TRANSPORTATION ANNUAL TASK CALENDAR

JULY
	Recommended Date for Accomplishment
	Task Description
	Date of Completion
	Comments

	JULY
	
	
	

	
	Check physical expirations
	
	

	
	Check license expirations
	
	

	
	Supervisor Training (every 2 years, on even year)
	
	

	
	Advanced Bus Driver classes (every 2 years, on odd year)
	
	 TITLE   \* MERGEFORMAT 

	
	Review random drug testing and subscription service employee lists
	
	

	
	Close previous fiscal year’s purchase orders
	
	

	
	Open purchase orders for new fiscal year
	
	

	
	Schedule hoist test
	
	

	
	Schedule fire extinguisher tests
	
	

	
	Schedule air compressor test
	
	

	
	Summer vehicle maintenance (including mic readings, tire maintenance and body work, seat repair)
	
	

	
	Start preparing fall routes
	
	

	
	Prepare annual report (including total annual mileage, total annual fuel usage, # employees, # routes, # buses, #paid leave days, annual field trip costs, etc.)
	
	


AUGUST
	Recommended Date for Accomplishment
	Task Description
	Date of Completion
	Comments

	AUGUST
	
	
	

	
	Check physical expirations
	
	

	
	Check license expirations
	
	

	
	Supervisor Training (every 2 years, on even year)
	
	

	
	Advanced Bus Driver classes (every 2 years, on odd year)
	
	

	
	Summer vehicle maintenance
	
	

	
	Finish preparing winter routes
	
	

	
	Prepare bus specifications by downloading MSBO Aggregated Bus Purchasing Program
	
	


SEPTEMBER
	Recommended Date for Accomplishment
	Task Description
	Date of Completion
	Comments

	SEPTEMBER
	
	
	

	
	Check physical expirations
	
	

	
	Check license expirations
	
	

	
	Complete employee “Blood Borne Pathogens” training
	
	

	
	Complete State Report 4094
	
	

	
	Update employee emergency information
	
	

	
	Order buses
	
	

	
	Prepare employee “Snow Fan Out”
	
	


OCTOBER
	Recommended Date for Accomplishment
	Task Description
	Date of Completion
	Comments

	OCTOBER
	
	
	

	
	Check physical expirations
	
	

	
	Check license expirations
	
	

	
	Review random drug testing and subscription service employee lists
	
	

	
	Complete State Report 4159
	
	

	
	Order buses (if not already done)
	
	

	
	M.A.P.T. Annual Conference
	
	


NOVEMBER
	Recommended Date for Accomplishment
	Task Description
	Date of Completion
	Comments

	NOVEMBER
	
	
	

	
	Check physical expirations
	
	

	
	Check license expirations
	
	

	
	Order buses (if not already done)
	
	


DECEMBER
	Recommended Date for Accomplishment
	Task Description
	Date of Completion
	Comments

	DECEMBER
	
	
	

	
	Check physical expirations
	
	

	
	Check license expirations
	
	

	
	Order buses (if not already done)
	
	

	
	Plan bell times for next school year
	
	


JANUARY
	Recommended Date for Accomplishment
	Task Description
	Date of Completion
	Comments

	JANUARY
	
	
	

	
	Check physical expirations
	
	

	
	Check license expirations
	
	

	
	Review random drug testing and subscription service employee lists
	
	

	
	Order buses (if not already done)
	
	


FEBRUARY
	Recommended Date for Accomplishment
	Task Description
	Date of Completion
	Comments

	FEBRUARY
	
	
	

	
	Check physical expirations
	
	

	
	Check license expirations
	
	

	
	Order buses (if not already done)
	
	

	
	Work on budget projections for upcoming year
	
	


MARCH
	Recommended Date for Accomplishment
	Task Description
	Date of Completion
	Comments

	MARCH
	
	
	

	
	Check physical expirations
	
	

	
	Check license expirations
	
	

	
	Work on budget projections for upcoming year
	
	

	
	MAPT spring conference
	
	


APRIL
	Recommended Date for Accomplishment
	Task Description
	Date of Completion
	Comments

	APRIL
	
	
	

	
	Check physical expirations
	
	

	
	Check license expirations
	
	

	
	Review random drug testing and subscription service employee lists
	
	

	
	Begin scheduling Advanced Bus Driver classes for summer months
	
	

	
	Finalize State Report 4107
	
	

	
	Begin preparing summer routes
	
	

	
	Work on budget projections for upcoming year
	
	

	
	MSBO Annual conference
	
	


MAY
	Recommended Date for Accomplishment
	Task Description
	Date of Completion
	Comments

	MAY
	
	
	

	
	Check physical expirations
	
	

	
	Check license expirations
	
	

	
	Finalize scheduling Advanced Bus Driver classes for summer months
	
	

	
	Finish preparing summer routes
	
	

	
	Confirm bell times and get student information for next year
	
	

	
	Local Bus Drivers’ Championship
	
	


	Recommended Date for Accomplishment
	Task Description
	Date of Completion
	Comments

	JUNE
	
	
	

	
	Check physical expirations
	
	

	
	Check license expirations
	
	

	
	Last chance to finalize 4107
	
	

	
	Local Bus Drivers’ Championship (if not already done)
	
	

	
	State Bus Drivers’ Championship
	
	

	
	Mechanic Expo
	
	

	
	Advanced Bus Driver classes (every 2 years, on odd year)
	
	

	
	Inventory fuel in ground (June 30)
	
	

	
	Record final mileage for all vehicles (June 30)
	
	


JUNE







