
Quality and Productivity Commission

29t" Annual Productivity and Quality Awards Program
Champions of Change: Together We Make a Difference

2015 APPLICATION

2
3
4
5
6
7
8
9
10
11
12
13
14
15

Title of Project (Limited to 50 characters, including spaces, using Arial 12 point font):

NAME OF PROJECT : A STAMP OF APPROVAL FOR WARRANT DISTRIBUTION

DATE OF IMPLEMENTATION/ADOPTION: FEBRUARY 15.2014
(Must have been implemented at least one year - on or before July 1, 2014)

PROJECT STATUS: X O11g0111g One-time only

HAS YOUR DEPARTMENT PREVIOUSLY

SUBMITTED THIS PROJECT? Y2S X NO

EXECUTIVE SUMMARY: Describe the project in 15 lines or less using Arial 12 point font. State clearly and concisely what difference

the project has made.

Improving productivity, customer service, efficiency, and accountability are a priority to
Public Works. Opportunities for improvements existed in the Department's in-house Mail
Center operations. Aself-initiated audit was conducted and found that the Mail Center was
using more work hours than necessary to deliver payroll warrants on Friday paydays. A
total of 240 work hours were reduced annually by replacing in-house mail couriers with
Fed Ex Express overnight delivery services for payroll periods that required distribution of
payroll. The new system eliminated the need for three Mail Center employees to work
eight hour work days in order to deliver up to 56 payroll warrants to 23 remote field office
locations throughout Los Angeles County, eliminated the need for those employees to
work overtime on Friday payroll periods, and reduced fuel and maintenance costs for
three vehicles. Internal processes between two divisions was streamlined for efficiency.
FedEx Express distributes the warrants to multiple locations throughout the Los Angeles

receive them without delays and have access to online tracking capabilities.

(~ ~ (2~ (3~ (~) + (2) + (3) = SERVICE

ACTUALIESTIMATED ACTUAL/ESTIMATED ACTUAUESTIMATED ToTa,~ ANNUAL ENHANCEMENT

ANNUAL CosT ANNUAL Cost SnviNGs ANNUAL REVENUE ACTUAL/ESTIMATED PROJECT

AVOIDANCE BENEFIT

$ 4,357.94 $ 0.00 $ 4,357.94

ANNUAL = 12 MONTHS ONLY

SUBMITTING DEPARTMENT NAME AND COMPLETE ADDRESS TELEPHONE NUMBER

Department of Public Works 626-458-4059
900 South Fremont Ave.
Alhambra, CA 91803

PROGRAM MANAGER'S NAME TELEPHONE NUMBER

Barbara Baiz 626-458-4059

PRODUCTIVITY MANAGER'S NAME AND SIGNATURE DATE TELEPHONE NUMBER
(PLEASE CALL (T13) 693-0322 IF YOU DO N0T KNOW YOUR PRODUCTNITY MANAGER'S NAME) 626-458-4070
Kimberly Y. Lyman
"~f~ c~ EMAIL

~v`'rtiti~ ~ ! ~ ~ ~ /.~ kl man d w.lacount . ov
DEPARTMENT HEAD'S ME AND NATURE DATE TELEPHONE NUMBER

Gail Farber 626-458-4001
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Title of Project (Limited to 50 characters, including spaces, using Arial 12 point font):

NAME OF PROJECT : A STAMP OF APPROVAL FOR WARRANT DISTRIBUTION

FACT SHEET -Challenge
Public Works curently operates a traditional full-service mail and messenger
operation to distribute inter-office mail, checks, confidential, legal, and time-sensitive
correspondence and documents, parcels, and payroll warrants to over 23 field sites,
offices, and Headquarters. In addition, special requests for urgent mail delivery
and/or pickup from locations not on the messengers' regularly scheduled runs, and/or
outside of the regular schedule are accepted by the Mail Center. Public Works has a
high reliance on communicating with the public through physical mail, thus causing
the mail volumes to unpredictably increase to a point where staff resources are
severely strained. Managing a Mail Center operation successfully requires a
multitude of skills, and managing the human resources are essential to success. The
following challenges were as follows:

• The allocation of time spent making resource decisions by Public Works'
Human Resources (HRD) and Administrative Services Divisions (ASD) during
the warrant verification process increased and placed unnecessary
administrative burdens on ASD's Mail Center staff during deliveries.

• Manual mail handling of Friday payroll warrants was not an efficient use of
human resources since the unit was significantly understaffed. Special
requests for urgent mail deliveries and runs became consistently challenging
to meet. And unscheduled absenteeism resulted in a reduced workforce and
decreased productivity.

• Overtime was required for three employees to deliver the Friday payroll
warrants to 23 field site locations throughout Los Angeles County due to the
mandatory compressed 4/40 work week.

