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August 17, 2012 



P.I.T. Crew - Mail Solutions Brainstorm Ideas from Fishbone review: 



1. Centralized Mailroom /services 
 



• Relocation to the 900 Building 
• Will be a secure room (key entry) 
• Non-instructional department will have a designee pick up mail from a dept box. 
• Instructional areas – continue to have individual mailboxes 
• Dropbox for after hours and/for students to put things into that mail clerk can put 



into mailbox. 
 



2. External Mail   
 



• Set up a Big Mail Box for Post Office to deliver to and pick up from (eliminate 
delivery to Imperial or El Centro). 



 
3. Intra-Office Mail  



 
• Eliminate delivery of intra-office mail;  
• Purchase sturdy, colored envelopes for specific departments (e.g. green = HR, red 



= Business, Blue = IT, etc.). 
• Utilize technology (e.g. email/scanning, etc.). whenever possible.  



 
4. Communication  



 
• Provide information/direction to all managers/administrators to get all on the 



same page 
• With everyone on board, the same information gets out (e.g. “I know it sucks, but 



this is how it will be done from now on”)  
• Make changes in phases 
• Disseminate information  
• No vomiting – communication is critical! 













Imperial Valley College 
Mail Pick-up Signature Sheet 



Date Time Department Signature Name 
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Upcoming Mail Services Changes 



Stage 1: Mail Delivery by USPS On Campus Begins 
Effective Date: This change will begin on 09/24/2012 



Rationale: For many years the campus has always had an on campus staff member that would go to the Imperial Post 
Office to pick up the mail and drop off outgoing mail. In order to improve efficiency and bring back daily mail delivery to 
the campus we have worked with the Imperial post office to have a USPS mail carrier come to IVC on a daily route. 



Effect on Staff: No changes for campus staff at this time other than deliveries will start occurring in the morning on 
09/26/2012 (previous day’s mail will be dropped off and outgoing mail picked up earlier to be ready in time for USPS 
mail carrier @ approximately 1PM). Delivery on campus will still be scheduled on Monday/Wednesday/Friday. Outgoing 
mail can be dropped off on Tuesday and Thursday mornings in Reprographics to be metered and picked up by USPS mail 
carrier the same day. 



Stage 2: Centralize Departmental Mail Delivery in Reprographics 
Effective Date: This change will begin in mid to late October 



Rationale: Increase office time for Mailroom/Office Assistant position within Reprographics. 



Effect on Staff: Departmental Staff will now need to come by Reprographics to pick up departmental mail (no more on 
campus delivery route). Mail will be sorted every afternoon and be ready for pickup the next morning. An email 
notification system is currently being put in place which will help Departmental Staff know when they have mail for 
pickup (they can also come at any time to drop off outgoing mail). Outgoing mail will be metered and sent out the same 
afternoon so long as mail is dropped off in Reprographics before 11:30AM. 



Example Scenario: 



1. USPS mail carrier drops off incoming mail on Monday @ approximately 1PM and Mailroom Assistant will pick 
up. 



2. Mail is sorted into Departmental Mailboxes within Reprographics Monday afternoon. 
3. Departments are notified of mail and can come to pick up Departmental Mail Tuesday morning before 11:30AM 



and can drop off any outgoing mail for the day. 
4. Mailroom Assistant will meter outgoing mail in time for USPS mail carrier @ approximately 1PM Tuesday 



afternoon. 
5. The above cycle is repeated for the rest of the week. 



Stage 3: Centralized Mailroom for All Departmental & Faculty Mail 
Effective Date: This change will occur sometime around June-July 2013 when 900 Bldg. remodeling is completed. 



Rationale: This will provide a secure, key card access only location for all mail on campus. 



