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INTRODUCTION XE "Introduction" 
The Customer Services Daily Reporting System (CSDRS) is a delivery unit based system which provides data to all levels of management.  It is designed as a quick, easy way to provide management with a SNAPSHOT of the daily condition of the mail.  This snapshot moment in time  is designated as that point in time when the carriers depart for the street and is idealized as 10:30 a.m.  CSDRS has evolved into a powerful management tool capable of providing useful "Decision Making" data for management at the local, district, area and headquarters levels.

Nationally there are approximately 7,400 delivery units reporting in CSDRS representing about 159,000 city routes or 95 % of all city delivery routes.  The system begins with the delivery supervisor entering data through an easy-to-use program residing on the Delivery Unit Computer (DUC) XE "Delivery unit computer (DUC)" .  The available data for the reporting categories is entered and transmitted to the district office not later than 1:00 PM (local time) daily.  CSDRS has been designed to work in conjunction with the Decision Support Information System (DSIS XE "DSIS" ).  The current versions of DSIS, DSIS 4.0 and 4.1, will allow both programs to share data.  If the user uses DSIS in a timely manner for the input of information, that data is shared with CSDRS electronically.

At the district level, the program provides various summary reports based on the data received from each unit.  The district CSDRS program automatically transmits district data to the San Mateo Information Systems Service Center (SMISSC).  The CSDRS data collected at the San Mateo ISSC is shared with the Executive Information System XE "Executive information system (EIS)"   (EIS) as well as the Performance Cluster Executive Information System  (PC-EIS).

The definition of delayed XE "Delayed"  or curtailed XE "Curtailed"  mail has been clouded by the way postal managers view mail with an in-home requested delivery date.  Effective immediately, delivery units are not to report bulk business mail with a mailer requested delivery date as delayed or curtailed if the first day of the requested delivery date has not been reached.  The national color-coding policy issued in May 1995, specifically advises Postal managers to "adhere to mailer-requested in-home delivery dates (minimum 2-day delivery window) when the requested delivery window is later than the scheduled day."  In effect, this clause overrides the national policy in order to comply with the mailer's request.

Important

The CSDRS data is being analyzed at every level of management.  Incomplete and/or inaccurate data can lead to the wasted expenditure of time, money and resources and cannot be tolerated.  Every person entering CSDRS data should treat that data entry with the same strict reporting procedures used with Postal Service accounting systems.  Unit Supervisors, Station/Branch Managers and Postmasters are accountable for the accuracy of data entered into CSDRS.  The Postal Inspection Service can and will monitor this compliance.

Associate offices having questions regarding the definitions and guidelines should contact their District office.  Districts should contact the Area office for assistance and guidance.
GENERAL GUIDELINES XE "General guidelines" 
Complete And Accurate Reporting Is Essential

An accurate picture of the daily condition of the mail is only possible when all data has been collected and reported by each delivery unit.  The accuracy of the data reported through CSDRS is essential and therefore subject to audit.  Periodic reviews can and will be conducted to insure compliance.  

Complete Data Reporting XE "Complete reporting" 
Complete data reporting means reporting all mail in the unit. (Exception:  See Important Note below)   Mail to be reported in CSDRS may be found throughout the office.  For example mail may be found:




In the hot case 





In the box section



At carrier cases







In carrier cases





At distribution cases


In distribution cases




On the loading dock



In parcel post areas


In mail staging areas




In hampers






In sacks






In GPMCs




In APCs







In wire cages





In/on all containers
Report total volume in the appropriate CSDRS category.  For CSDRS purposes, all mail in the delivery unit after the carriers have left for the street is either curtailed XE "Curtailed" , delayed XE "Delayed"  or a dated mailing in advance of mailer requested in-home delivery date.  Remember, CSDRS is a snapshot of the situation in the delivery unit at 10:30 AM.  Dated mailings in the unit prior to the first requested in-home delivery date are not to be reported in CSDRS.

Accurate Data Reporting

Before transmitting the CSDRS data make sure that all applicable data fields have entries and that the data entered is correct.  The CSDRS data is shared with the Executive Information System XE "Executive information system (EIS)"  (EIS).  It either represents or misrepresents a unit's daily mail condition based on the accuracy of the data entered at the unit level.  If errors are made in the reporting of data, corrections are required to be made at the local level.  A three day correction window is available through CSDRS for this local correction process.  It is essential that when information is corrected, the re-transmit function is selected when exiting from the CSDRS menu screen.

IMPORTANT NOTE:

All mail that will remain in a reporting unit after the carriers have left the office to begin their street duties must be reported in CSDRS, except “Dated Mailings” as explained above.  This includes mail which has been or may be sent back to the plant for further processing.

Mail volume that arrives in the unit after the established Critical Entry Time (CET) that has been formally established for that unit should not be included in the reporting of that unit.  It is not considered to have arrived in time for local management action.  In addition, any mail received after 10:30 AM and prior to the 1:00 PM transmission deadline, will not be included in CSDRS for that day.

Mail volumes may, and often will be, reported under more than one category in CSDRS.  For example, late arrival, unworked, missorted mail may also be reported as curtailed XE "Curtailed"  or delayed XE "Delayed" .

Missent is NOT to be reported as delayed XE "Delayed"  mail.  While missent mail may be delayed it is the intent to track missent mail volumes as a separate category of delayed mail without duplication of data reporting.

If containers of mail are received on or before the Dispatch of Value (DOV) with mixed classes of mail, the unit supervisor must properly count and report the individual volumes of mail.

