Minnesota State University Moorhead

  FY 2007 Work Plan Initiative Proposal

Project Summary

Project Name:  

Post Office Service to Campus
Contact Person(s):  

Phil Wenger or Mark Rice

Department(s)/Division(s):  
Business Office

Summary of Project Description
Improve the distribution of mail, united parcel post, express deliveries and inter-campus mail by making physical changes within the post office to allow for the better flow of materials.

Service window at maybe a 45 degree angle from the current configuration 

Use more of back door lobby area for staging. Keep the double door unlocked during the day and put an electronic lock on the post office and print shop inner doors so that the delivery can just be "buzzed in."  Leave four wheeled carts and postage bins in the back lobby so the deliveries can be unloaded back there. 

Design the service counter based on new scale and meter to be leased on July 1.  Separate scale function from meter function but keep close by. 

Remove all desks, tables and chairs in back corner.  Use this area for UPS drop off. 

Use same table (on wheels) for sorting mail and sorting UPS IF different time of day.  All equipment to be on wheels and rolled out of the way when not in use.  Limit number of chairs in office.  Use stools on wheels. 

Raney- 

Please work with the physical plant staff and make any suggestions which will make for a better flow of the incoming and outgoing mail and packages.  After looking at the design myself, moving the postal scale/meter closer to the service counter might make the work area better suited to the flow of UPS to the distribution shelves.  This might better open up the back half of the office to sorting the deliveries. 

Give it a thought and let Todd's staff know. 
 

 Goals - 

Create distribution area that provides better service to MSUM. 

Create a more professional atmosphere for constituents who visit the post office.  

Impact  - Immediate

Timeline - January 2007

Assessment – Enhanced services to MSUM students

Budget - $2500 Tables
                 TBD Construction-  Moving service window