• Significant delays due to traffic and congestion caused an impact in ensuring
Friday payroll was delivered in a cost-efficient and timely manner in
compliance with County Fiscal Manual 3.1.12, Warrant Distribution Controls
and 3.2.0 Payment Methods.

• The warrant verification and delivery process at field sites was cumbersome. It
was challenging for Mail Center staff to locate employees authorized to receive
payroll warrants for signatory purposes, thus causing further delays.

• Slow and cumbersome hiring and recruitment processes. The unit had
four vacant positions over atwo-year period. Atime-consuming hiring process
coupled with the unavailability of certified lists for the appropriate employee
classifications compounded the problem.
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Solution: The unit supervisor oversees an environment in which mail,

correspondence and packages are processed virtually every day. The increased

volume of mail, the daily challenge of controlling costs, upgrading technology, and

making better use of existing human resources were a priority for Public Works.

• Outsourcing Friday Payroll Warrant Distribution with FedEx Express was fast,

reliable, efficient, and glow-cost alternative which eliminated the need for

Mail Center staff of twa employees and one supervisor to work overtime on

Fridays to deliver payroll warrants. This change reduced labor (240 overtime

work hours) and vehicle maintenance costs.

• FedEx Express guaranteed overnight delivery. FedEx Express delivered all

payroll warrants simultaneously to designated field locations the next earliest

business morning before 10 a.m.

~ Unnecessary steps were removed and processes that lead to errors and/or

had no added value process were reduced. Field site employees could

contact HRD directly rather than ASD to track FedEx Express drivers or

warrants, thus overall reducing the administrative burden from ASD's

ai en er s a

• FedEx Express has an advanced tracking and accountability mechanism that

included easy access to an online application that provided authorized staff

real-time information on the shipments of warrants.

• FedEx Express provided confirmation of receipt and proof of signatory and

delivery.

• No interruption in workflow of time-sensitive payroll warrant deliveries.

Benefits: The new warrant distribution process has significantly improved customer

service while reducing unnecessary costs.

• FedEx Express distributed warrants to multiple locations throughout the

Los Angeles County area simultaneously.

• Because FedEx Express offers guaranteed overnight delivery, authorized field

personnel designated to receive warrants received them in a tirr~ely manner,

without delays, and have access to control and tracking capabilities online.
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LINKAGE TO THE COUNTY STRATEGIC PLAN (DETAIL IS REQUIRED FOR COUNTY

DEPARTMENTS): Use Arial 12 point font

Benefits Continued

• Fed Ex Express has improved customer service to field site employees. Field
employees receive payroll warrants between 8 a.m.-10 a.m. rather than
waiting until Mail Center staff arrive from the typical Friday traffic congestion.
Field site employees are extremely happy with the improved speed of service
and the ability to pick up their payroll warrants prior to 10 a.m.

• Inefficient processes were eliminated freeing staff from a tedious and time
consuming task.

• ASD and HRD staff are more efficient and productive at all levels.

LINKAGE TO THE COUNTY STRATEGIC PLAN

The Countywide Strategic Plan directs the provision of Operational
Effectiveness/Fiscal Sustainability (Goal 1) and Integrated Services Delivery (Goal 3).
Fed Ex Express has the specialized expertise to provide this service accurately,
efficiently, timely, and in a responsive manner and supports Public Works in meeting
these goals.
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COST AVOIDANCE, COST SAVINGS, AND REVENUE GENERATED (ESTIMATED BENEFIT: If you are claiming
cost benefits, include a calculation on this page. You must include an explanation of the County cost
savings, cost avoidance or new revenue that matches the numbers in the box. Remember to keep
your supporting documentation. use a,riai ~2 point font

Cost Avoidance: Costs that are eliminated or not incurred as a result of program outcomes.

Cost Savings: A reduction or lessening of expenditures as a result of program outcomes.

Revenue: Increases in existing revenue streams or new revenue sources to the County as a result of program outcomes.

(1) (2) (3) (1) + (2) + (3) SERVICE

ACTUAUESTIMATED ACTUAUESTIMATED ACTUAUESTIMATED ToTA~ ANNUAL ENHANCEMENT

ANNUAL Cost ANNUAL COST SnvirvGs ANNUAL ReveNue ACTUAUESTIMATED PRo~ECr
AVOIDANCE BENEFIT

$ 4,357.94 $ $ 0.00 $ 4,357.94

ANNUAL= 12 MONTHS ONLY

An annual cost savings of $4,357.94 was achieved.

2014

Employee

Labor Total: $8,586.96

Fue Cost: 1,4

Total

Distribution
Cost $10,049.96

Annual Employee

Friday Payday Warrant Distribution

Cost: $10,049.96

e era xpress ayro arrant

Distribution Cost: $5,692.00

Annual Savings: $4,357.94
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