Utilization of Application

The Customer Service Daily Reporting Systems has been modified so that it consists of two separate portions, each of which is tied together through the Unit Setup screens.  These two sections are Mail Condition and DPS Savings Tracking.  If the unit does not receive DPS mail, there is no need for the unit to complete the DPS Savings Tracking portion of the application.  The Mail Condition portion of the application is required of al users on a daily basis.

Foot XE "Foot/feet of mail"  Or Feet Of Mail As Reported In CSDRS (Rounding)

While it is possible to count and report decimal portions of a foot of mail in other recording media, the CSDRS program only accepts whole numbers in the volume data entry fields.  Standard rounding XE "Rounding rule"   rules should apply to the daily volume entries.  Volumes less than one half foot (.5 FT) should be rounded down to the next lower whole foot.  Volumes of one half foot (.5 FT) or greater should be rounded up to the next whole foot.  The minimum volume which can be input is one foot.

For example:


23.00 FT is reported as
23 FT


23.25 FT is reported as 
23 FT


23.50 FT is reported as 
24 FT


23.75 FT is reported as 
24 FT

The rounding XE "Rounding rule"  procedure should only apply to the total or cumulative volume figure for the entire unit.  Since the data collected for the Delivery Unit Volume Reporting System (DUVRS XE "DUVRS" ) should be readily available, some of the CSDRS volume entries will simply require rounding up or down, of the DUVRS totals, as appropriate.

On Hand Volume

Traditionally the term “On Hand Volume” is not used in a delivery unit. For CSDRS purposes, all mail in the delivery unit, after the carriers have left for the street, is either curtailed XE "Curtailed" , delayed XE "Delayed"  or a dated mailing received in advance of mailer requested delivery date.  (See “Dated Mailings XE "Dated Mailings" ”, page 6 and Customer Service Curtailed, page 20.)

The comments sections may be used to clarify the situation if necessary.

Dated Mailings XE "Dated Mailings" 
The term “dated mailing” is used several times in this book.  The term simply refers to Standard A Mail XE "Bulk business mail"  containing mailer requested in-home delivery dates.  Dated mailings retained in either a customer services or delivery unit prior to the first requested in-home delivery date are not to be reported in CSDRS as either curtailed XE "Curtailed"  or delayed XE "Delayed" .

Rural Route Data Reporting XE "Rural route" 
Delivery Service Reporting
Mail curtailed XE "Curtailed"  and/or delayed XE "Delayed" , by rural carriers, in a CSDRS reporting unit, must be added to the city route data and the totals should be reported in the appropriate CSDRS data entry field(s).  Delivery units having exclusively rural delivery should report data if computer equipment is available.  All units having 10 routes or more are Delivery Unit Computer (DUC) Sites and must report.

Customer Service Reporting
All curtailed XE "Curtailed"  or delayed XE "Delayed"  mail, in the customer service operation, is reported in CSDRS without regard to whether the mail is going to city or rural carriers or to Post Office Box sections.  Therefore, there is no need for special reporting categories or procedures, in the customer service operation.

Cumulative Totals

Volume entries for CSDRS are to be cumulative totals XE "Cumulative totals"  for the reporting unit regardless of where the mail may be found.  This applies to all CSDRS reporting categories.  If the minimum cumulative total is less than 1/2 foot, no reporting is to be done.

Example:


Several pieces of Standard A XE "Bulk business mail"  letter mail, per route, totaling one half foot (.5 FT) of mail may be found in the hot case after the carriers have left for the street.


On the same day carrier route 001 may have been instructed to delay 1.75 FT of Standard A XE "Bulk business mail"  letters to accommodate some special circumstance.


Route 004 may have been instructed to curtail 3 FT of Standard A XE "Bulk business mail"  letter mail.  However, the supervisor finds that route 004 curtailed XE "Curtailed"  2 FT of Standard A and inadvertently delayed XE "Delayed"   1 FT of BBM letters.

This would result in the following calculations:




REASON FOR DELAYED MAIL








      

AMOUNT

HOT CASE DELAYED MAIL














   
  .50
FT


ROUTE 001 DELAYED MAIL (DIRECTED DELAYED)





1.75
FT


ROUTE 004 DELAYED MAIL (INADVERTENTLY DELAYED)


1.00
FT




TOTAL UNIT DELAYED MAIL













3.25
FT

Total delayed XE "Delayed"  Standard A XE "Bulk business mail"  reported in CSDRS is 3 FT (standard rounding XE "Rounding rule"  rule applied).




REASON FOR CURTAILED MAIL






     


AMOUNT

ROUTE 004 CURTAILED MAIL














2.00
FT


Total curtailed XE "Curtailed"  Standard A XE "Bulk business mail"  reported in CSDRS is 2 FT

Customer Services Versus Delivery Services Reporting

Customer Services:


All mail in a unit that has not been sorted and staged at the carrier’s case is to be reported in the customer services data entry fields.  If the mail has not been made available to the carrier prior to the CET established for that unit, that mail will be reported as Customer Service volume.  (Exception:  See “Dated Mailings XE "Dated Mailings" ”, page 6.)

Delivery Services:

All mail staged at the appropriate carrier’s case and available for delivery is to be reported under the delivery services data entry fields.  (Exception:  See “Dated Mailings XE "Dated Mailings" ”, page 6.)

