UNIT __________________                             AIRS CHECKLIST                                   DATE_______________
100 00

FUNCTIONAL AREA CODE:  100   DESCRIPTION:  POSTAL AFFAIRS

100 02

SUB CATEGORY CODE:  02  DESCRIPTION:  POST OFFICE



     
YES        NO                    
100 02 001 
DOES THE MILITARY POST OFFICE MAINTAIN ALL REQUIRED PUBLICATIONS?   

____       ____



(DOD 4525.6M, CHAP 4, PAR C4.1.3)

100 02 002

ARE REQUIRED POSTAL PUBLICATIONS/INFORMATION READILY AVAILABVLE OR POSTED  

                              IN PLAIN VIEW OF THE CUSTOMERS? (DOD 4525.6M, CHAP 10, PAR C10.3.3)


____       ____

100 02 003
ARE FIXED CREDITS IN EXCESS OF $1,000 AUTHORIZED IN WRITING BY THE APPROPRIATE 




COMMANDER? (DOD 4525.6M, CHAP 6, PARC10.3.3)
  




____       ____

100 02 004 

ARE CLERKS BEING TEMPORARILY RELIEVED OF THEIR ACCOUNT WHEN ABSENT FOR

                              MORE THAN FIVE CONSECUTIVE DAYS BUT LESS THAN THIRTY TOTAL CONSECUTIVE 

                              DAYS? (DOD 4525.6M, CHAP 6, PAR C6.3.1.5)






____       ____ 

100 02 005
IS PS FORM 17 BEING PROPERLY PREPARED AND SUBMITTED FOR REQUISITIONS AND 

                              STOCK REPLENISHMENT? (DOD 4525.6M,  CHAP 6, PAR C6.3.2 AND PAR C6.4.10)     

____       ____

100 02 006 

ARE STAMP/MONEY ORDER REQUISTIONS PROPERLY PREPARED FOR DISPATCH AND  

                              OPENED IN THE PRESENCE OF A WITNESS WHERE REQUIRED? 



____       ____

 (DOD 4525.6M, CHAP 6, PAR C6.3.2-C6.3.2.8)

100 02 007 
IS A PROPERLY COMPLETED PS FORM 3369 (FIXED CREDIT RECEIPT) ON HAND FOR ALL 


CLERKS  WITH POSTAL MONIES? (DOD 4525.6M, CHAP 6, PAR C6.3.5)



____       ____

100 02 008
DO CLERKS WITH STAMP/ MONEY ORDER STOCKS HAVE SAFES, LOCKABLE DRAWERS, OR 




CASH BOXES AVAILABLE TO PROTECT THEIR POSTAL MONIES? 



____       ____


(DOD 4525.6M, CHAP 6, PAR C6.5.2)

100 02 009
ARE DUPLICATE KEYS AND SAFE COMBINATIONS SEALED IN PS FORM 3977 AND STORED 


PROPERLY?  (DOD 4525.6M, CHAP 6, PAR C6.5.2)





____       ____

100 02 010
HAVE INCOMING MONEY ORDER SHIPMENTS BEEN VERIFIED BY THE CUSTODIAN OF 

POSTAL EFFECTS (COPE)/MONEY ORDER CLERK OR A WITNESS?  



____       ____

(DOD 4525.6M, CHAP 8, PAR C8.4)

100 02 011
  IS THE DD FORM 885 BEING PROPERLY FILLED OUT WHEN BLANK MONEY ORDERS ARE 


  RECEIVED?  (DOD 4525.6M, CHAP 8, PAR C8.5)





____       ____

100 02 012 
  DID THE INCOMING COPE VERIFY BLANK MONEY ORDERS, AND SIGN THE MASTER 

                              DD FORM 885 ACCEPTING CUSTODY FROM THE OUTGOING COPE UPON CHANGE OF 

  CUSTODY? (DOD 4525.6M, CHAP 8, PAR C8.5)





____       ____

100 02 013
IS DD FORM 885 BEING USED TO DOCUMENT CHANGE OF CUSTODY FOR BLANK MONEY 


ORDER FORMS BETWEEN CLERKS, MILITARY POST OFFICES, OR UNITS?


____       ____


(DOD 4525.6M, CHAP 8, PAR C8.5)

100 02 014 
ARE BLANK MONEY ORDER FORMS BEING PROPERLY SECURED?



