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The fishbone diagram was used to discover the problems and waste with in the
cashier booth.
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Mail Number: é/ '-/

Received By: _(:77;

Date Received: Time Received: | Department: f # of Checks:
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W 2apa Sy | ¢

£ fd UM A

After

TIMEIN ~, Mail Number
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Number of Checks:
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11 12 13 14 15 16 17 18
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Department/ Batch Number:

APA  ARA  DPC Wells Permits Earth Hauling  Zlectrical  Permits/ Pier  Boiler
Encroachment Elevator Fire Helicopter  Manufatured Homes  HPD Impact Fee

Multi Family ~ Occupancy Ol & Gas  Open Records  Parks & Rec Strom Water
Taps & Meters  Water / Waste
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Checks to be Returned to the Department
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Mall Number: E
Departmant: é -ff)f‘?)zd/('_.

Return Date: ’2/3 L 28/ =

We are Returning your remittance in the amount of $ ﬁ E ¥
for reasons indicated below, Check Number: d 8 = &

Written amount on check and Dollar amount on check do nat match,
Check Overage
Check Shortage

HOusTaON 4
PERMITTING

center

Check Missing Signature

Temporary Check

Customer has a return check with the*City of Houston
Missing Sales Order or Check
Inquiiry Rejectod/ Sales Order Doleted
Pormit paid on:___

Project on Hold/ Project Canceled

Other ? {'ﬂ
Cosbler Narna: @E]@cﬁ
Cashler’s Phone Number:  (832)- 394. 2 o7

After

Checks to be Returned to the Department

DATE: 4/30/2014

Mail Reason For Cashier Department
Department | Batch Number Check # .p
# Return Name nature
3 STD;&‘S’;TER Mail Clerk 331770 Stale Dated Check Dee Harris L/u < ﬁ W
4 BOILER Mail Clerk 59809 Check Shortage Dee Harris M ﬁ’

Signs Mail Clerk 12960

Permit Paid Dee Harris

Signs Mail Clerk Temp Check

Temporary Check Wina Benn

Signs Mail Clerk 1085

Inquiry Rejected Wina Benn

Mail Clerk 26037

Signs

Check Overage Nina Benn

BOILER BLROA42814-004 1243

Check Overage Cheryl Casteel

\tt

Before:
Hand
Wrote
ltems
Made

copies of

ltems

After:
 Typed
ltems
e Scan
ltems

Mail Mumber: 9

HOUSTON ‘ et SIGHS
PERMITTING ™
center eturn Date: 0411/2014

\We are Returning your remittance in the amount of §  85.26

for reasons indicated belaw. Check Number 1011

\Written amount on check and Dollar amaunt on check do not match
Check Overage
Check Shartage

Check Missing Signature

[

Temporary Check
Custamer has a retuen check with the City of Houstaa

Missing Bar Code/ Check/ Sabes Order

|11

Inquiry Rejectee Sales Order Deleted

Permit paid on:__ — -

Project on Hold/ Project Canceled) License Expired

Other
Cashier Name: ANGELA LIZCANO
Cashiur's Phone Number: (832} 394- 9025
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Total numberof $100  Total number of
$50 bills
335
320
252
262
351
386

Time for $100 in Time for $50in Time for $50 in Total Ti Total Time
otal Time
Month . . . Reconciliaiton in Cashier booth in Reconciliation in . Saved in
Time for 100 in Cashier Wasted in hours
i hours hours hours hours
booth in hours
November 35 71 & 1 123
December m 89 5 11 149
lanuary a 82 4 138
February 0 0 0
March 0 0 0

April 0 0 0




RC Cash Handling Policy was
O show the expectations of
dler requirements.




Close out Times

Time Before
Time After

Total Average Before

Total Average After

Cashier Cashier Cashier Cashier Cashier Cashier Cashier Cashier
1 2 3 4 5 6 7 8

Cashiers




were issued a list of the seven
stems showing them what does

orint IS too extensive
ist of items that do not

What Does Not Print in Cashier Booth

ILMS CDP FAMS WCIS HPD Parks & Rec |Smart CM
) ] ] ] . Mo permits Mo permits should Mo permits should Mo Permits
All Sign Renewal permits | SOB Permits [ All Permits should print ) ) ) )
should print print print Should Print

Fire Marchal permit types:
FM
FR
11
Mobil Food Units (MFU)




d standard operating
0 how to process a return

NSF CHECK INFORMATION

(MName as it appesrs on check)
Check: Total Amt: §

Date check wntten:

Holds:

(Licenze Helder and Number)

DProject #(s)

SEE DEIDEE RIOUX




Cleaned
Cashier’s Desk
Installed Wall
mounted
monitors.
Issued In and
out boxes as
well as an
extra box
Issued

.organizer for
checks.
Issued
organizer for
small items
such as pens.