Bulk Business Mail XE "Bulk business mail"  (Standard A Mail)

Untimely Arrival XE "Untimely arrival" 
Report as delayed XE "Delayed"  all Standard A XE "Bulk business mail"  received in the unit later than the scheduled delivery day or later than the mailer requested date if that mail is retained in the delivery unit past the last mailer requested in-home delivery date.

Uncoded XE "Uncoded"  Or Unidentified Standard A XE "Bulk business mail"  - Received from the Plant

Standard A mail XE "Bulk business mail"  received in the delivery unit without color code XE "Color code" , or other delivery date identifier, is to be considered committed for the current day’s delivery.  If the mail is not delivered, it is to be reported as delayed XE "Delayed" .

Standard A mail XE "Bulk business mail"   XE "Bulk business mail"  received in a customer services unit without color code XE "Color code"  or other delivery date identification must be color coded according to national color code policy and reported accordingly.

Uncoded XE "Uncoded"  Or Unidentified Standard A Mail XE "Bulk business mail"  - Deposited by the mailer directly to the delivery unit

Unit supervisors/managers must ensure that unit employees immediately apply the appropriate color code XE "Color code"  to Standard A XE "Bulk business mail"  deposited by the mailer directly to the destination unit in accordance with the existing national color code policy.

Example:


Unaddressed Flat Sequence mailings with detached addressed sequence cards (marriage mail type mailings), and saturation/walk sequence mail (5-digit and carrier route) should be coded for delivery within two (2) working days.


Dated mailings should be color code XE "Color code" d to conform to the national color coding policy.  Regardless of color code, dated mailings should not be delivered prior to the first mailer requested in-home delivery date.

If there is any question regarding the appropriate color coding, unit managers should consult the unit operating plan, current national guidelines, Plant, and/or District personnel for guidance.

Important

Dated mailings received in a delivery unit prior to the first mailer requested delivery date are not to be reported as delayed XE "Delayed"  or curtailed XE "Curtailed"  regardless of their color code XE "Color code" .  Mail in this category, retained in the delivery unit after the carriers leave for the street, would be reported as curtailed only during the requested delivery dates and reported as delayed on or after the last requested delivery date.

Maintain Color Code Integrity

This is a reminder that throughout the handling, processing and transporting of mail, the proper color code XE "Color code"  must be maintained.  Color code integrity is typically most difficult to maintain when mail is being shipped between two (2) facilities.  It is the responsibility of the unit supervisor to ensure that mail being transported from the facility be properly identified before it is transported.

DSIS XE "DSIS"  And CSDRS Unit Reporting Compatibility

The CSDRS program allows multiple units to report under one ZIP Code.  This feature was provided to allow offices with more than one ZIP Code, but with only one reporting unit, to simplify and consolidate the transmission of data.  However, the general rule is that for every DSIS XE "DSIS"  reporting unit there is to be one (1) CSDRS reporting unit.  This one-for-one ratio will be necessary to accommodate future enhancements to the CSDRS and DSIS programs.  Delivery Point Sequencing Savings Tracking information is to be reported by zip code zone in all DPS sites.

The CSDRS and DSIS applications were integrated with the release of DSIS 4.0/4.1.  Any unit using these applications in the proper and timely manner may import DSIS data into CSDRS by clicking on the “Import DSIS Data” button in CSDSRS.  For EOR piece count users especially, this function prepares the DPS Savings Tracking weekly report with no calculations or conversions required.

Loop Mail

If a unit or route has a particular recurring problem with loop mail, an entry in the appropriate comments section should be made.  Area or district offices may wish to use a “Local Options” entry to identify, analyze and recommend strategies to eliminate the problem.

District Input Program  -  District Offices Only

District offices enter the number of plants processing DPS XE "DPS"  mail and the total number of Delivery Bar Code Sorters, within the district, in a District Input Program.  The program resides on the CSDRS district bulletin board service (BBS) computer.  (See page 25 of this manual for program instructions.)

National Options XE "National Options"    (RESERVED)

The national options fields are reserved exclusively for assignment on a national basis.  Currently, only fields 5-13 are used for National Voice of the Customer data collection purposes.  THERE SHOULD BE NO ENTRIES IN NATIONAL OPTIONS LINES 1-4.

Area/Local Options Fields

CSDRS contains option fields for area and local use.  Instructions pertaining to these optional field headings and the data to be entered in each such field are to be generated by the office requesting the information.

Comments Section  -  General Note

The Comments section in CSDRS is available for explanation and documentation of any and all circumstances and situations relating to the unit's daily mail condition.

This section can be used to show things such as:


Unusually high occurrence of unscheduled absences


Unusual external conditions such as adverse weather or natural disaster affecting productivity and/or performance


Late arrival of mail and its impact on the customer service and/or delivery operations


Transportation or other vehicle breakdown


Power interruptions


Labor shortages


Equipment shortages


Excessive buildup of empty or unused equipment

If the unit has reported any of the following, the comments section should be used to document the reasons for the entry:


Delayed XE "Delayed"  or curtailed XE "Curtailed"  mail


Route(s) leaving late


Route(s) returning late


Route(s)/Carrier(s)Returning after 17:00


Unworked mail

Since CSDRS affords an opportunity to print out the data entered into any comment field, printed copies may be kept as historical references.

Note:

Do not use quotation marks (“) in the Comments Section or commas (,) in the Unit Name field in the Setup section.  The CSDRS program interprets these punctuation marks XE "Punctuation marks"  as field markers rather than part of the text resulting in data transmission errors.

