 (
Lobb
y 
Assistant Standard Operating 
Procedure
)

NON·REVENUE TRANSACTIONS

 (
Lobby Assi
s
tant Name
08:30
09:00
09:30
10:00
10:30
11:00
11:30
12:00
12:30
Non Automated Pickup
Respond 
to 
CFS Issues
Summon Supervisor at Customer Request
Change of Address-Exempt from Fee
Product/Services
 
Rate
 
I
nqu
i
ries
Employment Application Inquiry
Voter  Registration
Give Local Directions
Provide
 
Ph
i
l
atelic
 
l
nfonnation
 
or
 
Cata
l
og
Accept Hold Mail Request Fonns
Request Passport Fonn
Request Tax Fonn
Accept Consumer Service Form
Request/Submit Selective Service Fonn
Su
p
ply P.O. Box Holder Name/Address
Supply Perm
i
t Holder Name
/
Address
M
iscellaneous  Fonns
Othe
r
Lobby Assistant Name
13:00
13:30
14:00
14:30
15:00
15:30
16:00
16:30
17:00
17:30
Respond
 
to
 
CFS
 
I
ssues
Summon Superviso
r 
at Customer Request
Change 
of 
A
ddress-Exempt from Fee
P
roduct/Services Rate Inquiries
Emp
l
oyment
 
Application
 
I
nq
u
i
ry
Voter Registrati
on
Give Local Directions
Provide
 
Philatelic
 
l
nfonn
a
t
i
o
n
 
or
 
C
a
t
a
l
og
Accept Hold 
M
ail Request Fonns
Request Passport Form
Request Tax Fonn
Accept Consumer Service Form
Request/Submit Selective Service Fonn
Supply
 
P
.
O.
 
Box
 
Ho
l
der
 
Nam
e
/
Address
S
u
pply
 
P
e
n
n
i
t
 
H
o
l
der
 
Name
/
A
ddress
M
is:e
ll
aneo
u
s  Fonns
Other
)OFFICE NAME: DATE:
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