DIRECTORY INSPECTION CHECKLIST
PROCESSING                                                                                                                                    
YES
NO
1.
Is the Postal Directory being used for re-working mail and not as a base locator?) 

___
___

(DoD 4525.6M, C3.4.2.1












2.
Is undeliverable Official Mail receiving the appropriate directory service? 

(DoD 4525.6M, C3.4.2.2)







___
___

3.
Is directory mail being annotated and processed correctly?  

(i.e., directory chop, address below to right and  EDA dates) (DoD 4525.6M, C3.4.5)

___
___

4.
Is the APDS chop being placed on the reverse of each mail piece? (DoD 4525.6M, C3.4.5.2.9)
___
___

5.
Is a SNCO checking the rework mail to ensure that mail clerks are complying with regulations?

 
(DoD 4525.6M, C3.4.5.3)







___ 
___

6.
Is forwarded First Class and Standard Mail endorsed "Change of address due to official orders?


(DoD 4525.6M, C3.4.6.1)







___
___

7.
Is deserter mail processed correctly?  (DoD 4525.6M, C3.4.6.3)
           


___
___

8.
Is dead mail (letters, flats and parcels) processed correctly?
(DoD 4525.6M, C3.2.10.2)
___
___

9.
 Is the voting and balloting material processed correctly? (Hold for 30 days if EDA)


 (DoD 4525.6M, C3.5)








___
___

10.
  Is mail for casualties processed correctly?  (DoD 4525.6M, C3.4.9.2.4)       

 
___
___

11.
  Are ID cards that are turned into directory properly processed and delivered or turned over 


  to PMO if the individual can not be found? 
                                                                       
___
___

12.
  Are forwarding labels for First Class mail used properly and placed on the mail properly?          ___
___

13.
  Are periodicals; clear of all markings on the original mailing address?  This include's 


  the proper procedure for NR, MLNFA, MS or forward mail to be placed on a yellow 


  label on the address side (DoD 4525.6M)                       



              ___         ___ 

14.
   Are separation cards being utilized on a daily basis?


                            ___

___

15.
  Are CFS placards utilized on a daily basis?



                            ___

___

16.
  Is the CFS cart marked properly?



 
                            ___

___

17.
   Are all Directory Stats entered into the Ops Zone?


                           ___
       ___                                                                                                                       
18.
 Does all Directory Clerks have a current and active MAPS/PALS account?
                            ___

___
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PUBLICATIONS








YES
NO
19.  Is second class mail for reassigned personnel not served by the same 

MPO forwarded to CFS for publisher’s notification of the correct mailing address?

(DoD 4525.6M, C3.4.6.21)
                                                                                                     ___

___
20. Are undeliverable newspapers for transferred personnel being properly processed via CFS? 


(DoD 4525.6M, C3.4.6.22.2.4)                                                                                   
               ___
___

21.  Is ASR (Address Service Requested) mail being forwarded to CFS when a forwarding 
address is given?        (DMM 507.3.0)                         
              ___
___

Discrepancies:
NOTE:  All discrepancies will be corrected and a corrective action report will be submitted to the Operations Officer via the Operations Chief by the date listed here:                        .
_______________________                                  _______________________                           _____________________                               
NCOIC/Clerk Printed name                                          Inspectors  Printed name                                Reviewer's Printed Name
_____________________   ____ 

   _______________________                                              ________________                                                    
NCOIC/ Clerk  Signature                                                  Inspectors Signature                                      Reviewer's Signature
GRADE RECIEVED:  MISSION CAPABLE         NON-MISSION CAPABLE          DATE ________                
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