UNIT: ______________________ 

AIRS CHECKLIST



DATE: _________
100 00      
FUNCTIONAL AREA CODE:  100   DESCRIPTION:  POSTAL AFFAIRS

100 01  

SUB CATEGORY CODE:  01 DESCRIPTION:  UNIT MAIL ROOM




YES
NO

100 01 001
DID THE COMMANDING OFFICER APPOINT A STAFF NON-COMMISSIONED OFFICER OR ABOVE,
     
                                                             

OR CIVILIAN EMPLOYEE (GS6 OR ABOVE) IN WRITING AS A UNIT POSTAL OFFICER AND 

ASSISTANT POSTAL OFFICER TO SUPERVISE THE OPERATION OF THE UMR? 

(DOD 4525.6M CHAP 1 PAR C 1.1.6.8.1) (MCO P5110.6B, PAR 1001, 1003, 2200)

100 01 002
DID THE COMMANDING OFFICER DESIGNATE IN WRITING ALL PERSONNEL AUTHORIZED TO

     
     
RECEIPT FOR AND OPEN ALL OFFICIAL MAIL TO INCLUDE ACCOUNTABLE?  

(MCO P5110.6B, PAR 4002.1 & 4002.3A)

100 01 003
ARE WEEKLY, UNANNOUNCED INSPECTIONS BEING CONDUCTED BY THE UNIT POSTAL

     
     
OFFICER? (DOD 4525.6M, CHAP 1, PAR C 1.1.6.9.9/CHAP 15 PAR C 15.8)(MCO P5110.6B, PAR 2104)


100 01 004
IS THE UNIT MAIL ROOM BEING MAINTAINED IN AN ORDERLY CONDITION AND HAS


     
     
ADEQUATE SPACE AND EQUIPMENT BEEN PROVIDED? (DOD 4525.6M, CHAP 1 PAR C 1.1.6.10)


100 01 005
DOES THE MAIL ROOM HAVE ALL REFERENCES ON HAND TO INCLUDE A MAIL HANDLING

     
     
ORDER WITH THESE INSTRUCTIONS, AT A MINIMUM? (MCO P5110.6B, PAR 2100) 

DOD POSTAL MANUAL 4525.6M (15 Aug 02)

OPNAVINST 5112.6C NAVY POSTAL REGULATIONS

MCO 5110.5D OFFICIAL MAIL ADDRESS LISTING FOR MARINE CORPS COMMANDS (13 SEPT 99)

MCO 5110.6B SOP FOR UNIT MAIL ROOMS (16 MAY 02)

BASE ORDER FOR POSTAL AFFAIRS

DOES THE MAIL HANDLING ORDER CONTAIN THE FOLLOWING

1. The correct and complete mailing address FOR uNIT PERSONNEL

2.  location and hours of operation OF UMR/MDC OR serving post office.

3.  location and collection hours for outgoing mail receptacles.

4. Mail call hours and mail distribution procedures. 

5. Instructions for using OPNAV 5110/5 (Change of Address Card). 

6. Information about security of mail and postal effects.

7. Procedures to establish a classified MATERIAL SCREENING point.

8. Nonmailable Items
a. Any article or material that can harm people or property.

b. Liquor.

c. Obscene matter.

d. Libelous matter.

e. Lottery material OR any written or printed matter intended to SWINDLE OR defraud.

f. Subversive matter. 

g. Concealable firearms or dangerous martial arts weapons.

9. Procedures for handling mail for personnel temporarily absent from THE COMMAND.

10. DELIVERY OF MAIL DURING FIELD EXERCISES.

11. INSTRUCTIONS RELATIVE TO CUSTOM REGULATIONS.


100 01 006

IS A CORRECTLY FORMATTED SAMPLE MAILING ADDRESS DISPLAYED NEAR THE UNIT MAIL

     
     
ROOM? (DOD 4525.6M, CHAP 1 PAR C 15.10.5)


100 01 007
IS DD FORM 1115 (MAILROOM-NO ADMITTANCE) COMPLETED AND DISPLAYED AT THE ENTRANCE
     
     
TO THE UNIT MAIL ROOM? (DOD 4525.6M, CHAP1 PAR C 1.1.6.9.10) (MCO P5110.6B, PAR 2101)

100 01 008
ARE ONLY AUTHORIZED PERSONNEL ALLOWED IN THE MAIL ROOM?