Effect on Staff: For Departmental Staff the only thing that would change at this point would be the Reprographics 
location, which would move from Room 512 to a room in the 900 Bldg. For Faculty, the location would change from the 
current Mailroom by the Faculty Lounge over to the 900 Bldg. Key cards would be required to access the Mailroom. 
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Omar E. Ramos



From: Omar E. Ramos
Sent: Wednesday, September 19, 2012 8:34 AM
To: Garcia, Anna M - Imperial, CA
Cc: Todd Finnell; Gina Madrid; Rick Webster
Subject: RE: USPS Designated Spot for IVC



Good morning Anna, 
 
It looks like we're going to designate the USPS spot to be reserved for the whole day for at least the next 6 months until 
we have a better handle of the mail carrier's schedule that way there shouldn't be any worries about the carrier being 
able to park when they arrive on campus. 
 
Have a good day! 
 
Omar Ramos 
Online Services Architect 
Imperial Valley College 
760‐355‐6500 
 
 
‐‐‐‐‐Original Message‐‐‐‐‐ 
From: Omar E. Ramos  
Sent: Monday, September 17, 2012 3:19 PM 
To: Garcia, Anna M ‐ Imperial, CA 
Cc: Todd Finnell; Gina Madrid; Rick Webster 
Subject: USPS Designated Spot for IVC 
 
Hi Anna, 
 
Our Parking Control office has placed a preliminary sign for the USPS spot so nobody is currently using it, but they are 
also planning on purchasing a permanent sign and I wanted to confirm the time range for mail delivery. 
 
Yethel has been telling me it would be sometime in the early afternoon so right now we're planning on reserving the 
spot for USPS mail delivery from 12 PM ‐ 5 PM. 
 
Please let me know if that time range will work for the carrier or if we need to specify a different time range so we can 
go ahead and move forward with purchasing that sign. 
 
Thanks! 
 
Omar Ramos 
Online Services Architect 
Imperial Valley College 
760‐355‐6500 
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Omar E. Ramos



From: Omar E. Ramos
Sent: Thursday, October 25, 2012 8:51 AM
To: ivc-allusers@lists.imperial.edu
Subject: Mail Services Changes Coming on October 29, 2012



Good morning Campus Community, 
 
We’d like to announce that mail delivery on campus will be stopping after this Friday since we received our new mail 
sorting furniture this week and can move on to Stage 2 of our Mail Services Changes. Please read on to see how this 
change will affect your staff. 
 
Important: Please let us know who you would like to have as the primary/secondary contacts for each of the 
departments below so that we can know who will be authorized to pick up mail for each department. 
 
We now have departmental mailboxes for the following departments located within Reprographics: 



1. Academic Services 



2. Admissions & Records 



3. Arts & Letters 



4. Assessment Center/Matriculation  



5. Behavioral & Social Sciences 



6. Business Department 



7. Business Services 



8. CalWORKS 



9. Campus Safety & Security 



10. Child Family & Consumer Sciences 



11. Counseling 
12. DSP&S 
13. Economic & Workforce Development 



14. English (included in Arts & Letters) 
15. EOPS/CARE 
16. ESL (included in Arts & Letters) 
17. Exercise Science, Wellness & Sports 



18. Financial Aid 
19. Fiscal Services (included in Business Services) 
20. Grants 
21. Health & Sciences (split between Nursing & Allied Health and Science & Math) 



22. Human Resources 



23. Humanities (included in Arts & Letters) 
24. IID Apprenticeship Programs 
25. Industrial Technology 
26. Information Technology 



27. IVC Foundation 
28. Library 
29. Maintenance 
30. Math Lab 
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31. Nursing & Allied Health 
32. POST/AJ 
33. Purchasing & Accounting 
34. RWL Labs 



35. Science & Math 



36. Student Affairs 
37. Student Support Services 
38. Superintendent/President 
39. Talent Search 
40. Transfer Center (included in Counseling) 
41. Upward Bound 



 
If any of the items marked in red should have an individual box, just let us know and we’ll add a separate label for that 
area. 
 
