COST CENTER:


Mail and Messenger Services (6194)

DISTRIBUTION FACTOR:

Number of DH US citizen employees (and LES if no DH) – modifiable.

	SERVICE OFFERED
	SAMPLE PERFORMANCE STANDARD
	POSSIBLE ASSESSMENT FACTORS

	Receipt and internal distribution of unclassified mail.

Messenger service – inter-office mail

collection and dispatch


	In-coming mail is sorted and distributed on a daily basis by 3:00 PM. 

Messenger runs are made twice per day, 

10:00 AM and 4:00 PM
	Number of  scheduled deliveries missed as a percentage of all deliveries.

Number of runs missed as a percentage of total number of runs.