     
     
(DOD 4525.6M, CHAP 15, PAR C 15.10.5)(MCO P5110.6B, PAR 3001)

100 01 009
ARE SUFFICIENT MAIL CLERKS/ORDERLIES APPOINTED BY THE UNIT POSTAL OFFICER UTILIZING
     
     
DD FORM 285 AND DD FORM 2260? (DOD 4525.6M, CHAP 15, PAR C 15.4.1)(MCO P5110.6B, PAR 2200, 2201)

100 01 010
ARE COPIES OF DD FORM 285 OR A PROPERLY COMPLETED DD FORM 2260 ON FILE IN THE UNIT MAIL
     
     
ROOM? (DOD 4525.6M, CHAP 15, PAR C 15.6)(MCO P5110.6B, CHAP 2, PAR 2201)

100 01 011
ARE MAIL CLERKS/ORDERLIES BEING GIVEN ENOUGH TIME TO PERFORM MAIL HANDLING

     
     
DUTIES EFFICIENTLY? (MCO P5110.6B, PAR 1003)

100 01 012

DOES THE MAIL ROOM PROVIDE ADEQUATE SECURITY? (DOD 4525.6M, CHAP 15, PAR C 15.10.4.1-4)

(MCO P5110.6B, PAR 3000)








     
     
1. DOORS HAVE SUITABLE LOCKS, INSIDE LOCKS AND INSIDE-MOUNTED HINGES?

2. WINDOWS EASILY ACCESSIBLE FROM OUTSIDE ARE BARRED OR MESHED?

3. WALLS AND CEILINGS ARE CONSTRUCTED OF SUCH MATERIAL AS TO PREVENT FORCIBLE ENTRY


                                                                                                                                                                            

100 01 013
ARE DUPICATE KEYS AND COMBINATIONS PROPERLY RETAINED AND SECURED?


     
     

(MCO P5110.6B, PAR 3002)

100 01 014
IS MAIL BEING TRANSPORTED IN A CLOSED-BODY MILITARY VEHICLE WITH PROPER

     
     
 
PROTECTION GIVEN TO THE MAIL? (MCO P5110.6B, CHAP 3, PAR 3003)                                                      

100 01 015 
IS MAIL BEING DELIVERED TO THE ADDRESSEE OR AUTHORIZED AGENT ONLY, AND IS 

                                 MAIL BEING BACKSTAMPED DAILY?   (DOD 4525.6M, CHAP 3, PAR C 3.2.5)(MCO P5110.6B, PAR 1003)                 
                         

100 01 016
ARE ACCOUNTABLE MAIL RECORDS (PS FORM 3883) BEING PROPERLY COMPLETED?

(MCO P5110.6B, PAR 4002)  








     
     
100 01 017
IS ACCOUNTABLE MAIL PROTECTED BY AN UNBROKEN CHAIN OF RECEIPTS, FROM THE

     
     
TIME THAT THE UNIT MAIL CLERK ACCEPTS IT, UNTIL DELIVERY IS MADE OR MAIL  

IS RETURNED TO THE SERVING POST OFFICE? (DOD 4525.6M, CHAP 3, PAR C 3.2.7) (MCO P5110.6B, 

PAR 4002)

100 01 018
DID THE UNIT POSTAL OFFICER VERIFY DAILY THAT ALL ACCOUNTABLE MAIL RECEIVED

     
     
HAD BEEN DELIVERED TO AN AUTHORIZED AGENT? (DOD 4525.6M CHAP 1 PAR C 1.1.6.9.15)

(MCO P5110.6B, PAR 4002)   

100 01 019
IS THE MAIL ROOM PROVIDED A COPY OF EACH UNIT DIARY OR OTHER DOCUMENTATION

     
     
THAT WILL ENSURE MAINTENANCE OF THE DIRECTORY FILE SYSTEM? (MCO P5110.6B, PAR 6004)      

100 01 020
ARE DIRECTORY FILE CARDS (NAVMC 10572) BEING PROPERLY COMPLETED, FILED AND

     
     
MAINTAINED FOR THE REQUIRED PERIOD? (MCO P5110.6B, PAR 6002)

100 01 021
ARE PERSONNEL REQUIRED TO CHECK IN/OUT WITH THE MAIL ROOM? (MCO P5110.6B, PAR 6001)
     
     
100 01 022
ARE CHANGE OF ADDRESS CARDS (OPNAV 5110/5) PROPERLY UTILIZED BY INCOMING AND

       
     
OUTGOING PERSONNEL? (MCO P5110.6B, 6001)

100 01 023 
ARE MAIL CLERKS/ORDERLIES PROPERLY TRAINED AND DO THEY UNDERSTAND ALL

     
     
ORDERS APPLICABLE TO THE OPERATION OF THE MAILROOM? (DOD 4525.6M, CHAP 15,  

PAR C 15.5)(MCO P5110.6B, PAR 1003)

1. IS THE MAIL CLERK FAMILIAR WITH THE PROPER HANDLING OF DAMAGED ARTICLES?

2. IS THE MAIL CLERK FAMILIAR WITH THE PROPER PROCUDERES FOR DELIVERING OR FORWARDING 

MAIL ADDRESSED TO THE “COMMANDING OFFICER OF      ?”

