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Note

This sample analysis was developed independently for demonstration purposes using
generalized operational trends and illustrative workflow data. It is intended to
demonstrate analytical structure and reporting methodology and does not reflect
confidential or agency-specific information.

Operational Context

During quarterly operations review meetings, management identified ongoing concerns
regarding processing delays within the wage claim intake and review system.
Preliminary workflow discussions suggested that incomplete submissions, inconsistent
intake documentation, and staff backlog may be contributing to extended processing
timelines and increased administrative workload.

Leadership requested a preliminary operational review to better understand where
delays may be occurring within the intake and processing workflow and whether
process-related improvements could support greater efficiency and case management
consistency.

The purpose of the review was to:
« identify workflow stages associated with recurring delays,
e examine operational factors contributing to administrative inefficiencies,

e and provide preliminary observations regarding potential process improvement
opportunities.

This preliminary analysis was prepared in response to that request using generalized
workflow assumptions and illustrative operational data for demonstration purposes.



WRL Professional Portfolio Sample Pages

Memorandum

To:

Operations Manager
From:

Deborah Hanson
Date:

May 5, 2026
Subject:

Preliminary Review of Wage Claim Intake and Processing Workflow Efficiency

Purpose

The purpose of this memorandum is to identify potential workflow inefficiencies within
wage claim intake and processing systems and to explore opportunities for improving
operational efficiency and case management.

Background

Labor agencies responsible for wage claim administration often manage high caseload
volumes while operating under staffing and resource constraints. Delays in intake
review, incomplete submissions, and inconsistent documentation may contribute to
longer processing timelines and increased administrative burden.

As claim volume increases, process efficiency becomes increasingly important for
maintaining timely case review and effective service delivery.

Analytical Focus
This review considered several operational questions:
o At which stage do processing delays most frequently occur?
« What factors contribute to incomplete claim submissions?
o Are there workflow redundancies that increase administrative burden?

« How might intake screening and communication processes improve efficiency?
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Supporting Workflow Snapshot

Estimated Delay A Common Operational Estimated

Workflow Stage Frequency Issue Process Impact
Initial Intake Review High Missing High
¢ documentation 9
Claim Assignment Medium Staff backlog Medium
Employer Notification Medium !ncomplgte contact Medium
information

Follow-Up . High Delayed claimant High
Documentation response
Case Resolution Administrative review

. Low . Low
Processing timing

Preliminary Observations

Intake stages demonstrated the highest estimated frequency of delays
Missing or incomplete documentation appeared to increase follow-up workload

Staff backlog and inconsistent intake quality may contribute to slower claim
progression

Early-stage screening processes may reduce downstream administrative burden

Preliminary Findings

The review suggests that intake quality plays a significant role in overall workflow
efficiency. Delays occurring during early processing stages may create compounding
administrative impacts throughout the claim lifecycle.

The findings also suggest that standardized intake review procedures and improved
claimant communication may help reduce processing delays and improve overall
workflow consistency.
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Preliminary Recommendations
Potential operational strategies for further consideration include:
« Implementing enhanced intake screening procedures
o Expanding claimant guidance materials to reduce incomplete submissions
« Standardizing workflow review checkpoints
« Evaluating opportunities for early-stage triage and case prioritization

« Reviewing staffing allocation during high-volume intake periods

Conclusion

Operational efficiency within wage claim systems may be improved through targeted
process review and enhanced intake management strategies. While additional workflow
analysis would be necessary to support implementation planning, this preliminary
review demonstrates how process-oriented analysis may support improved
administrative efficiency and service delivery outcomes.

Estimated Delay Frequency by Workflow Stage

el Intake Review
Follow-Up Documentation ||

Claim Assignment ]
Employer Notification ||| GG

Case Resolution

Methodology Note

This sample workflow analysis was developed for demonstration purposes using
generalized operational trends and illustrative workflow conditions intended to simulate
a preliminary process improvement review. The purpose of this sample is to
demonstrate analytical structure, operational reasoning, and reporting methodology
rather than represent actual agency workflow data.
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Informational Sources

This sample was informed by publicly available information and reporting related to
wage claim administration, workflow management, operational efficiency, and
government process improvement practices, including:

o California State Auditor Report 2023-104: Wage Claim Processing Delays and
Backlog Review
https://www.auditor.ca.gov/reports/2023-104/

« California Department of Industrial Relations Wage Claim Adjudication
Resources
https://www.dir.ca.gov/DLSE/Labor-Code-Section-96.1-2021.pdf

o California Department of Industrial Relations public information related to wage
claim administration and labor standards enforcement

o General operational reporting related to workflow management, intake
processing, and service delivery efficiency
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