Quick Reference Guide – Update Establishment Profile Task
IPP are to perform the routine Update Establishment Profile (UEP) inspection task monthly by navigating to the Establishment Profile in PHIS and:

1. Updating the profile with any new information for which you have become aware of since the performance of the last UEP task,
2. Reviewing the Tasks page to ensure all relevant tasks are “Included” if relevant and therefore available to schedule from the task list, and those “Excluded” to ensure none of the tasks marked as excluded are relevant and need to be “Included” instead.
3. Checking the Questionnaires page to ensure there are no questionnaires needing completed for your assigned establishments and
4. Verifying the accuracy of a specific area of the profile each month according to the table below. 

	Table: Establishment Profile Update Schedule (from FSIS Dir. 5300.1)

	Month
	Profile Information Focus Area

	January
	Establishment Contacts (located under the Facility tab in the Establishment Profile)

	February
	HACCP Systems Information1 for Raw-Intact product categories

	March
	HACCP Systems Information1 for Raw-Non-Intact product categories

	April
	HACCP Systems Information1 for Thermally Processed-Commercially Sterile, Not
Heat Treated–Shelf Stable, and Heat Treated–Shelf Stable product categories

	May
	HACCP Systems Information1 for Fully Cooked–Not Shelf Stable, Product with Secondary Inhibitors–Not Shelf Stable, and Heat Treated but Not Fully Cooked–Not
Shelf Stable product categories

	June
	General Profile Information2

	July
	Product Information3 for Raw-Intact product categories

	August
	Product Information3 for Raw-Non-Intact product categories

	September
	Product Information3 for Thermally Processed-Commercially Sterile, Not Heat
Treated–Shelf Stable, and Heat Treated–Shelf Stable product categories

	October
	Product Information3 for Fully Cooked–Not Shelf Stable, Product with Secondary
Inhibitors–Not Shelf Stable, and Heat Treated but Not Fully Cooked–Not Shelf Stable product categories

	November
	Slaughter Information4

	December
	General Profile Information2


Footnotes for superscripts located in the chart above. To ensure accuracy of information, make changes as needed after: 
1 – Navigating to the HACCP page and reviewing both the Summary and HACCP Plans tabs when the processing category is applicable to the establishment.
2 – Reviewing the Grants, Facility, Schedule, Owner, Office and Attachments pages, including each tab under each page.
3 – Reviewing the Products Page, including each tab under that page, for the specified HACCP processing category when applicable to the establishment.
4 – Reviewing the Slaughter Tab, including each tab under that page.
*Reminder: information entered in the profile generates the inspection tasks you perform each day and the type and number of sampling tasks you are assigned. It is critical that this information remains accurate. 
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