Below you can read how this new change will affect staff: 
 
Effect on Staff: Departmental Staff will now need to come by Reprographics to pick up departmental mail (no more on 
campus delivery route). Mail will be sorted every afternoon and be ready for pickup the next morning. An email 
notification system is currently being put in place which will help Departmental Staff know when they have mail for 
pickup (they can also come at any time to drop off outgoing mail). Outgoing mail will be metered and sent out the same 
afternoon so long as mail is dropped off in Reprographics before 11:30AM, otherwise it will be sent out on the next 
business day. 
 
Example Scenario: 



1. USPS mail carrier drops off incoming mail on Monday @ approximately 1PM and Mailroom Assistant will pick 
up. 



2. Mail is sorted into Departmental Mailboxes within Reprographics Monday afternoon. 
3. Departments are notified of mail and can come to pick up Departmental Mail Tuesday morning before 11:30AM 



and can drop off any outgoing mail for the day. 
4. Mailroom Assistant will meter outgoing mail in time for USPS mail carrier @ approximately 1PM Tuesday 



afternoon. 
5. The above cycle is repeated for the rest of the week. 



 
Omar Ramos 
Online Services Architect 
Imperial Valley College 
760‐355‐6500 
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Omar E. Ramos



From: Omar E. Ramos
Sent: Monday, October 29, 2012 9:09 AM
To: ivc-allusers@lists.imperial.edu
Subject: Friendly Reminder: No Departmental Mail Pickup/Delivery Starting Today



Good morning Campus Community, 
 
We just wanted to send out a friendly reminder that today is the start of the centralized departmental mail 
pickup/dropoff into Reprographics (no more on campus delivery for mail)! 
 
If you have mail that needs to be sent out today please come by Reprographics before 11:30 am so we can have time to 
meter the mail before the Imperial Post Office’s mail carrier comes to pick up in the afternoon. 
 
At 10 AM we will be sending out email notifications to all departments that have mail to be picked up. 
 
Note for Faculty Members: You will still have your individual mailbox in the Mailroom next to the Faculty Lounge and 
it will continue to be delivered to (this notification is only for departmental mail). 
 
Have a great day! 
 
Omar Ramos 
Online Services Architect 
Imperial Valley College 
760‐355‐6500 
 




































Process Improvement Team (PIT Crew)


Participant Area Department/Program Processes to be Reviewed (strikethrough denotes process completion)


1 Betty Kakiuchi Business Purchasing RECEIVING, TAGGING, AND TRANSFERRED EQUIPMENT
Surplus items and storage
Procurement Card


2 Carlos Fletes Business Fiscal Services Request to Hire Process
Chancellor's Office Tax Offset program update and monitoring
Dispursment of refunds/finanical aid to students


3 John Lau Business Business Admin


4 Rick Webster Business Maintenance/Operations Key Management


5 Tim Nakamura Business Safety and Security Online Purchasing of Parking Passes


6 Travis Gregory HR HR Admin RTH - Revise and automate the IVC Request To Hire (RTH) form
HR Dashboard Reports - Compile an HR Dashboard for managers / administrators
Payroll processes – Recently transitioned to HR; analyze current and evaluate for improvement


7 Jeff Cantwell IT Application Services Banner Access Rights/Security Improvements 


8 Jeff Enz IT Enterprise Systems Active Directory Maintenance and Upkeep


9 Omar Ramos IT Online/Print Services Mail Services
Catalog Production
Identity Management


10 Todd Finnell IT IT Admin Electronics Recycling


11 Todd Evangelist President's Office IVC Foundation Automation of Scholarship Application Process
Direct Mail Campaign targeting Alumni
Alumni Association Development/ Foundation Board Development & Recruitment


12 Gloria Carmona Student Services Admissions and Records Phone system and incoming calls
Transcript evaluation and the request process
Communication to students regarding deadlines & timelines


13 Lisa Seals Student Services Financial Aid Student Self-Service
Paperless Filing
Use of Degreeworks to calculate SAP


14 Sergio Lopez Student Services Student Affairs Revisions to the Student Complaint Form


15 Ted Ceasar Student Services Counseling Scheduling student counseling appointments
Increase number of students with completed educational plans
Program Review/SAO Process Improvements
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