UNIT  _________________                                            AIRS CHECKLIST                                                         DATE _________________

100 00 

FUNCTIONAL AREA CODE:  100   DESCRIPTION:  POSTAL AFFAIRS

100 03 

SUB CATEGORY CODE:  03  DESCRIPTION:  OFFICIAL MAIL PROGRAM
      

          
 YES        NO                    
100 03 001

IS THE ORIGINAL PS FORM 3603, OR APPROPRIATE RECEIPT OBTAINED WHEN POSTAGE 
           
____       ____

FUNDS ARE SET ON THE METER? (MCO P5110.4, PAR 5001.3)
100 03 002

IS THE DAILY RECORD OF METER REGISTER READINGS (PS FORM 3602A) BEING PROPERLY                
____       ____

COMPLETED? (DOD 4525.8M, CHAP 2, PAR C2.11.4)

100 03 003 
IS THE POSTAGE EXPENDITURE REPORT BEING CORRECTLY FILLED OUT AND SUBMITTED 
           
____       ____

ON A SEMIANNUAL BASIS? (MCO P5110.4, PAR 5001.3E)

100 03 004 
          WERE SPOILED POSTAGE METER TAPES/STAMPS BEING PROPERLY PROCESSED AND 



SUBMITTED WITH PS FORM 3533 (REFUND FOR SPOILED POSTAGE), FOR CREDIT FROM USPS?             
____       ____


(DMM P015.3) (DOD 4525.8M, CHAP 2, PAR C2.11.5) (MCO P5110.4, CHAP 5, PAR 5002)

100 03 005

IS A MAINTENANCE LOG BEING PROPERLY MAINTAINED FOR THE METER EQUIPMENT?
            
____       ____


(MCO P5110.4, PAR 5003)

100 03 006                 DOES THE INSTALLATION/ACTIVITY OFFICIAL MAIL MANAGER (OMM), OR METER LOCATION              
____       ____

                                 HAVE CURRENT COPIES OF ALL PUBLICATIONS REQUIRED, TO INCLUDE DOD 4525.8M?
                                 (DODI 4525.8, ENCL 2 PAR E2.1.1-E2.1.10)

100 03 007                 IS OFFICIAL MATTER AND MAIL BEING TRANSPORTED AT THE LOWEST COST TO THE 
           
 ____       ____

                                 GOVERNMENT? (DOD 4525.8M, CHAP1, C1.5-C1.6.4)

100 03 008                  IS THE UNAUTHORIZED USE OF OFFICIAL MAIL BEING PROPERLY REPORTED? 

            
____       ____



 (DOD 4525.8M, CHAP 1, PAR C1.15)

100 03 009
                 ARE OMM’S AND AOMM’S APPOINTED IN WRITING? 




             
____       ____

 (DODI 4525.8, ENCL 4, PAR E4.3.1.1)

100 03 010 
ARE OMM APPOINTMENTS FILED AS REQUIRED?   




            
____       ____

(DODI 4525.8, ENCL 4, PAR E4.3.1.1)



100 03 011
  DOES THE COMMAND HAVE AN EFFECTIVE OFFICIAL MAIL COST CONTROL TRAINING
                ____       ____

                                 PROGRAM?   (MCO P5110.4, PAR 4001)
100 03 012 

IS THE OMM CARRYING OUT THE OMCCP SUPERVISORY REQUIREMENTS?


                 ____       ____



(DODI 4525.8, ENCL 4, PAR E4.3.3)

100 03 013 
IS OFFICIAL MAIL BEING CONSOLIDATED TO THE MAXIMUM EXTENT POSSIBLE, BEFORE 

____       ____

POSTAGE IS APPLIED? (DOD 4525.8M, CHAP 2, PAR C2.10)

100 03 014 
ARE CONSOLIDATED MAILINGS BEING PREPARED AND DISPATCHED PROPERLY?


____       ____



(DOD 4525.8M, CHAP 2, PAR C2.10-C2.10.5.5)

100 03 015
                 IS OUTGOING MAIL ENDORSED WITH THE APPROPRIATE CLASS OF MAIL?



____       ____



(DOD 4525.8M, CHAP 1, PAR C1.9)

100 03 016 
IS THE USE OF SPECIAL SERVICES (EXPRESS, REGISTERED, CERTIFIED, INSURED, 


____       ____

MERCHANDISE RETURN) RESTRICTED/MONITORED TO ENSURE THE SERVICE USED IS 

AUTHORIZED?  (DOD 4525.8M, CHAP 1, PAR C1.8 AND C1.10)

100 03 017 
ARE BUSINESS REPLY ITEMS BEING PREPARED PROPERLY?  




____       ____

                                 (DOD 4525.8M, CHAP 1, PAR C1.11)






              

100 03 018 
ARE ALL MERCHANDISE RETURN SERVICE FORMS PREPARED PROPERLY?



____       ____



(DOD 4525.8M, CHAP1, PAR C1.11.3)

100 03 019 
ARE PERMIT IMPRINT FORMATS AND CONTENTS PREPARED PROPERLY?



____       ____



(DOD 4525.8M, CHAP 1, PAR C1.16.1)

100 03 020
                 ARE PROPER AMOUNTS OF POSTAGE STAMPS MAINTAINED BY APPROPRIATE UNITS FOR 

____       ____



EMERGENCIES, DEPLOYMENT, OR SMALL VOLUME MAILERS?


(DOD 4525.8M, CHAP 2, PAR C2.12.2)

100 03 021 
HAS THE ORDERING OF POSTAGE STAMPS BEEN PROPERLY AUTHORIZED?



____       ____



(DOD 4525.8M, CHAP 2, PAR C2.12)

100 03 022 
ARE POSTAGE STAMPS PROPERLY SECURED? 




            
   
____       ____



(DOD 4525.8M, CHAP 2, PAR C2.12.3)


100 03 023
                ARE POSTAGE METERS AND METER KEYS BEING PROPERLY SECURED?



____       ____



(DOD 4525.8M, CHAP 2, PAR C2.11.8-C2.11.8.2)

1

100 03 024 
ARE OMP INSPECTIONS CONDUCTED AT LEAST ANNUALLY AS REQUIRED?



____       ____



(DODI 4525.8, E4, PAR E4.3.4)

100 03 025 
DO POSTAGE METER SUPPLIES MEET THE REQUIREMENTS FOR THE COMMAND?
   

____       ____



(DOD 4525.8M, CHAP 6, PAR C6.5.3.3.1)

100 03 026 
OFFICIAL MAIL PROGRAM FOR THE COMMAND WAS RATED AS __________________________



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.

_______________________________________________


           _____________________________________________

OMM’S SIGNATURE





                              INSPECTOR (SIGNATURE, GRADE AND TITLE)
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