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IN - MAIL 

Open mail, 

BOX LISTING 

Assign WIP #, 

Check Doc's @ 
counter, 

Enter basic name, 
b'date, etc info 

Route Check PCL 

errors 

EXAMINATION 

Check signatures 
on photo, applic, 
etc 

r---  Check selection of  
guarantors 

Check PCL flags 

KEYBOARD OPS 

Enter MRP data 
(name, b'date etc) 

Check MI for dup 

Final PCL check 

Update MI 

Update WIP 

INSPECTION 

Reconcile label 
with appl data, 

Insert label 

100% QC check 

Deliver with 
return doc's 

deliveries 

DAILY RECEIPTS 

Accumulate 
daily receipts 

receipts to 
bank, 
summary to 
accounting 

SECURITY 

Check matches 
with PCL 

Update PCL 
with new names 

rejected 
applications 

inputs to PCL from 
adjudicators, 
law enforcement, 
court orders, 
etc. 

ERROR PROC. 

Check/verify 
by  phone/mail 

hold for missing 
info (in filing) 

SR. EXAMINER 

More detailed 
check on 
questionable 
issues 

(judgement 
calls) 

ADJUDICATOR 

Handle more 
"delicate" 
situations, more 
detailed checks 

(e.g. custodial 
issues) 

FILING 

Microfilm 
pertinant doc's, 
photos 

Manage file 
storage 

Retrieve applic 
data from 
archives 
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