Installed a bulletin
board to help display
meeting dates, overall
cashier performance
measures, and any

additional important
documentation.

alled hanging file
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The Productivity started at an average of 91.07% with a rate of processing payments at
an average of 1:11 minutes per transaction. After the improvements the productivity
increased to an average of 93.18% with a rate of processing payments at an average of
1:01 minutes per transaction.




___Checks Received in Cashier Booth

Date: h///K/// :Z

’J Department/ Batch Batch Type Cashier initials processing
Mail Number (Circle One) - the batches

1 fq KH Batch @}R Mail Clerk _D 1['1’ ‘

2 A%?_Jlg— Batch @Batch\p’lail Clerk _DW

3 % ch,-{-,-}u&(_g Batch No Batch I\@gﬂi D /71

4 C!l,--] o A (i Batch No Batch @I/Cle)rk % L‘/\,C

5 Sy s l Batch No Batch Mﬁ:—l;'k ﬂ ‘2(_/&,

6 W \wal Batch No Batch @ M’f /

7 Qda,.r M\{-_g Batch No Batch Nfail Clerk W

8 2 evator Batch No Batch m / ;‘"'.'l

E Zlev it/ Batch No Batch Mgl Clerk) ¥rh

10 T Batch No Batch @r} sz(/

11 S yaS Batch No Batch Cle {Y%v

12 S 558 Batch No Batch m a2

13 Sa 13 7S Batch No Batch Ma@ O /)

14 S c’\/\\ Batch No Batch m &—/

15 NiEns Batch No Batch M Q__/j

16 S> 908 Batch No Batch Wﬂ/m @

17 toas Batch No Batch Ml Clerk) 775

18 S ?'Q;h.S Batch No Batch @ \>§f_;—f'l

The Cashiers time
stamp the malill slip
then log the

information on the log

sheet.

The Maill slip stays with

the mail through the
whole process.

TIME IN Mail Numher
@H 1234567809 10
@12 13 14 15 16 17 18

21 22 23 24 25 6 27 28

SSOTHET 2

19 20

29 30

Number of Checks:
1234567 89 10

112 13 14 15 16 17 18

19 20

29 30

N 2 3 u @zs 27 28
Department/ Batch Number:

APA  ARA  DPC Wells Permits Earth Hauling  Zlectrical  Permits/ Pier  Boiler
Encroachment  Elevator  Fire Helicopter  Manufatured Homes  HeD Impact Fee

Multi Family - Occupancy  0il & Gas Open Records  Parks & Rec Strom Water
Taps & Meters  Water / Waste

i ‘ DL&Q/L%
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Mail Number
1 2 3 4 5 6 7 8 9 10

SERNT

SSOTH T gt 12 13 14 15 16 17 18

21 22 23 24 25 26 27 28

Checks to be Returned to the Department

DATE: 4/30/2014

Number of Checks:
12 3 4 5 6 7 8 9 10

11 12 13 14 15 16 17 18

20

30

21 22 23 M4 (?5‘)15 27 28
Department/ Batch Number:

APA ARA  DPC Wells Permits Earth Hauling  Zlectrical  Permits/ Pier Boiler
Encroachment Elevater  Fire Helicopter Manufatured Homes HPD Impact Fee

Multi Family  Occupancy  Oil & Gas  Open Records  Parks & Rec .i@ Strom W,
ater
Taps & Meters  Water / Waste

Mail Reason For Cashier Department
Department | Batch Number Check # _p
B Return Name Signature
3 SToq“lz’:‘mTE" Mail Clerk 331770 Stale Dated Check Dee Harris l/u - /};’é) ﬂ W
4 BOILER Mail Clerk 59809 Check Shortage Dee Harris Mk}ﬁf

signs

Mail Clerk

12960

Permit Paid

Dee Harris

Signs

Mail Clerk

Temp Check

Temporary Check

Nina Benn

Signs

Mail Clerk

1085

Inquiry Rejected

Nina Benn

signs

Mail Clerk

26037

Check Overage

Nina Benn

BOILER

BLRD42814-004

1243

Check Overage

Cheryl Casteel
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Number of Checks Sent Back:

Pracessed by:







