12 MONTHLY SCHEDULES
Each Month an operations schedule for the month is established.
The Treasurer obtains all the required waybills and paying slips from the Operations Officer for the month in question. 
From the USB file obtain the Monthly Operations Template see 7.3.3 and copy this to the current account folder and name it for the month. (eg Jan Monthly Ops).
Check that the waybills for each trip that month have been completed by the driver as given in section 4.2.1 for schedule services.
Now complete the monthly schedule
IMPORTANT  Data is only entered in the yellow slots. All other slots either contain nothing or formula.
Data is entered in the follow slots:-
a. N1 & O1 the current Monh & Year.
b. S2 the start mileage for the month
c. Check that slots Z & AA 6 – 25 contain the up to date fare
d. From the Waybills for each trip undertaken provide in column C – K the date, service miles, dead miles, any PH or O miles, number of adults and children, free adults and children and donations given. Note only use the rows when an actual trip has been undertaken.
From the Data entered all the other information is calculated.
Other action to be undertaken. 
 e. At the end of each week check that the total fares and donations collected matches the figures given on the paying in slips. THIS IS VITAL
That is S26,K26 & S49,K49 & S72,K72 & S95,K95 & S118,K118.
f. The mileage given in slot S3 matches that given in V118.
g. The mileage given in G151 = U3 and ok is given in I151
Note the returns to be made to MCL & SYSTR are calculated and are to be used when the returns are required.
Also an analysis of all the trip for the month is made
See section 12.1 for an example of the monthly schedule
