
MAIL ROOM INSPECTOR'S INSPECTION CHECKLIST

MAIL INDOCTRINATION COURSE INFORMATION                                                                         YES   NO
1. Is the message announcing the class sent out two weeks in advance?                                                          ___    ___

2. Is a minimum of thirty Unit Mail Clerk Indoctrination Course Manuals maintained at all times?              ___    ___
3. Are all changes promptly made to the course and submitted to the Postal Officer?                                    ___    ___


       
4. Is the course contents reviewed before the class is given and all the required materials obtained in          ___    ___
advance?
5. Is the class critiques and attendance roster, with grades, annotated properly filed?                                    ___    ___



MAIL ROOM INSPECTOR'S ADMINISTRATION

6. Are all copies of the Unit Mail Clerk Indoctrination Certificates filed in their respective unit folders?      ___    ___


7. Are folders properly maintained?
                                                                                                                 ___    ___







8. Is filing done on a daily basis?                              
                                                                                    ___    ___







9. Is the Postal Officer list maintained?                    
                                                                                    ___    ___






10. Are the Quarterly results moved to the G-drive directory at the end of each quarter?

            ___    ___


11. Is the Mail Room Inspector's Office being maintained in a professional manner?

            ___    ___
12. Is a folder maintained on Postal violations and offenses (calls, inquiries, messages, investigations         ___    ___
and follow-on reports filed)?
INSPECTION REPORT PREPARATION PROCEDURES

13. Are the Document Information Files being properly filled in on all inspections?                      
            ___    ___
14. Are inspections submitted for signature within three working days?                                                         ___    ___
15. Are copies of all reports being properly filed?                                                                                            ___    ___


16. Is the original report forwarded to the respective inspector's office?
                                                        ___    ___
17. Are corrective action reports received within thirty days of the summary report being sent out?
            ___    ___
MAIL ROOM SCHEDULING                                                
18. Is the quarterly mailroom schedule completed before the first day of each quarter?                                 ___    ___



19. Is the quarterly mailroom schedule updated with any change of  dates from the original schedule?         ___    ___
20. Does the schedule follow the goal of 50% of the mailrooms scheduled for inspection in the first            ___    ___
month, 30% the second month and 20% the third month with no inspections scheduled for the last two
weeks of the quarter?
                                                                                                                                                                          YES   NO
21. Are the inspections for Bridgeport being conducted when required?
                                                        ___    ___

22. Do the Mail Room Inspectors stop by or call the serving post office for common mail room                   ___    ___  

discrepancies before conducting inspections?
23. Are post and pre-deployment inspections conducted within fourteen days of leaving or arrival?
            ___    ___
24. Are courtesy inspections done upon request?                                                                                
            ___    ___

NOTE:  All discrepancies will be corrected and a corrective action report will be submitted to the Postal Officer via the Postal Chief by the date listed here: _________.
__________________________         _____________________________          _____________________________
SNCOIC’S PRINTED NAME         INSPECTOR'S PRINTED NAME          REVIEWER'S PRINTED NAME              
_________________________          _____________________________           _____________________________
SNCOIC’S SIGNATURE                INSPECTOR'S SIGNATURE                  REVIEWER'S SIGNATURE                            

GRADE RECEIVED:  MISSION CAPABLE _____     NON-MISSION CAPABLE _____      DATE ________  
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