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Dear Colleague,

The Benchmarking Committee is pleased to provide you with Best Practices tools that will allow you to easily and effectively participate in the NACUMS benchmarking project.

These tools were developed to allow you to count and record the daily volumes of mail that are sorted and delivered by your operation. Over the years, standard methods have been developed to count mail using the metrics which have been incorporated into these tools.

If you are not currently counting your mail, these tools will make it very easy for you to participate in this project; knowing and understanding the volume of mail that your operation processes is a vital part of managing today’s mailing operation. Benchmarking will help you to provide information to your administration which can then be used to justify additional staff, funding and equipment, or even protect your operation from outsourcing.

NACUMS supports the college and university (C&U) mailing industry as a whole by providing advocacy at the national level. By compiling this benchmarking information from participants, it can better illustrate to its partners at USPS Headquarters the significant volumes processed by its customers in higher education. This gives NACUMS the opportunity to provide input on changes in USPS regulations and policies that affect the C&U mailing industry. 
Please feel free to share these tools with institutions in your area that may not have approval to participate in outside education or join professional associations. We encourage you to provide feedback on these tools and the benchmarking process by contacting Professional.Resources@nacums.org.

Section I: Overview

The Short Survey Benchmarking Tool was designed to be simple, intuitive, and allow participants to begin the program right away. Section II: Short Survey Benchmarking gives some of the basic information necessary to get started. Section III: Counting Methods and Definitions provides significantly more background information and detailed examples for those who are interested. 
Section II: Short Survey Benchmarking
The following Short Survey Benchmarking Tools are available on the NACUMS website in the Benchmarking section.
Daily Volume Worksheet – MS Word document
FY ’11 Mail Count Spreadsheet – 07/01/10 – 06/30/11, MS Excel

CY ‘10 Mail Count Spreadsheet – 01/01/10 – 12/31/10, MS Excel
CY ’11 Mail Count Spreadsheet – 01/01/11 – 12/31/11, MS Excel
A.  Daily Volume Worksheet
Printable form – used daily to record mail volumes by container type. This form can hold up to two weeks of data per page.

Best Practice instructions:

1. Print out a Daily Volume Worksheet and place multiple copies in a binder for daily use.

2. Daily record the number of trays, tubs, hampers of parcels, campus mail envelopes, and campus production mailings that are received for processing.

3. Regularly enter the collected data into a Mail Count Spreadsheet; bi-weekly or monthly is recommended.
B.  Mail Count Spreadsheet
Spreadsheets are available in two versions. The first is for a fiscal year (FY) that runs from July 1 through June 30, the most common one used in higher education. The second version follows the calendar year (CY), from January 1 through December 31. If you follow a fiscal calendar different from these two, please contact the Benchmarking Committee at benchmarking@nacums.org and they will create a Mail Count Spreadsheet that best meets your needs. The Best Practice instructions below apply to all versions.
Best Practice instructions:

1. Data captured on the Daily Volume Worksheet should be entered into the designated Mail Count Spreadsheet, either bi-weekly or monthly.
2. Each Mail Count Spreadsheet contains 14 tabs. The first, labeled Summary,  automatically calculates cumulative totals and daily averages when data is entered into each of the other twelve monthly worksheets. The second, labeled FTE Calculations calculates daily volumes, hours required to rough and fine sort mail, along with delivery times and provides you with an average of how many FTE are required to provide these services.
3. Monthly worksheets have already been pre-formatted to for printing, but they can be adjusted for individual needs.
4. Column A: Pre-populated with the days of the survey month. 
5. Column B: Enter the number of 2 FT Letter Trays received that day. Record partial trays in decimals.
6. Column C: Enter the number of Tubs of Flats received that day. Record partial tubs in decimals.
7. Column D: Enter the number of Hampers of Parcels received that day. Record partial hampers in decimals.
8. Column E: Enter the number of Individual Parcels received that day.
9. Column F: Intentionally left blank.
10. Column G: Enter the number of individual pieces of campus mail received that day. 
11. Column H: Enter the amount (either bundles or individual pieces) of campus production mail received that day.
12. Columns I & J: Intentionally left blank.