____       ____



(DOD 4525.6M, CHAP 8, PAR C8.6)

100 02 015
IS PS FORM 6019, MONEY ORDER BUSSINESS (MOB) REPORT BEING PROPERLY 

____       ____

PREPARED/VERIFIED?  (DOD 4525.6M, CHAP 8, PAR C8.10)

100 02 016
DO MOB REPORTS REFLECT CONTINUITY OF SERVICE TO INCLUDE “NO-BUSINESS”

DAYS AND SUSPENDED SERVICE PERIODS? (DOD 4525.6M, CHAP 8, PAR C8.11.5)

____       ____

100 02 017
ARE SHORTAGES OF MONEY ORDER FUNDS BEING REPORTED AND INVESTIGATED 



(IF REQUIRED) ON THE BUSINESS DAY THAT THE SHORTAGE IS DISCOVERED? 

____       ____


(DOD 4525.6M, CHAP 8, PAR C8.11.10)





YES         NO   
100 02 018 

ARE MONEY ORDER FUNDS PROPERLY SEPERATED FROM OTHER FUNDS?


____       ____



(DOD 4525.6M, CHAP 8, PAR C8.12.1)

100 02 019
HAS A REGISTRY SECTION BEEN PROPERLY DESIGNATED?



____       ____



(DOD 4525.6M, CHAP 9, PAR C9.3.1)

100 02 020
IS THERE AN UNBROKEN CHAIN OF RECIEPTS FOR ALL REGISTERED MAIL IN THE 

MILITARY POSTAL SYSTEM CHANNELS, USING ONLY APPROVED USPS OR DD FORMS?
____       ____



(DOD 4525.6M, CHAP 9, PAR C9.2.1)

100 02 021
IS A PS FORM 3806 BEING FILLED OUT FOR PERSONAL REGISTERED MAIL ACCEPTED 

OVER THE COUNTER, WITH THE ORIGINAL PROVIDED TO THE MAILER, AND THE 

DUPLICATE FILED IN NUMERICAL SEQUENCE?   (DOD 4525.6M, CHAP 9, PAR C9.3.5.2)

____       ____
100 02 022
ARE REGISTERED LETTERS OR PARCELS BEING PROPERLY POSTMARKED TO ENSURE 

RIFLING HAS NOT OCCURRED? (DOD 4525.6M, CHAP 9, PAR C9.3.5.4)



____       ____
100 02 023
IS A REGISTRY BALANCE SHEET (DD FORM 2261) BEING PREPARED AT THE CLOSE OF 

EACH BUSINESS DAY? (DOD 4525.6M, CHAP 9, PAR C9.3.5.8)




____       ____
100 02 024
IS SUPPORTING DOCUMENTATION FOR REGISTRY TRANSACTIONS BEING PROPERLY 
____       ____

MAINTAINED?  (DOD 4525.6M, CHAP 9, PAR C9.3.5.11.1)

100 02 025
ARE INCOMING AND OUTGOING REGISTERED POUCHES BEING HANDLED AND PROCESSED 
____       ____



CORRECTLY? (DOD 4525.6M, CHAP 9, PAR C9.6 & C9.7)

100 02 026 
IS REGISTERED MAIL BEING DELIVERED ONLY TO AUTHORIZED PERSONNEL? 

____       ____



(DOD 4525.6M, CHAP 3, PAR C3.2.7)(MCO P5110.4, CHAP 6, PAR 6001)

100 02 027
DO REGISTRY PERSONNEL KNOW HOW TO REPORT IRREGULARITIES DISCOVERED WHEN 
____       ____



RECEIVING REGISTERED MAIL? (DOD 4525.6M, CHAP 9, PAR C9.5)

100 02 028
HAS A CURRENT STANDARD OPERATING PROCEDURES (SOP) BEEN PUBLISHED? 

____       ____

(DOD 4525.6M, CHAP 10, PAR C10.2 )

100 02 029
ARE PERSONAL EFFECTS OR PERSONAL FUNDS BEING STORED IN THE MILITARY 

POST OFFICE? (DOD 4525.6M, CHAP 10, PAR C10.5.1.5)




____       ____

100 02 030
DOES THE MILITARY POSTAL SUPERVISOR MAINTAIN A CURRENT LIST OF INDIVIDUALS 

THAT WERE ISSUED KEYS TO THE POST OFFICE? (DOD 4525.6M, CHAP 10, PAR C10.5.1.7)
____       ____

100 02 031
HAVE AUDITS OF POSTAL ACCOUNTS BEEN CONDUCTED AT UNSCHEDULED AND 

____       ____

UNANNOUNCED TIMES? (DOD 4525.6M, CHAP 12, PAR C12.3.3.1)

100 02 032
HAS A COPY OF DD FORM 2259 (REPORT OF AUDIT OF POSTAL ACCOUNTS) BEEN 

 

COMPLETED AS REQUIRED AND FILED AT THE AUDITED ACTIVITY? 

