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Existing Paper Process - EACH

Step Process
Receipt
1 Receive the form in the mail room.
2 Sort the mail.
3 Deliver the mail to the department responsible for address changes.
Processing
4 Open the letter containing the COA form.
5 Identify the customer in the company database.
6 Rekey the COA information.
Disposition
7
Notification
8 Print a confirmation letter.
9 Stuff and send the confirmation letter to the customer’s old address.
10 Supplies: Envelope, Paper, Stamp.
Table 1 - Existing Paper Process
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Change of Address Form

Data Entry Rates

Data Fields Characters Max Average
Address 1 75 Keystrokes Per Hour 19,000 12,000
Address 2 20 Keystrokes Per Minute 317 200
City 20 Words Per Minute /9 50
State 20
Zip 9
Phone (Day) 10
Phone (Evening) 10
Mobile 10
Email 35
Total 159
Table 2 - COA Data Fields
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Days Per Year 365 |Annual Salary $24,000.00
Saturdays 52  |Personnel Burden 25%
Sundays 52 Company Cost Per Annum £30,000.00
Wacation 10
Sick 5 |Labor Cost Per Hour $16.95
Holidays 10  |Labor Cost Per Minute £0.28
Labor Cost Per Second $0.00
Subtotal (workdays) 236
Hours Per Day (with breaks) 7.5
Total Hours Per Year 1,770
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