TRANSMIT SCHEDULES XE "Transmit" 
All listed transmit times are to be considered local times.  Each district must establish procedures to ensure that every unit transmits complete, accurate data in a timely manner.  (Alaska XE "Alaska transmit"  and Hawaii XE "Hawaii transmit"  will follow AREA instructions for their transmit schedule.)

Delivery Unit Transmit Schedule 

1:00 PM TRANSMIT - All Delivery Units

All available CSDRS data must be entered and the transmission must be completed not later than 1:00 PM local time, each delivery day.  The intention of the 1:00 PM transmission is to provide district, area and headquarters management with a COMPLETE and ACCURATE SNAPSHOT  of the daily mail condition at 10:30 AM.*   This transmission can be performed as early as possible, provided accurate and complete information is input and transmitted by the 1:00 PM deadline.  If errors in submission are found prior to 3:00 p.m., retransmission can be made to the District BBS.  This corrected data will overlay previously submitted information.  It is preferred that one transmission of complete and accurate information be made as soon as possible, but no later than 1:00 p.m.  Some causes for changes are:


Actual curtailed XE "Curtailed"  mail volume differs from the volume reported earlier


Actual delayed XE "Delayed"  mail volume differs from the volume reported earlier


Unscheduled absences, not anticipated at transmission time, affecting mail condition


Vehicle fails to start or breaks down on the street


Industrial or vehicle accident occurs

IMPORTANT NOTE

THREE (3) DAY CORRECTION AND RE-TRANSMISSION:

If a delivery unit has computer or telecommunications problems, the CSDRS program will allow data transmission the following day.  CSDRS will accept data entry and transmission up to three days prior to the current day.  After entering corrected data, re-transmission must be selected upon exiting.  Offices that have conditions prohibiting transmission of data for longer than three (3) days should have their program setup on another computer, in a nearby office, and have the data transmitted from that location.  District offices must establish procedures to ensure that each unit successfully transmits data for each delivery day.

* Reminder:  Any mail received after 10:30 AM and prior to the 1:00 PM transmission deadline, is not to be reported in CSDRS for that  day.  The CSDRS report is to be complete, accurate information as of 10:30 AM, which represents an idealized time when all delivery routes should have departed for the street.  Even with this change in transmission time, CSDRS is still a “snap shot” of conditions in an office at the moment after the carriers have departed for the street.  It includes all volumes which were available for delivery that day, not mail which was not received or not available to the carriers prior to their departure from the office.

District Office Transmit

3:00 PM TRANSMIT - All District Offices

Each district office is required to transmit the accumulated CSDRS data at 3:00 PM local time every delivery day.  The District CSDRS computer automatically performs the following steps starting at 3:00 PM:  (This process will take approximately 10 - 20 minutes).


Begins “shut down” of the CSDRS bulletin board program


Gathers all delivery unit data into a transmit file


Transmits data file to the San Mateo Information Systems Service Center (SMISSC)


Receives data files and/or messages


Prints listing of non-reporting offices


Reactivates the bulletin board program

Other Transmissions

11:00 AM TRANSMIT - All District Offices

At 11:00 AM local time, an ID tag within the CSDRS District program automatically uploads all data received by that time to the PC-EIS LAN server, and also makes that data available through the CSDRS/CMS Review Program at the District.  This is a preliminary view of data and developing trends and is not designed to be a 100% report.  Local policy should reflect 1:00 p.m. as the time when units must report by. This report populates PC-EIS so that District and Area management may review data the same day. 

11:00 PM TRANSMIT - All District Offices

At 11:00 PM local time, a transmission is made from each District BBS to the San Mateo Host Server.  This transmission is designed primarily to capture CMS data.  It is also used as a back-up, so that if any technical difficulty occurred during the day, district data will be re-transmitted automatically to San Mateo at the end of the day.  Any questions on this late transmission should be directed to the San Mateo Help Line at 1-800-423-3747.  This transmission will be used to populate the EIS application available on the following day.

Computerized Forwarding System (cfs) units

Reporting Procedures  for CFS XE "CFS"  Units

CFS XE "CFS"  units may report through their parent office or the CSDRS software may be installed on an available computer at the CFS unit.  The preferred method is for each CFS unit to transmit their individual site information through the Delivery Unit Interface Computer (DUI).

Reporting CFS XE "CFS"  Data Through a Parent Unit

CFS XE "CFS"  units may report their data by calling a designated delivery unit.  The designated unit enters the CFS data, along with the unit data, and transmits the combined data to the district office.

Establishing a Stand-Alone CFS XE "CFS"  Reporting Unit

Contact the district CSDRS coordinator for information and assistance.  The CSDRS unit name should begin with CFS XE "CFS"  to help easily identify the unit. 

Example:   CFS XE "CFS"    -   YOUR OFFICE NAME
To activate the CSDRS program you will record one (1) post office box in the setup section of the program.  This entry will not effect other calculations.  A ZIP Code entry must also be made.  If a CFS XE "CFS"  unit is going to report as a separate unit, the District Office should assign the unit a unique CSDRS reporting ZIP Code.  Typically, any unused five (5) digit ZIP Code, within the service area, may be assigned to the CFS unit for CSDRS purposes only.  This procedure will keep the data reported by the CFS unit from overwriting the data reported by another reporting unit.

delivery distribution unit/center (ddu/ddc)

DDU XE "DDU/DDC" :

A DDU XE "DDU/DDC"  is a customer services unit that processes mail for one or multiple ZIP Codes within its own Associate Office (one finance number).

