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Special Scbool Attended: Ad,jutant Gcnsr~l School , Incia.:·,apclis., Indiana 

Intern.:.-'::.ic11al Accour,tant Sch0ol., CDicago, 1linois 

F'rceent Hilitnry Status; Administr,itive 01'±:icor in },;litary Reserves 

LDUCA:C:COH 

!Iigh Scl:ool: Co~r1pletcd Diploma. 

College: 1':'ol :v:ar Colloce 
Univers:.:t;y- of Corpus Christi, D0erec: Bacl1olor cf Business Administrat.icn 

Dndergradu.utos: Busir:ess l.aw, :Personnel ?-fr.raeemon-'t, Corporution Finance 
Business St.atistice 

Graduates : Personnel 1-'i.ana.gc,:,:ent, Public lblation 

Other i Cabinet Hukinc 
licsnse Real Estate Broker 
NotarJ Public · 

?-fili tcry: Civil Aff td:rs & i'lilita~J Gov' t 
Adjntant Genoral Scl"!.ool 

Hembcrship, C.tvic Organizations: Ai;:8rican GI Forum of the United Sta.tos 
Longuc o:f United La.tin .Am.erican Citizens 

Other: : ll.at:1.or..n.l Association of Po.;1tal Supervisors 
1'i&tional Post.al Union Clerks Organization 
Intornutionul Accountants 

Leisure tir~ activitico, R0ading 
'.I'enni~, Football., lki.seba.11 
Fishing and Beating 

Officer's Standing in following Organizations: 

American GI Forum - District III - Vice Chairman 
National Association of Postal Supervisors - Secretary-Treasurer 
P.O. Credit Union - Chairman & SecrRtary 
(Supervisory Committee) 
L.U.L.A.C. - ~ember 



Ra.ime G. Muf;uerza DBA. 

.. 
Re~ional Costs Analyst: U.S.Post Office Dept., Re,ional Office 

DUTIES AND RESPONSiiILITIES: 

l. Makes an~lytical review of records and reports of the several 
thousand post offices and other installations wit:P,in the regional area. 

2. Prepares schedules, statements, and reports sased on the an-
alysis concerning the distribution of costs alloca@le to post offices 
and postal transp,:,rtaticn units. 

3. Undertakes the development and completion of work performance 
,standards data compiled by lar~e post offices within the re~ion. 

i 4. Analysis and evaluates cost aa~a on the various functions of 
postal installations, such as mail-handling, window service, collec-
tion and delivery services within post offices, mail distri~ution in 
transit and transportation services, utilization and maintenance of 
~uildings, equipment, and other postal facilities. 

5. Prepares cost analysis reports, recommending revisions in use 
of manpower, equipment, and transportation. 

6. Develops and applies procedures for examining, reviewing, con-
trolling, and determining discrepancies in cost reports in assi~ned 
phases of the cost a~alysis program withing a re,ion. 

ORGA.NIZATIONAL RELA.TIONSHIPS. 

Reports to the regional costs officer or other desi,nated superviser. 

- ~--· --- ------------------------------------ -----------------·--------- ---
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.Sept. 15, 1966 

ITEM 19 DUTIES ANJ RESPONSIBILITIES ,. 

1. Supervise the preparation of, or personally prepares, daily, 
accounting period and other periodic or special reports reflecting the 
financial operation of the Corpus Christi, Texas, Post Office. Prepares 
the daily financial reports, balances accounts, and investigates ques-
tion items in subsidiary documents or accounts. Contacts Station Su-
perintendents, window service supervisors and others involved in financial 
reporting to resolve problems which arise. Performs similar action on 
accounting period reports and other periodic or special financial reports. 

2. Supervises or personally controls and maintains accounting re-
cords reflecting remittances, money order transactions and other finan-
cial transactions of stations and branches. Maintains and verifies re-
cords of box rents, patron .meters, post office meters, advance deposits, 
postal savings and similar receipts items. Maintains stamp requisition 
records. 

3. Reviews incoming bills and prepares miscellaneous disbursement 
checks. Directs the maintenance of uniform allowance records and reviews 
bills prior to certification for reimbursement. On questionalble items 
recommends approval or disapproval to Chief Accountant. 

4. Supervise and or personally revie~s-time cards prior to sub-
mission to the Regio~al .Director, Postal Data Center, to insure proper 
time reporting and cross footing of hours. Answers employee questions r;c, 
concerning possible errors in time reportine on overpayments and under-
payments. Corresponds with the Director's Postal Data Center Office to 
resolve pay and time reporting disagreements. Keeps time clerks adviced 
of proper time reporting procedures and changes in procedures. 

5. Assists the Chief Accountant in the gathering and compilation of 
WMS data the analysis of this data and the preparation of related reports. 

6. Performs other accounting and reporting duties as assigned by the 
Chief Accountants. 

7. Prepare Forms and make disbursement for Postal Technician or act 
in his capacity while performing duties of same for the Ass't Postmaster. 

8. Help Finance Examiner in the checking of stamp stock in the Main 
Post Office, Classified Station and Contract Stations. 

9. Perform also other duties the Ass't Postmaster may direct. 

Raime G. Muguerza BBA 
442 Clifford St. 
Corpus Christi, Texas 78404 
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