


Improve overall productivity by creating 
standard work, and better organization 

within the cashier booth



 Organization of work stations
 Process for logging mail in
 Process for handling unprocessed mail
 Process for the end of day close out
 Process for return checks
 Tender requirements
 What is expected to print



 Team Work
 Respect
 Late Fees
 Mail
 Close Out
 Pink Slips
 Voids



The fishbone diagram was used to discover the problems and waste with in the 
cashier booth.
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 Cashiers were 
required to write the 
customer 
Identification and 
the serial number of 
the $100 & $50 bills 
on the sales order

 The reconciliation 
was required to 
verify the serial 
numbers of the $100 
& $50 bills. 



The HPC Cash Handling Policy was 
developed to show the expectations of 

the tender requirements.
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 Cashiers were issued a list of the seven 
different systems showing them what does 
not print.

 The list for what print is too extensive 
compared to the list of items that do not 
print, eliminating confusion.  



 Developed standard operating 
procedures on how to process a return 
check. 



 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.

 Installed hanging file 
folders to pay the 
unprocessed mail 
returns when 
complete. 



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.
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 The Cashiers time 
stamp the mail slip 
then log the 
information on the log 
sheet. 

 The Mail slip stays with 
the mail through the 
whole process. 



 The Back of the mail slip 
show how may check will be 
returned to the department.

 The Return form shows the 
department, check number, 
and why we sent the check 
back. 