DDC XE "DDU/DDC" :

A DDC XE "DDU/DDC"  is a customer services unit that processes mail for multiple ZIP Codes at an Associate Office and ZIP Codes for other nearby Associate Offices (multiple finance numbers).  This is in essence a Customer Service Plant.

Establishing Unique Reporting Units: DDU XE "DDU/DDC"  and DDC Offices

Both of these type units should report curtailed XE "Curtailed"  and/or delayed XE "Delayed"  mail only in the customer services section of their own unique CSDRS program.  The total mail volume retained in the DDU XE "DDU/DDC" /DDC after the “Dispatch of Value” must equal the total volume reported in CSDRS as curtailed or delayed, including dated mailings.  (Exception:  See “Dated Mailings XE "Dated Mailings" ”, page 6.)

Please contact the district CSDRS coordinator for information and assistance concerning establishing unique CSDRS programs for DDU XE "DDU/DDC" /DDC units.  The CSDRS unit name should begin with DDU or DDC, as appropriate, to easily identify the unit.  

Example:   DDU XE "DDU/DDC"    -   YOUR OFFICE NAME 

Example:   DDC XE "DDU/DDC"    -   YOUR OFFICE NAME
To activate the CSDRS program you will record one (1) post office box in the setup section of the program.  (Enter 0 carrier routes and 0 rural routes in the setup screen.)  This entry will not effect other calculations.  A ZIP Code entry must also be made. The district office should assign the unit a unique CSDRS  reporting ZIP Code.  Typically, any unused five (5) digit ZIP Code, within the service area, may be assigned to the DDU XE "DDU/DDC" /DDC for CSDRS purposes only.  This procedure will keep the data reported by the DDU/DDC units from overwriting the data reported by another reporting unit.

Important Note:

The total letter and flat volume of mail retained in a DDU XE "DDU/DDC" /DDC must equal the total of Delayed XE "Delayed"  Mail, Curtailed XE "Curtailed"  Mail and Dated Mailings XE "Dated Mailings" .  (Exception:  See “Dated Mailings”, Page 6.)

CSDRS MAIL CONDITION SCREEN XE "CSDRS input screen"  ENTRIES

  Delivery service

Routes Leaving Late XE "Late" 
Enter the total number of city routes leaving 15 minutes or more after their fixed scheduled departure time today.  (Scheduled departure times do not vary on a day-to-day basis.)

Routes Returning Late XE "Late" 
Enter the total number of city routes that, on the previous day, returned 15 minutes or more after their scheduled return time.  (The intent is to monitor consistency of delivery time.)

Example:


A carrier on a regular route scheduled to return to the office by 15:00 but actually returns at 15:25 is to be reported as late.  (If the route returns after 17:00 it would also be reported under the ROUTES RETURNING AFTER 17:00 category.)


Route 0001 required assistance.  The carrier assigned to route 0002, an 8-hour regular route, completes delivery on time and then begins to deliver one hour from route 0001 completing the task in the allotted one hour.  That hour of assistance provided to route 0001 by the carrier on route 0002 was delivered late therefore route 0001 should be reported as late.


A route is “Pivoted” and five routes each provide assistance.  Do not report a route providing auxiliary assistance to the “pivoted” route as returning late unless that route would have returned late without providing the auxiliary assistance.  Report the “pivoted” route as late returning if the delivery is actually accomplished after normal delivery time.

Routes Returning After 17:00

Enter the total number of city routes that returned after 17:00 on the previous day.

Examples:


A city carrier scheduled to return by 16:00 but actually returned at 17:05 would be reported under this category.  (Since this route returned more than 15 minutes late it would also be reported under the “ROUTES RETURNING LATE” category.)

· A carrier assigned to a combination route, consisting of a delivery route and a collection route, scheduled to return by 17:45, and returning at 17:45, would not be reported in this category.

Carriers Returning After 17:00

Enter the total number of city carriers that returned after 17:00 on the previous day.

Delivery Service (cont.)

Examples:


A group of four city carriers provide auxiliary assistance on route 0001. They were scheduled to return by 16:00 but two actually returned at 17:05 and 17:15.  These two carriers would be reported under this category.  

· A carrier assigned to a combination route, consisting of a delivery route and a collection route, scheduled to return by 17:45, and returning at 17:45, would not be reported in this category.

Delayed XE "Delayed" 
PREF XE "Preferential mail"  LETTERS (Feet XE "Foot/feet of mail" ) (All First-Class And Periodical-Class Letters)

Enter, in feet, the total volume of delayed XE "Delayed"  preferential letters remaining, or that will remain, in the delivery operation after the carriers have left the office.  This is to be a cumulative total for the entire reporting unit.

PREF XE "Preferential mail"   FLATS (Feet XE "Foot/feet of mail" ) (All First-Class And Periodical Flat Mail)

Enter, in feet, the total volume of delayed XE "Delayed"  first-class and periodical flats remaining, or that will remain, in the delivery operation after the carriers have left the office.  This is to be a cumulative total for the entire reporting unit.

PRIORITY XE "Priority mail"    (Pieces) (All Priority Mail Pieces)

Enter the total number of priority XE "Priority mail"  mail pieces, available to the carrier, remaining, or that will remain, in the delivery operation after the carriers have left the office.

PARCEL POST (Pieces) (All Non-Priority Standard B Articles)

Enter the total number of delayed XE "Delayed"  Standard B pieces remaining, or that will remain, in the delivery operation after the carriers have left the office.