(DOD 4525.6M, CHAP 12, PAR C12.3.10.2) 






____       ____

100 02 033
HAVE PERSONNEL WITH CONSISTENT EXCESSIVE STOCK OVERAGES AND SHORTAGES, 

BEEN RELIEVED OF DUTIES? (DOD 4525.6M, CHAP 12, C12.3.8) 
    


____       ____
100 02 034
DOES THE POSTAL FACILITY MEET PUBLISHED STRUCTURAL CRITERIA?


____       ____



 (DOD 4525.6M, CHAP 13, PAR C13.5.1)

100 02 035
IS DIRECTORY SERVICE BEING PROVIDED TO MAIL THAT HAS AN INCOMPLETE OR 
____       ____

INCORRECT MAILING ADDRESS? (DOD 4525.6M, CHAP 3, PAR C3.4.5)

100 02 036
ARE ENDORSEMENTS NEAT AND LEGIBLE USING MINIMUM SPACE REQUIRED ON MAIL 

THAT HAS BEEN GIVEN DIRECTORY SERVICE? (DOD 4525.6M, CHAP 3, PAR C3.4.5.2.6)

____       ____
100 02 037
IS EACH PIECE OF MAIL GIVEN DIRECTORY SERVICE BACKSTAMPED TO INDICATE DATE 

OF RECEIPT AND DATE FORWARDED? (DOD 4525.6M, CHAP 3, PAR C3.4.5.2.9)


____       ____
100 02 038 

IS PERIODICAL MAIL OF BEING TRANSFERRED PERSONNELL BEING FORWARDED FOR 60 

DAYS AND NOTIFICATIONS SENT TO THE PUBLISHER OF THEIR NEW ADDRESS?

(DOD 4525.6M, CHAP 3, PAR C3.4.6.2.1)
                                              


____       ____




YES         NO   
100 02 039
IS MAIL ADDRESSED FOR MEMBERS DUE TO ARRIVE HANDLED PROPERLY?

____       ____



 (DOD 4525.6M, CHAP 3, PAR C3.4.6.5)

100 02 040
IS MAIL THAT CANNOT BE DELIVERED, FORWARDED, OR RETURNED TO SENDER 

HANDLED PROPERLY? (DOD 4525.6M, CHAP 3, PAR C3.4.6.7)




____       ____
100 02 041
DOES THE MPO HAVE A FEDSTRIP ACTIVITY ADDRESS CODE ASSIGNED? 


____       ____



(DOD 4525.6C, CHAP 1, PAR C1.1.3)(DOD 4525.6M CHAP 1, PAR C1.1.7.2.4.1.2)

100 02 042
HAVE ALL CAPITAL SENSITIVE EQUIPMENT ITEMS BEEN RECEIPTED FOR BY THE COPE 

ON PS FORM 1590? (DOD 4525.6C, CHAP 1, PAR 103.3) 




____       ____
100 02 043
HAVE CAPITAL SENSITIVE EQUIPMENT ITEMS ENTRUSTED TO MILITARY POSTAL CLERKS 
____       ____

BEEN RECEIPT FOR ON PS FORM 1590?  (DOD 4525.6C, CHAP 1, PAR C1.1.4.4)

100 02 044
HAS A POSTAL SUPPLY CLERK BEEN DESIGNATED IN WRITING?



____       ____



(DOD 4525.6M, CHAP 1, PAR C1.1.6)

100 02 045 
UPON CHANGE OF THE COPE, IS A COMPLETE INVENTORY OF CAPITAL SENSITIVE ITEMS 




ACCOMPLISHED BY BOTH THE OUTGOING/INCOMING COPE? 

(DOD 4525.6C, CHAP 1, PAR C1.1.4.5)(DOD 4525.6M, CHAP 6,PAR C6.4.4)



____       ____
100 02 046
IS PS FORM 4686A, (SHIPPING ORDER) BEING PROPERLY MAINTAINED ON FILE?
               ____       ____



(DOD 4525.6C, CHAP 1, PAR )

100 02 047
HAS AN INVENTORY CONTROL BEEN ESTABLISHED TO ENSURE SUPPLY LEVELS MEET 
____       ____

CURRENT OPERATIONAL REQUIREMENTS? (DOD 4525.6C, CHAP 1, PAR C1.1.8)