3. IS MAIL FOR INDIVIDUALS DUE TO ARRIVE HANDLED PROPERLY?

4. IS THE MAIL CLERK FAMILIAR WITH THE PROPER PROCEDURE FOR HANDLING CASUALTY MAIL?

5. IS MAIL FOR PERSONNEL ON LEAVE OR TAD PROPERLY PROCESSED?

6. IS MAIL FOR TRANSFERRED PERSONNEL PROPERLY READDRESSED TO INCLUDE AN ESTIMATED 

DATE OF ARRIVAL?

7. IS MAIL FOR PERSONNEL WHO ARE UA, DESERTER, OR CONFINED PROPERLY HANDLED?

8. ARE MAIL CLERKS/ORDERLIES FAMILIAR WITH REPORTING PROCEDURES FOR KNOWN OR 

SUSPECTED POSTAL OFFENSES?

100 01 024
IS THE MAIL CLERK AWARE OF THE PRIVILEGED NATURE OF MAIL AND POSTAL RECORDS?

     
     
(DOD 4525.6M, CHAP 15, PAR C 15.10.8)

100 01 025
IS THE MAIL CLERK’S PERSONAL MAIL HANDLED PROPERLY?




     
      (DOD 4525.6M, CHAP 3, PAR C 3.2.3.7)(MCO P5110.6B, PAR 4001.5)

100 01 026
DO MAIL ORDERLIES PICK UP AT SPECIFIED TIMES AND IS UNDELIVERED MAIL RETURNED

     
     
PROMPTLY TO THE MAIL ROOM? (DOD 4525.6M, VOL II, CHAP 3, PAR 301.4A & D)(MCO P5110.6B, 

PAR 1003)

100 01 027
ARE MAIL ROOMS THAT USE MAIL DELIVERY RECEPTACLES MAINTAINING PROPER


     
     
ACCOUNTABILTY/CONTROL BY UTILIZING DD FORM 2262? (DOD 4525.6M, CHAP 3, PAR C 3.3.3.7)

(MCO 5110.6B PAR 5001.6)

100 01 028
ARE ASSIGNED RECEPTACLES BEING CHECKED FOR THE FOLLOWING? 



     
      (DOD 4525.6M, CHAP 3, PAR C 3.3.5.1) (MCO 5110.6B PAR 5003.1)

EXCESSIVE MAIL

OLD MAIL

NON-USE

100 01 029
ARE RECEPTACLES PROPERLY CLOSED AND FREE OF MAIL?




     
      (DOD 4525.6M, CHAP 3, PAR C 3.3.8)(MCO 5110.6B PAR 5006)

100 01 030
ARE CUSTOMERS PROMPTLY NOTIFIED WHEN ARTILCES ARE TOO LARGE TO FIT IN


     
     
RECEPTACLES, BY UTILIZING PS FORM 3907? (DOD 4525.6M, CHAP 3, 

PAR C 3.3.7.3.)(MCO 5110.6B PAR 5005.4)

100 01 031
IS DD FORM 2258 BEING UTILIZED FOR PERSONNEL WHO ARE TEMPORARY ABSENT FOR ANY

     
     
REASON? (DOD 4525.6M, CHAP 3 PAR C 3.3.7.4)(MCO 5110.6B PAR 5005.4)

100 01 032 
HAS A CLASSIFIED MATERIAL SCREENING POINT BEEN ESTABLISHED IN THE COMMAND?         
     
     
 (MCO P5110.6B, PAR 4002)

100 01 033
ARE INSPECTIONS BEING DONE BY THE COMMAND POSTAL OFFICER, MILITARY POST OFFICE
     
     
SUPERVISOR OR COMMAND DESIGNATED REPRESENTATIVE AS REQUIRED?

(DOD 4525.6M, CHAP 15, PAR C 15.8)(MCO P5110.6B, PAR 2104)

100 01 034
MAIL ROOM ACTIVITIES WERE RATED AS  ______________________.
HAVE ALL DISCREPANCIES NOTED ON THE LAST INSPECTION BEEN CORRECTED?


     
     
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.

______________________



       ______________________

 FORMTEXT 
______________________
MAIL CLERK'S SIGNATURE




          INSPECTOR (SIGNATURE, GRADE AND TITLE)

4/2/2003 11:58 AM

