Scheduling Timetable

(send additions to Olin Post Office)

	Daily (Refer to Field Accounting Procedures 2-4.1)
	Responsibility

	MYPO by 9 a.m., Check Scanner for Transmission, DUVRS, CFS
	All

	By 9 a.m. MHTS: Mail History Tracking System
	City and Rural Routes taking DPS to the street.

	Report Missents, PAQ/MAQ before 10 a.m.
	All

	Trust funds, PS Form 3083, retain locally
	All

	PS Form 3533 (Express refund to District)
	All

	PS Form 1000, send original to St Louis on back of form, all adjudicated by Accounting Services, 4/6/09 PB
	All

	Service Performance Improvement Initiative-Red Laws

    Box Section Cut-Off

    Collection Box Verification

    Delivery Unit Clean After Dispatch

    Daily Final Dispatch of Value Log

    Post EXFC scores

    Sleeper Log

    Delivery Vehicle Review Log 

    Carrier Satchel Review Log
	All– File locally

	Registered bank deposit or NIL Bill
	All 

	PS Form 1412, Daily Financial/Unit Financial Summary
	POS sites/SPORT/MOVES/IRT

	WebBATS entries
	WebBats Offices

	PS Forms 8105A & 8105B Bank Secrecy Act Forms
	All, USPS BSA, Sioux Falls, SD 57117-9005

	SPMS (Scan Point Management System)
	All, Box Section

	CPMS (Collection Point Management System)
	All

	eUARS 
	All

	WEB-AVUS, DOIS, CBMS, CSDRS
	City Delivery Offices 

	AVUS, verify daily
	Postal-Owner Vehicles, update by end of month

	Saturdays, DAP card in Metro Collection Box
	All

	Weekly
	

	Safety Talk
	All - File locally

	Timecards & Loan-Training-Transfer/TACS or call in
	All – File locally

	Audit 10% of routes per week for scanning
	All – File locally

	Post eFlash Report, must be entered Friday by 11 a.m.
	All

	USPS Narrowcast Reports 
	All, Review and Clear

	POS Reboot
	POS Offices

	Review Hawkeye News Bulletin, available on Tuesdays
	All

	Bi-Weekly
	

	Rural Timecards/TACS
	Rural Delivery Offices – File locally

	Every 4 Weeks
	

	PS Form 4240 Rural Carrier Trip Report
	Rural Offices – File locally


	Monthly
	

	PS Form 4705, inspect fire extinguisher
	All

	After 10th of the month, review Financial Snapshot
	All http://westernareaintranet.usps.gov/index.cfm?treeID=9148 

	SSA Cash Retain Audits
	POS Offices– File locally-3368P note results, conduct randomly

	Stamp Stock Requisition 
	All, according to schedule, called in to SDN

	Voyager (Postal Vehicles), Certify by the 25th monthly
	All LLV offices, on Hawkeye website

	eFleet reconcile
	eFleet offices

	IMPAC cardholders & CCAO bank statements
	Reconcile by 18th for the previous month’s activity

	eBuy Billing Summary, reconcile
	Reconcile by 18th for the previous month’s activity

	2 Business Connect contacts
	www.uspsbusinessconnect.com

	Express Labels > 30 days, to Inspection Service
	All – to Inspection Service Box 566 DM 50302

	ADM:Reconciliation Exception-Site/853/Line 44
	All

	Service Performance Improvement: Case/Box Check & Self Audit Scorecard 
	All, by the end of the month

	Box Rent Notices Not 32-B, No Fee Verify Not 32N
	All, according to POM 841.211

	Lobby Observation, retained locally
	EAS 18 and above

	PS Form 4000B, Retail Employee Observation
	All, retain locally

	PS Form 4584, Observation-Drivers< 2yrs
	Rural and City Delivery

	OMAS, 1st business day after the 15th
	OMAS acceptance units

	60 Days   If there are no changes, send Edit book in every 60 days. Send immediately if changes occur.
	All

	Quarterly
	

	Update PS Form 1783 On-The-Job Safety
	All

	Quarterly Fire Inspection
	All

	Facility Data Base validation, put fdb as internet address
	All 

	Service Talks on Scanning, Aviation Security, and 

Service Performance Improvement Initiative
	All – File locally

	Quarterly Vehicle Inspection
	Rural Delivery Offices

	Submit NSC Safe Driver Award to NSC
	City and Rural Delivery Offices

	Registry Audit/Checklist, Quarterly Certify  by the 15th of the third month 
	All- Hawkeye website>Process and Distribution Home>Registered Mail

	Stamps by Mail box-holder
	All

	Verify/Physically Count Main Stamp Stock 
	CAG H-K offices, F-1 428.41

	Count clerk drawers
	Non-POS Offices

	Floor Stock Count


	All POS sites. Posting due by end of the 2nd month of each Quarter. If Floor Stock >1%, Unit Reserve must be counted. Check Compliance on ADM.

	CBMS Quarterly Inventory Validation
	All, http://westernarea/wad/

	PS Form 4003 from Hawkeye website 
	According to schedule unless meets exceptions

http://hawkeyeintranet.usps.gov/index.cfm?treeID=35007.


	Semi-Annual
	

	Periodic Surveillance Form - Asbestos
	All

	PS Form 1532, Check of Overflow Mail
	All, according to POM 841.132 #3

	SIA Self-Review
	POS Sites – retain for 1 year

	Review of 3977 Duplicate Key envelopes
	All, F1 372.3

	Facility Inspection
	100+ Offices

	Observation of Work Practices
	All, (Accident Repeaters—increased frequency)

	PS Form 4584—All drivers
	Rural and City Delivery Offices

	Annual/FY
	

	Box Rent Verification by July 1st
	All

	Unit Review, sent by Mgr of Post Office Operations
	EAS 18 and above

	Key & Lock Annual Examination
	All, F-101 3-8.6

	Annual Safety Facility Inspection (Safety/Health/Fire)
	50-100 offices, end of February certification

	Conduct fire drill
	All

	Review Continuity of Operations Plan (COOP) and Emergency Action Plan
	All, review with all employees

	OSHA 300A, Post Feb 1to April 30
	All

	PS Form 4248, Rural Route Inspection 
	Rural Delivery Offices

	PS Form 3999, City Route Inspection
	City Delivery Offices

	PS Form 4582, Operator’s Record, verify license
	Rural and City Delivery Offices 

	PS 3548 Periodical Circulation PS 3526 Per. Ownership
	Offices with Periodicals

	PS 3621-A Renewal Notice for Annual Fees 
	Permit offices, individual permit renewal date

	Displaying U.S. Flag and the POW-MIA Flag
	

	U.S. Flag at Half-staff
	Peace Officers Memorial Day:  May 15

Memorial Day: last Monday in May

Pearl Harbor Remembrance Day:  Dec. 7

	POW-MIA Flag
	Armed Forces Day: Third Saturday in May

Memorial Day: last Monday in May

Flag Day:  June 14

Independence Day:  July 4

POW-MIA Day:  Third Friday in Sept.

Veterans Day: Nov. 11