BBM XE "Bulk business mail"    LETTERS (Feet XE "Foot/feet of mail" ) (All Standard A Letters)

Note:  the term Bulk Business Mail (BBM) has been superseded by the term Standard A.

Enter, in feet, the total volume of delayed XE "Delayed"  Standard A XE "Bulk business mail"  letters, committed for the days' delivery, remaining, or that will remain, in the delivery operation after the carriers have left the office.

BBM XE "Bulk business mail"    FLATS (Feet XE "Foot/feet of mail" ) (All Standard A Flat Mail)

Enter, in feet, the total volume of delayed XE "Delayed"  Standard A XE "Bulk business mail"  flats, committed for the days' delivery, remaining, or that will remain, in the delivery operation after the carriers have left the office.

Delivery Service (cont.)

Curtailed XE "Curtailed" 
BBM XE "Bulk business mail"  LETTERS (Feet XE "Foot/feet of mail" ) (All Standard A Letters)

Enter, in feet, the total volume of curtailed XE "Curtailed"  Standard A XE "Bulk business mail"  letters that was, or will be, retained in the delivery operation for delivery within service commitments.

BBM XE "Bulk business mail"  FLATS (Feet XE "Foot/feet of mail" ) (All Standard A Flat Mail)

Enter, in feet, the total volume of curtailed XE "Curtailed"  Standard A XE "Bulk business mail"  flats that was, or will be, retained in the delivery operation for delivery within service commitments.

Oldest Delayed XE "Delayed"  Mail

Enter the committed delivery date (MM/DD/YY) of the oldest delayed XE "Delayed"  mail in the unit.

Date Current

If the unit reported delayed XE "Delayed"  mail, enter the latest expected date (MM/DD/YY) for that mail to be finalized and out of the unit.

Delivery Comments XE "Comments, delivery"   

The Comments section in CSDRS is available for explanation and documentation of any and all circumstances and situations relating to the unit's daily mail condition.  (Also see “Comments Fields - General Note”, Pg. 10)

Customer service

Box Section XE "Box section reporting" 
Each unit has a scheduled and posted “box cut off” time for box mail to be finalized and available to the customers.  This “box cut off” time varies from unit to unit and is established based upon variables such as mail arrival time, average mail volumes per trip and staffing availability.  For CSDRS reporting purposes a unit's performance is considered to be "on time" only if the box mail is finalized no later than the scheduled and posted ”box cut off ”  time.  If a unit consistently fails to meet the box cut off time, analysis should be done to review possible actions to help the unit meet the cut off time.  If corrective action is not effective or possible given local conditions, consideration should then be given to moving the box cut off time.  The establishment of the local “box cut off” time is the responsibility of the local postmaster, with District review.  NOTE:  The box cut off time will vary from unit to unit based on local conditions.

Example:


If a unit's posted time is 9:30 AM and the box mail distribution is finalized by 9:35 AM, the correct CSDRS entry would be 5 minutes.  If, however, the same unit's box mail distribution was not completed until 9:55 AM the correct CSDRS entry would be 25 minutes. (This eliminates the previous 15 minute "leeway" given, and recognizes our commitment to our box customers and this premium service.)
Delayed XE "Delayed" 
PREF XE "Preferential mail"  LETTERS (Feet XE "Foot/feet of mail" ) (All First-Class And Periodical Letters)

Enter the total volume, in feet, of delayed XE "Delayed"  preferential letters that were not worked by unit distribution clerks before the carriers left the office.  ALL Box Section preferential mail not worked and placed in the boxes prior to the box cut off time for that particular unit is considered delayed. 

PREF XE "Preferential mail"  FLATS (Feet XE "Foot/feet of mail" ) (All First-Class And Periodical Flat Mail)

Enter the total volume, in feet, of delayed XE "Delayed"  preferential flats that were not distributed to the carrier routes before the carriers left the office, or preferential flats that were not worked and placed in the appropriate boxes in the box section prior to the box cut off time.

PRIORITY XE "Priority mail"  (Pieces) (All Priority Mail Pieces)

Enter the total number of priority XE "Priority mail"  mail pieces that were not available to carriers before they left the office or to box section customers by the box cut off time.

PARCEL POST (Pieces) (All Standard B Parcels)

Enter total number of Standard B pieces that were not available to box customers by the box cut off time or  to carriers before they left the office.

Customer Service (Cont.)
BBM XE "Bulk business mail"    LETTERS (Feet XE "Foot/feet of mail" ) (All Standard A Letters)

Enter, in feet, total volume of Standard A XE "Bulk business mail"  letters committed for delivery, that were not available to carriers before they left the office.  Also include the total volume of Standard A letters not placed in the boxes prior to the box section cut off time.

BBM XE "Bulk business mail"    FLATS (Feet XE "Foot/feet of mail" ) (All Standard A Flat Mail)

Enter, in feet, total volume of Standard A XE "Bulk business mail"  flats that were not available to carriers before they left the office or to box section customers prior to the box cut off time.

NOTE:  All definitions have been changed to reflect the need to report mail which was not available to the box section customers at the local box cut off time as delayed.  The time when the customer normally arrives to pick up their box mail has no bearing on this issue   The customer pays a premium fee for this service, which grants them a consistent, earlier time of expected delivery. 