13. Columns L-Q: Fields have formulas. Do Not Enter Data Into These Fields.
14. Column L: Calculates the number letters from data entered in Column B. 
15. Column M: Calculates the number flats from data entered in Column C. 
16. Column N: Calculates the number parcels from data entered in Column D, and adds them to the amount in Column E.
17. Column O: Equals the number entered in Column G.

18. Column P: Equals the number entered in Column H.
19. Column Q: Calculates the total pieces processed for that day.
Notes about Columns G & H – These fields use a “one to one” formula to populate Columns O& P. If you are not currently counting your campus mail it is suggested to 1) measure your daily volume of campus mail (for G) and report an average daily count; or 2) count all campus mail collected for twenty-one days – then divide the total by twenty-one. You can also leave these columns blank or use an educated estimate.
Note on Column H – data should be reported by bundle or pieces at your discretion (as this volume supports your operational function). To facilitate recording of data, request that print totals be applied to job delivery tickets that accompany production printing jobs for delivery through campus mail.
Section III: Counting Methods and Definitions
The following methods and definitions are provided in case additional explanations are necessary.
A.  Counting the Mail

1. All mail should be counted daily. 

2. Count mail the same way every time. C&Us have developed a variety of ways to count mail that best suits their particular circumstances and needs. Whichever method is used, it should be used consistently so that volume changes over time can accurately be gauged.

3. Mail volume can be estimated by counting the containers in which the mail is delivered. The standard industry conversion factors are: 

· 500 letters per full 2 ft tray

· 150 flats per full tub

· 75 parcels per full hamper

4. Partially filled containers should be recorded as such. Determine whether the container is a quarter, half, or three-quarters full. Be consistent in your methodology.

5. Data should be entered decimally rather than using fractions. (i.e. record 1.5 trays of mail instead of 1½ trays of mail.) This is the easiest way to add data for monthly totals, and the formulas in the NACUMS Benchmarking Tools are based on this format and will not work otherwise.

6. If any incoming US mail or internal mail is received as a bundle and processed as a bundle, it should be counted as one (1) piece. The individual pieces should be counted only if the bundle is broken down and worked. 

Example #1: You receive a bundle of 10 copies of an academic journal addressed to the Library. You deliver the bundle to the Library unopened, so it is counted as one (1) piece, not 10 pieces.
Example #2: The production mail unit of your mail center produces an internal mailing of 1,000 pieces and sorts it into 150 bundles by department. The bundles are then presented for delivery to the unit that processes the incoming and campus mail. Each bundle will be delivered to departments as is, so you count 150 bundles, not the 1,000 pieces contained in them. 
Example #3: You receive a bundle of 40 catalogs, but the catalogs are addressed to different departments. You will open the bundle and process its contents, so you count the 40 catalogs.
B.  Incoming USPS Mail

1. Count all incoming USPS mail received at, and processed by, the mail center.

2. Exclude all mail that bypasses the mail center and is delivered to faculty, staff or students directly by the USPS.

3. Include all non-business related Standard (formerly know as Bulk Rate) mail that is received at the mail center but which is not delivered to departments. Many C&Us have policies that allow the mail center to restrict the delivery of non-business related bulk rate mail. However, even if this mail is ultimately not delivered, it was still received and processed by the mail center so it can be counted as part of the mail center's workload.

C.  Internal Mail

Count all internal or interoffice mail that is prepared and sent through the mail center by campus departments. This tends to be more difficult as it does not generally arrive organized in easy to count containers. Again, however you count it, be consistent in your methodology.

D.  Internal Bulk Mail
1. If your mail center has a production mail unit that provides lettershop services such as folding, labeling, and inserting, include the number of internal (campus) mail pieces it produces for internal distribution.
2. Bundles of internal mail that are to be delivered to individual departments and don’t need to be processed by the mail center should be counted as one (1) item.
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