POSTAL ADMINISTRATION CHECK-LIST
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POSTAL ADMINISTRATION CHECK-LIST


















                
    
 YES NO
DAILY ADMINISTRATIVE TASKS
1.  Is the front office, to include the Officers’ 

offices, being maintained in a neat and orderly fashion?  


__          
        

2.  Is the filing done daily and in a timely manner?     


             
        

3.  Are morning reports completed and sent to company 

daily by 0730? 







             
        

4.  Are copies of pertinent administrative

Information retained for the required amount of time?


              
        

5.  Is the Postal Personnel Board maintained in a 

professional manner?





    
              
        

6.  Are Postal Rosters updated?                                                            ___  ___
    a. Proficiency and Conduct Marks
              
    b. Platoon Rosters
 ___  ___

    c. Duty Rosters
 ___  ___

    d. Accountability Rosters
 ___  ___
        

7.  Is the recall roster being updated immediately after

changes are made and emailed to MCB CamPen and the 

company office.?





                     _    
        

8.  Is the Significant Events for Postal done every

Thursday before 1400?





                          
        

9.  Are Postal Manuals being maintained accordingly?
                                      
        

10. Are supply requisitions done on the 1st and 3rd Monday 

of the month?                               




               
        

11. Is the Command Chronology for MCB done the first

week of every month?





                           
        

12. Is the Command Chronology for CLR-17 submitted 

bi-annually (1 Jan and 1 Jul) and updated monthly?
                                      
        

13. Is the Fitness Report and Awards record book being maintained/
kept updated?







  ___  ___ 
        

14. Is the T/O (3121F) roster updated to reflect any

gains or losses?






                           
        

15. Is Admin ensuring that subordinate commands (CLB's

and CLR's) are contacting the Postal Admin Section

reporting gains or losses?




                            
        

16. Is the Admin Run conducted on a daily basis by 1000?                                      
        

17. Is the Admin vehicle cleaned and serviced weekly?
                                        
        

18. Are new joins properly checked in, to include:

    a. DD 285







                
        

    b. DD 2257 (if applicable)



                                        
        

    c. Privacy Act





                                        
        

    d. Security Statement




                                        
        

    e. Postal Individual Training Record


                                        
        

    f. Admin Check-in Sheet




                             
        

    g. Leadership Record Sheet



                                        
        

    h. Starter packet





                             
    i.  Postal clerk statement of understanding (SOU)
 ___  ___
        

19. Are starter packets updated and current?

                                         
        

20. Has the Marine been issued the following before

reporting to their work section:

    a. Recall roster





                             
        

    b. Training roster





                             
        

    c. Platoon roster





                             
        

21. Are all files and clipboards purged at the end of

each month?







                 
        

22. Is all paperwork filed in the Individual's Postal

jacket (i.e., awards, certificates, recommendations,

light/no duty chits, leave, etc.)?



                                       
23.  Are all folders for personnel that have PCS’d, closed out

 properly and filed with a correct destruction date? 
 ___  ___
        

Discrepancies:

Note:
All discrepancies will be corrected and a corrective action report will be submitted to the Postal Officer via the Postal Chief by:

Date:                             
Inspected by                
               Admin NCO:                    ___
Date:_______

8/3/2011