COMMINGLED MAIL
It sometimes occurs in some units for mail to arrive from the plant in large containers in which classes of mail have been mixed.  For example, an APC , ERMC or OTR container might be received which contains both Periodicals and Standard A or B Mail.  This mail would have to be handled and color coded  as can be determined by information received with the container.  If a color code tag was affixed to the top of the ERMC, which contained  Standard A Mail, and a second different color code tag was applied to the bottom of the ERMC which contained Periodical mail, those separate color codings would apply and the mail would be recorded appropriately as curtailed or delayed as the color code dictated if that mail was not worked and made available for delivery.  If no color code information was available, the color code would default to the worst case scenario, and that mail would be committed for delivery that day.  For further information, contact the office of the MDO at the plant, or the District staff, particularly the Manager of Operations Program Support. 

Customer Service (cont.)

On Hand/Curtailed XE "Curtailed" 
BBM XE "Bulk business mail"    LETTERS (Feet XE "Foot/feet of mail" ) (All Standard A Letters)

Enter total volume, in feet, of curtailed XE "Curtailed"  Standard A XE "Bulk business mail"  letters that was, or will be, retained in the customer service operation for distribution on a future day within service commitments.

BBM XE "Bulk business mail"    FLATS (Feet XE "Foot/feet of mail" ) (All Standard A Flat Mail)

Enter total volume, in feet, of curtailed XE "Curtailed"  Standard A XE "Bulk business mail"  flats, that was, or will be, retained in the customer service operation for distribution on a future day within service commitments.

Missent

Enter the total volume, in feet, of mail that has been sorted or dispatched to the wrong delivery zone or unit.  Missent mail is not to be reported as delayed XE "Delayed"  mail.

Examples:


A station or branch office with zones 99909 and 99910 receiving mail for zone 99911 would report that mail as missent.  


A station or branch office has zones 99909 and 99910.  The unit supervisor for zone 99909 would not report, as missent, one container of mail found in his/her unit belonging to zone 99910 if it clearly was marked for zone 99910.  (The mail in this example was mishandled within the facility but was not "missent" from the plant.)

Note:  Missent mail is to be reported regardless of whether the mail is sent back to the plant or forwarded directly to the destination office.  Entries of Missent Mail on this screen are to be in whole FEET only.

Late Arrivals

Enter the total volume, in feet, of mail committed for the current day’s delivery that arrived 15 minutes or more after the regularly scheduled arrival of the Dispatch of Value (DOV).  (Typically the DOV is the last scheduled morning dispatch and is the last dispatch to have mail committed for delivery that day.)

Misthrow / Missorted XE "Misthrows / Missorted"  Mail

Enter the total volume, in feet, of all mail sorted to the correct five (5) digit ZIP Code but missorted to the incorrect carrier route excluding carrier route presort.  Errors in “Major Mailer” databases may result in carrier route presort being misdirected to the wrong carrier route.  In such cases the delivery unit should make every effort to correct the problem through normal local procedures.  District offices may have delivery units report this type of mail volume in one of the local options, allowing for local analysis and action.

Customer Service (cont.)

Unworked Mail XE "Unworked mail" 
Enter the total volume, in feet, of all mail received from the plant that has not been processed to the level agreed to in a written Operating Plan.  Unworked mail should be reported regardless of whether the delivery unit retains the mail for processing or sends it back to the plant to be processed.

Exceptions, Examples and Clarifications:


Unworked mail is not mail volume the unit normally processes or has agreed to process in a written Operating Plan.  If the Operating Plan calls for a unit to receive and distribute mail up to a set daily threshold volume, no report of unworked mail would be made until the threshold volume has been exceeded.  Many DPS offices receive automation rejects from the plant as a part of their daily expected workload.  This mail is not to be reported as unworked or delayed  unless it meets the qualifications specified in the appropriate sections of this manual.   That is, this volume exceeds that volume previously agreed to in the written operating plan, or some or all of the reject volume was not available for the carriers prior to their leaving time  Note:  Second pass DPS rejects vary widely, are generally not included in operating plans and do not contribute to unworked mail volumes.

Examples:


If the Operating Plan included working up to 50 FT of mail daily but the unit only received a total of 48 FT of mail, the CSDRS entry would be 0 FT of unworked mail.


If the Operating Plan included working up to 50 FT of mail daily, but the Plant called and asked if the unit could process an additional 20  FT of mail and the unit agreed.  The unit received 70 FT of mail and all mail was finalized.  The CSDRS entry would be 20 FT of unworked mail. (Note: The amount of Unworked mail to be reported is still the same even if  the office has agreed, on a one day basis, to receive and distribute the mail.)


If the Operating Plan included working up to 50 FT of mail daily and the office received a total of 70 FT of mail, and 50 FT was finalized, the CSDRS entry would be 20 FT of unworked mail.

Customer Service (Cont.)

Unworked mail and delayed XE "Delayed"  mail are not "mutually exclusive" categories of mail.  That is to say that the same mail can, and often will, be reported in both categories on the same day.

Example:


If the unit Operating Plan included working up to 50 FT of mail, and the office received  70 FT, but only 40 FT was finalized, the CSDRS entry would be 20 FT of unworked mail (the amount exceeding the threshold) and a total of 30 FT of Delayed XE "Delayed"  mail.


Unworked mail is not mail that was broken down to the carrier route, in distribution cases, prior to the carriers' departure but not distributed to the carriers.  (This mail would be delayed XE "Delayed"  in customer services.)

