PFO INSPECTION CHECKLIST
SECURITY










YES     NO
1.  Is the office maintained in a neat and orderly condition and free of excess equipment?


___        ___

2.  Are points of contact for emergency situations posted on door and all safes?



___        ___

3.  Is the daily security checklist properly completed?






___        ___

4.  Do all personnel have a DD Form 285 in their possession? (DoD 4525.6m Vol I Chap. 4, 403)

___        ___

5.  Is the key control log properly maintained? (DoD 4525.6m Vol I Chap. 9, 906.1.g)


___        ___

6.  Are all safes free of personal gear and have duplicate keys/combinations been properly sealed in 

PS Form 3977 and provided to the OIC?  (All PS Form 3977's will have paper tape across the back.

DoD 4525.6m Vol I Chap. 5, 504.2)







___        ___

7.  Are all units sealing their duplicate keys/combinations in the PS Form 3977 envelopes with a PS Form

1096 properly filled out and turned into the PFO office?





___        ___

MANUALS, BULLETINS, AND DOCUMENTS
8.  Is the PFO's and UNIT's turnover folder properly maintained and updated?



___        ___

9.  Are Postal Bulletins being dated with the A.P.D.S., read/initialed by each clerk, and all 

changes made to the appropriate manuals? (ASM 310)





___        ___

10.  Are all postal records being retained for the appropriate amount of time and filed properly?

Old records will be destroyed within the first week of each month. (ASM Exb. 351.21)


___        ___

11.  Are PS Form 3849's being filed numerically by the last two digits of the identifying article number, 

and are they being retained for two years? (DoD 4525.6m Vol II Chap. 4, 406.1.i)


___        ___
12.  Are PS Form 3806's properly completed and filed? (DoD 4525.6m Vol I Chap. 8, 802.5.b)

___        ___

13.  Are DD Form 2261's (Registry Balance) properly completed and filed? 



___        ___

 (DoD 4525.6m Vol I Chap. 8, 802.5.h 
14.  Are PS Form 3854's (Manifold Registry Dispatch Book) properly completed and filed separately?

(DoD 4525.6m Vol I Chap. 8, 806.5.c, d and e)






___        ___

15.  Is PS Form 3883 properly completed and articles delivered only to authorized personnel?

(DoD 4525.6m Vol II Chap. 4, 406.5)







___        ___

16.  Is PS Form 3369 (Consigned Credit Receipt) properly completed and on hand for the COPE 

and the NCOIC's? (DoD 4525.6m Vol I Chap. 5, 502.3.a, 502.5.a, 503.1.c and 503.3)


___        ___

17.  Are letters of authorization (LOA’s)being maintained and updated?




___        ___

(PFO SOP)
REGISTERED MAIL
18.  Is registered mail properly handled? (DoD 4525.6m Vol I Chap. 8, 801)?



___        ___

19.  Is registered mail secured by a three-position changeable combination lock? (DoD 4525.6m Vol I

Chap. 8, 802.2)










___        ___
                                                                                                                                                                           YES      NO
ACCOUNT AND STAMP STOCK








20.  Are monthly and quarterly audits of Unit Postal accounts being conducted as required?             
___        ___

21.  Are overages and shortages beyond the authorized tolerance properly reconciled by all COPE's?

(DoD 4525.6m Vol I Chap. 12, 1202.9.c)







___        ___

22.  Have personnel with consistent, excessive stock overages and shortages been relieved of duties?
___        ___

(DoD 4525.6m Vol I, Chap 12, Para 1202.8

23.  Are PS Form 17's (Stamp Requisitions) submitted by the PFO as needed?

 (DoD 4525.6m Vol I Chap. 5, 503.17.5.b(1))






___        ___
24.  Are PS Form 17's properly completed, processed, and transactions recorded?

 (DoD 4525.6m Vol I Chap. 5, 503.17.5b(1), 503.17.6a)





___        ___

25.  Are stamp requisitions received from SDO opened in the presence of a witness and the contents

verified? (DoD 4525.6m Vol I Chap. 5, 502.6)






___        ___

26.  Do all figures in PS Form 3295 balance with the PFO's main stock? (DoD 4525.6m Vol I

Chap. 5, 503.17.6a)









___        ___

27.  Are deposits promptly submitted to the designated banking facility? (DoD 4525.6m Vol I

Chap. 5, 501.2)










___        ___

28.  Are PS Form 1412's verified and completed as required?





___        ___

29.  Are all transactions dealing with the quarterly postal supply funds properly processed?

___        ___

30.  Are there sufficient funds and equipment available for deploying units?



___        ___

31.  Does the PS Form 3958 (Stamp Inventory Listing) match the PS Form 3295?


___        ___
MONEY ORDERS
32.  Do all Money Order imprinters have the correct Unit Identification Code?

 (DoD 4525.6m Vol I Chap. 7701.2)







___        ___

33.  Are blank Money Order forms being properly secured? (DoD 4525.6m Vol I Chap. 7, 705.1)

___        ___

34.  Is DD Form 885 (money order control log) properly completed?  (DoD 4525.6m Vol I Chap. 7, 704.1)
___        ___

35.  Are blank Money Order forms requisitioned on PS Form 17 at least 45 days before they will be needed?

(DoD 4525.6m Vol I Chap. 7, 702.1)







___        ___

36.  Are incoming Money Order shipments verified with a witness? (DoD 4525.6m Vol I Chap 7, 703.2)
___        ___

CLAIMS











37.  Are all documents related to claim inquiries properly maintained by the PFO?                                  
___        ___

38.  Is a copy of all claims submitted by the Military Post office turned into the PFO for filing?












___        ___
Equipment
39.  Is all accountable equipment listed on the PS Form 1590?





___       ___

40.  Are all IRT disks for the finance units being updated with the newest version?


___       ___

41.  Are all changes to the SOP submitted to the Postal Officer for approval?



___       ___

DISCREPANCIES

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________
________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

NOTE:  All discrepancies will be corrected and a corrective action report will be submitted to the Postal Officer via the COPE by the date listed here:                        .
____________________                  ________________________                  ________________________                                                                    

NCOIC'S PRINTED NAME                    INSPECTOR'S PRINTED NAME                    REVIEWER'S PRINTED NAME

 ____________________                             _________________________ 
                   __________________________                                                                                   
NCOIC'S SIGNATURE                           INSPECTOR'S SIGNATURE                            REVIEWER'S SIGNATURE
GRADE RECEIVED:  MISSION CAPABLE               NON-MISSION CAPABLE               DATE  ______________  

9/26/2007
3