100 02 048 
ARE SUPPLIES RECEIVED CHECKED AGAINST PS FORM 4686A AND PS FORM 7380 TO 

ENSURE ALL ITEMS REQUISITIONED WERE RECEIVED? (DOD 4525.6C, CHAP 1, PAR C1.1.11) 
____       ____
100 02 049
HAS A LOCATION NUMBERING SYSTEM BEEN STABLISHED TO AID IN LOCATING EACH

ITEM AND POSTED ON PS FORM 1586? (DOD 4525.6C, CHAP 1, PAR C1.1.11.2)


____       ____
100 02 050 
ARE EMERGENCY REQUISITIONS SUBMITTED BY AN ELECTRONIC MESSAGE TO THE 

SERVING JMPA? (DOD 4525.6C, CHAP 1, PAR C1.1.12.1)




____       ____
100 02 051
ARE PROCEDURES FOR ANNUAL FORECASTS FOR EQUIPMENT ITEMS BEING FOLLOWED? 
____       ____



(DOD 4525.6C, CHAP 1, PAR C1.1.14)

100 02 052
ARE ROUTINE USPS OFFICE SUPPLIES, FORMS, PUBLICATIONS, LABELS, AND TAGS 



REQUISITIONED ON PS FORM 7380? (DOD 4525.6C, CHAP 1, PAR C1.1.15)


____       ____
100 02 053
ARE PS FORM 7380’S PROPERLY COMPLETED? (DOD 4525.6C, CHAP 1, PAR C1.1.15)

____       ____

100 02 054
ARE SEPARATE PS FORM 7380’S SUBMITTED FOR PUBLICATIONS AND SUPPLY 

REQUISITIONS? 
(DOD 4525.6C, CHAP 1, PAR C1.1.6)





____       ____

100 02 055

ARE PS FORM 4984’S SUBMITTED TO THE APPROPRIATE JMPA FOR MAINTENANCE AND

REPAIR 
OF USPS EQUIPMENT? (DOD 4525.6C, CHAP 1, PAR C1.1.18)



____       ____
100 02 056
ARE REQUISITIONS FOR PREPRINTED MILITARY TAGS AND LABELS PROPERLY 

SUBMITTED?(DOD 4525.6C, CHAP 1, PAR C1.1.20 AND APPENDIX 11)



____       ____

100 02 057
ARE REQUISITIONS FOR MAILBAGS/MAIL TRAY EQUIPMENT AND FACING SLIPS/SLIDE 

LABELS PROPERLY SUBMITTED? (DOD 4525.6C, CHAP 1, PAR C1.1.21 AND APPENDIX 8,10)
____       ____
100 02 058 
IS CAPITAL/SENSITIVE EQUIPMENT THAT IS BEING TRANSFERRED TO ANOTHER THEATER 


MPO REPORTED TO THE APPROPRIATE JMPA BY MESSAGE? (DOD 4525.6C, CHAP 1, PAR 

C1.1.22.2,C1.1.4 AND APPENDIX 4)







____       ____

100 02 059
ARE EXCESS ITEMS PROPERLY DISPOSED OF? (DOD 4525.6C, CHAP 1, PAR C1.1.22.1)

____       ____

100 02 060 
IS USPS EQUIPMENT BEING PROPERLY MAINTAINED? (DOD 4525.6C, CHAP 1, PAR C1.1.23)
____       ____

YES         NO   

100 02 061 
ARE PROPER PRECEDURES FOLLOWED WHEN EQUIPMENT IS RETURNED TO THE 

GATEWAY POSTMASTER FOR REPAIR? (DOD 4525.6C, CHAP 1, PAR C1.1.24)


____       ____
100 02 062
ARE SCALES USED AT MPO(S) TESTED FOR ACCURACY AT LEAST ANNUALLY?

____       ____



(POSTAL OPERATION MANUAL (POM) SELECTION 424.3)

100 02 063
ARE GSA ORDERS SUPPLIES BEING AUDITED/INSPECTED QUARTERLY?


____       ____


HAVE ALL DISCREPANCIES NOTED ON THE LAST INSPECTION BEEN CORRECTED?

____       ____

REMARKS  (USE FOR FINDINGS, DISCREPANCIES AND NOTES THAT NEED AMPLIFICATION OR WERE NOT LISTED)

NAME OF POSTAL OFFICER _________________________________         PERSONNEL DEBRIEFED _______________________________

I CERTIFY THAT ALL MAIL FOR THIS COMMAND HAS BEEN PRESENTED FOR



EXAMINATION AND NONE HAS BEEN CONCEALED AT TIME OF INSPECTION.



_____________________________________________



INSPECTOR (SIGNATURE, GRADE AND TITLE) 

4/11/2003 8:40 AM