Customer Service Comments XE "Comments, customer service"   

The Comments section in CSDRS is available for explanation and documentation of any and all circumstances and situations relating to the unit's daily mail condition. This section is particularly useful in noting all exception situations such as the receipt of excess unworked mail or extra trips from the plant (Also see “Comments Fields - General Note”, Pg. 10)

CFS XE "CFS"  (CFS Units Or Designated Parent Units Only)

Enter, in pieces, the total mail volume* that was not processed within the 24 hour time commitment, that is:


All forwardable mail volume


All PS Forms 3575 not completely processed and returned to delivery units


All PS Forms 3547 address corrections for both First-class and Third-class mail


All NIXIE mail volume not completely processed within 24 hours of receipt


All Return-to-Sender (RTS) mail volume not processed within 24 hours. **


All PS Forms 3579 that have not met the seven (7) day processing commitment

The current conversion factor for CFS XE "CFS"  operations is 160 pieces per foot.  This factor accounts for the mixed flats and letters nature of CFS mail volume.  That mail count can be taken from the PS 3925.  Each CFS Unit must report their status daily (Monday through Saturday) to the assigned delivery unit, or transmit the data directly to the District BBS.  A current condition is given by starting with zero (0) delayed XE "Delayed"  pieces of CFS mail.

Oldest Delayed CFS Mail

Enter the date (MM/DD/YY) of the oldest delayed mail in the unit.

Date CFS XE "CFS"  Will Be Current (CFS Units Only)

Enter the latest date (MM/DD/YY) that the mail volume reported in the CFS XE "CFS"  category (outlined above) is expected to be finalized and the CFS unit will be working within the established processing time frame found in the unit operating plan.  If the CFS site is current, the date reported should be today's date.

* Future enhancements will allow separate entries for each of the delayed XE "Delayed"  mail categories listed similar to the PS Form 3925.

** Return to Sender (RTS) is not a nationally mandated program at this time.  Not all sites process RTS mail volume.  Only those sites currently processing RTS mail volume within LDC XE "LDCs"  49 should report any RTS delayed XE "Delayed"  mail through CSDRS.

DPS SAVINGS TRACKING ENTRIES

National DPS XE "DPS"  Statistics Fields

General Reporting Rules: 

Line 1
-
DPS XE "DPS"  Volume (city route volume only)

Enter the total End-of-Run (EOR) volume from the Delivery Bar Code Sorter (DBCS) OR Customer Service Bar Code Sorter (CSBCS) excluding volume from the residue stacker, rural routes and box sections.  The DPS XE "DPS"  volume data is to be entered in pieces, not feet.  If EOR reports are unavailable, calculate volume by multiplying an accurate linear footage measurement of the DPS route mail received by 215 pieces, which is the currently accepted DPS volume conversion rate.

Line 2
-
City Routes Casing DPS XE "Casing DPS" 

 XE "DPS" 
Enter the number of city routes casing DPS XE "DPS"  mail rather than taking that mail directly to the street.

Line 3
-
City Routes Taking DPS XE "DPS"  To Street

Enter the number of city routes not casing DPS XE "DPS"  mail but who are taking DPS mail directly to the street without any office handling.  (NOTE:  The sum of the City Routes Casing DPS XE "Casing DPS"  and City Routes Taking DPS to the Street, must equal the total number of city routes in the delivery unit as reported in the setup section of CSDRS.)

Line 4
-
Line 4, DPS XE "DPS"  Errors (Previous Day) (city route volume only) has been deleted

IMPORTANT

Carriers will no longer report a total piece count of errors for their route.  

Line 5
-
Number Of City Routes Not Meeting The 98 % XE "DPS Quality"  Quality

Enter the number of DPS XE "DPS"  city routes that have not as yet reached the 98% quality threshold, on the Delivery Quality Diagnostic (DQD), for three consecutive days.

Line 6
-
Restructured XE "Restructured routes"  Routes/Assignments

Enter the number of city routes or other permanent assignments, adjusted or restructured as a result of DPS XE "DPS" .  This indicator includes city routes, auxiliary routes, router and combination assignments.

LINE 7  -  RURAL DPS VOLUME
Enter the volume in pieces of DPS volume on rural routes in the reporting zone(s).  This volume should be derived from the End-of-Run (EOR) report which is to be provided daily by the unit processing the mail.

District Input Program Instructions

This program contains two (2) data entry fields in a stand-alone program that provides data to CSDRS.  The two (2) data input lines are:

# of Plants Processing DPS XE "DPS"  Mail _______

# of DBCS in the District _______

The program can be activated by following these steps on the district CSDRS BBS computer:

Exit the BBS program to the DOS prompt.  (Follow the instructions on the screen.)

1.
At the DOS prompt type:
CD \ [PRESS THE ENTER KEY]

2.
At the DOS prompt type:
CD DISTRICT [PRESS THE ENTER KEY]

3.
At the DOS prompt type:
DISTINP [PRESS THE ENTER KEY]

4.
Follow the instructions on the screen to make data entry and exit the program.

Upon exiting the program reactivate the BBS program by doing the following:

At the DOS prompt type:
BBS [PRESS THE ENTER KEY]

IMPORTANT

Data entry to this program is necessary when there is any change in either of the two (2) data entry fields.

General Note

The following screens are samples to depict the look and feel of the CSDRS data entry screens.  For a fuller or detailed explanation, please refer to the CSDRS 2.1 Users Guide.

Sample CSDRS Input Screen
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Note:

Line 4 has changed from this illustration.  DPS Errors are no longer collected due to policy change.

Sample CSDRS Input Worksheet
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