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Monthly APC Actions Checklist for:_____________ 
Task







Target Date
Completed

1.   Agency Cycle Date   (CD)



__________
_________

2.   Run Agency Listing   (CD + 7 days)


__________
_________

3.   Run Suspension/Pre-cancellation Report   (CD + 7 days)__________
_________

4.   Run Delinquency Report   (CD + 7 days)


__________
_________

5.   Run Cancellation Report   (CD + 7 days)


__________
_________

6. Generate and distribute applicable Suspension

and Cancellation Notification Letters   (CD + 10 days)
__________
_________

7.   Update information on Agency Listing   (CD + 10 days) __________
_________  

8.   Run Pre-suspension Report   (CD + 15 days)

__________
_________

9. Generate and distribute Pre-suspension Notification

Letters   (CD + 18 days)




__________
_________

10. Perform individual account maintenance as necessary

based on reports.





__________
_________

11. Update Agency Listing for transferring personnel
 As required
_________

12. Perform individual account maintenance for

Transferring personnel 




 As required
_________
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