
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          DOES THE ACTIVITY OFFICIAL MAIL MANAGER (OMM) HAVE CURRENT          
____       ____
COPIES OF ALL PUBLICATIONS REQUIRED?

 
a. DoD 4525.8M


OFFICIAL MAIL MANUAL 



 ____
 ____

b. DoD I 4525.08


DoD INSTRUCTION (11 AUG 2006) 


 ____
 ____

c. MCO 5110.4A


MARINE CORPS OFFICIAL MAIL PROGRAM

 ____
 ____

d. MCO 5110.5D w/CH 1

OFFICIAL MAIL ADDRESS LISTING FOR 

 





MARINE CORPS COMMANDS



 ____ 
 ____
100 03 002          ARE OMM’S AND AOMM’S APPOINTED IN WRITING? 



              ____      ____

 (DODI 4525.08, ENCL 4, PAR E4.3.1.1 & E4.3.1.2)

100 03 003 
ARE OMM APPOINTMENTS FILED AS REQUIRED?   



            
____       ____

(DODI 4525.08, ENCL 4, PAR E4.3.1.1.1 & E4.3.1.1.3)

100 03 004
IS THE UNAUTHORIZED USE OF OFFICIAL MAIL BEING PROPERLY REPORTED? 
 ____      ____            

(DOD 4525.8M, CHAP 1, PAR C1.15 & DODI 4525.08 ENCL 4, PAR E4.3.3.1.3)

100 03 005 

IS THE OMM CARRYING OUT THE OMCCP SUPERVISORY REQUIREMENTS?

____       ____
(DODI 4525.08, ENCL 4, PAR E4.3.3)

100 03 006
IS OFFICIAL MAIL BEING CONSOLIDATED TO THE MAXIMUM EXTENT

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

100 03 007 
HAVE ALL DISCREPANCIES NOTED ON THE LAST INSPECTION 


____       ____
BEEN CORRECTED?
OFFICIAL MAIL PROGRAM FOR THE COMMAND WAS RATED AS    ____________________________

REMARKS:     (USE FOR FINDINGS, DISCREPANCIES AND NOTES THAT NEED AMPLIFICATION OR WERE NOT LISTED)

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
NAME OF OFFICIAL MAIL MANAGER ________________________    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)

REVISED: AUG  2011


