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Other FHC Processes not represented here: Reissues, in person classes, Spanish or low-literacy assistance, paper testing
)

KCPHD STAFF STANDARD PROCESS


PREPARATION


KCPHD IN OFFICE


FHC ISSUANCE


FOLLOW UP


Turn computers on


GIVE VERBAL INSTRUCTIONS


Clean/maintain headphones


TROUBLE SHOOTING


Collect $


ASK FOR current card if they have one


Receipt in NextGen


Money is deposited (cash tax) daily


GO INTO SYSTEM TO CHANGE DATE (3 YEAR CARD)


Card issued and receipt given















































