 | 500 [ 5] 400|500 8] 00| 5C0 | 8| 400 500 Jo|oco| o020 |8 400 ] 500 40
Employea3 $un/Tue g8 400 | 500 | &) so0)] 400 o) ooo) ooo | B| 525 375 Jal4co| 500 |8 750 | 150 40
Employead Sun fFri 8 5235 | 375 | s} )35 8] ss0) 350 | 8| S25) 395 §& 525 375 |0 000 | 000 40
Emplayea 5 SunfThr 8| 650 | 250 |5 =25 | 375 | 8| 550 | 250 | 8| 850 | COC JC|oco| a0 |8 500 | 400 40
Emplayee 6 Sat/Sun 0| oo | oco |5)coo] oo | &8) 300 000 | B SOO)| CoOO Jajoco| ol [8] 800 0.00 40
imployea? SunfWad B | 83 000 | &) ES0 | oC0 | &) BS0 ) 000 D ODC) COO @ B30 Q20 | B B30 0.00 40

Six employees with 40 hrs a week @ 8 Hrs a Day 5 days a week
and One employee with 30 Hrs a week @ 6 Hrs a Day 5 days a week




CSV REPORT
REQUEST

AMERICAN POSTAL WORKERS UNION, AFL-CIO

REQUEST FOR INFORMATION

To: LABOR Date:
Grievant:

Grievance #

Article 17, Section 3 requires the employer or his agent to make available all documents, files
and other records necessary to processing a grievance. Under 8a (5) of the National Labor
Relations Act it is an unfair labor practice for the employer to fail to supply relevant information
for the purpose of collective bargaining. Grievance processing is an extension of the collective
bargaining process.

Article 34

1. WE ARE REQUESTING FOR THE FOLLOWING OFFICE(s):

2. All reports associated with CSV (Mail Processing Vanance) The reporting period with Begin
Datewk  FY = andENDDatewk  FY
e UNIT VARIANCE
e WORKLOAD WORKSHEET (LDC-11, LDC-12, LDC-13, LDC-14, LDC-15, LDC-17,
LDC-18)
e MAIL PROCESSING VARIANCE — CLERK/MAILHANDLER COMPLEMENT
MPES REPORT - for the last 4 weeks
+  WORK HOUR /VOLUME /SCHEDULE - for ALL Tour, Tour 1, Tour 2, and Tour 3
s BREAKDOWN OF EACHLDC - for ALL Tour, Tour 1, Tour 2, and Tour 3
e SCORECARD

The above-required information could be vital in assisting the Union in settling all grievances at
the lowest step possible, in compliance with Art. 15

Union Official

[ ] Request Approved [ ]Request Denied

Date Signature



Presenter
Presentation Notes
This is a sample CSV Request that you can modify how you see fit to request the basic information you may need. 

The next slide is a Word Document of this request form that you may modify as you see fit. 

GO TO NEXT SLIDE


Having trouble opening Excel

Install this compatibility pack if you would
like to open, edit, and save documents,
workbooks, and presentations that were
created in the newer versions of Word, Excel,
and PowerPoint.







What should we request?

Q- What would be the best 4 weeks to
use for the CSAW report?




What should we request?

» A- If you know that management is going to
submit a new schedule soon start requesting
Immediately. Request CSAW Report for the
next four weeks.

Note: If there is a Holiday in one week, use the previous

CSAW report data and input the data for the week that has
the holiday.




FOOD FOR THOUGHT

- If there is no schedule being proposed we still want

Information. Request CSAW Report:
* The last two weeks in March and first two weeks in April
* The week after Labor Day Holiday for the next four weeks




What should we request?

> A- SAME AS ABOVE

p—



What should we request?

» Q- In one of my offices, they have on the 1994 a PSE
included. Do I add them to the staffing matrix?




What should we request?

A- No. We want to utilize ALL Available Hours to
maximize Traditional/NTFT Schedule.




What should we request?

Q- LDCs, where do we find the
information?




What should we request?

» A- They are found on the power point.
They can also be found on management’s
1994s.




What should we request?

Q- What are LDC Codes?




What should we request?

A- They are Labor Distribution Codes for
operations such as:
> LDC 41- Automation
> LDC 42- Parcel
» LDC 43- Distribution- Manual
» LDC 44- Box
> LDC 45- Window
> LDC 48- Miscellaneous




What should we request?

Q- For Box Section 2-3 people other days,
how do you figure it out?




What should we request?

» A- Do the average




What should we request?

Q- How do we cover all 50 Post Offices
by October 21?




What should we request?

» A- We need to find individuals/stewards in
our local to help with the work.




What should we request?

Q- Would one challenge be the fact that

employees have ceased moving from one
operation to another?




What should we request?

» A-Yes, however, its management’s
responsibility to see that the CSAW Is
correct. What they are saying is “Yes’ no
one IS working there that day. If you have
box hours 2 hours a day, but shows 20
there Is a problem.




What should we request?

Q- Is it a better idea to use Actual
instead of Earned?




What should we

request?

» A—You should put in both. Management

IS going to provide the sch
Earned hours. You will be

edule based on
able to see

from your schedule the difference.




Documenting NTFT
Grievances

+ If there is a need to file grievances use the
above information we provided of documents
needed and the check list to ensure that All
relevant documentations are in the case files.




CONGRATULATIONS
HAVE JUST COMPLETED
THE FUNCTION 4 WORKBOOK
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