COST CENTER:


Pouching Services (6192)

DISTRIBUTION FACTOR:

The total weight of pouches in kilograms sent (count 1 week per month) – modifiable.

	SERVICE OFFERED
	SAMPLE PERFORMANCE STANDARD
	POSSIBLE ASSESSMENT FACTORS

	Incoming Pouch: receipt and distribution of pouch materials, both classified and unclassified, and maintenance of related records.

Outgoing Pouch: preparation and forwarding of outgoing pouch materials, both classified and unclassified, and maintenance of related records. Outgoing pouch materials are to be delivered to the mailroom by COB Monday for the Tuesday pouch and by COB Wednesday for the Thursday pouch shipment.  
	 The courier schedule for incoming classified and unclassified pouch shipments are biweekly, until further notice, currently Mondays and Wednesdays.  Pouch materials will be ready for pick up by 3pm of Tuesday or Thursday, notwithstanding holidays, in which case, pouch items will be available for pick up by employees at the beginning of the following business day.  

-The courier schedule for outgoing classified and unclassified pouch shipments is  Tuesday and Thursday.  
	Are pouches available for distribution on the days and time indicated?

Were pouches sent on time?


