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Postal Service Checklist

1.  Function.  The function covered by this checklist is administration of Cadet Command funds provided for postal services.

2.  Purpose.  The purpose of this checklist is to assist SROTC and JROTC schools in evaluating the key management controls listed below; it is not intended to cover all controls.

3.  Instructions:

    a.  These management controls must be evaluated annually.  All questions will not apply to all schools; answer those questions that apply to your activity.  If your school provides your postal support (i.e. you receive no funds or stamps from the Army), you do not need to complete this checklist.
    b.  Answers must be based on the actual testing of key management controls (e.g. document analysis, direct observation, sampling, etc.).  Answers which indicate deficiencies must be explained and corrective action indicated in supporting documentation. 

4.  Test Questions.

    a.  Is there a document such as a SOP, policy memorandum, or local regulation that briefly identifies the office management control process for the postal program?

    b.  Have copies of the appointment memo and signature cards for one primary and two alternates been provided to the servicing finance and accounting office?

    c.  Are copies of the SF 1034, Payment Voucher, on file in the activity and at region headquarters for each cash request to purchase postage/services?

    d.  Are "running balances" kept for each region-approved obligation account (e.g. those set up at the local post office IAW permit requirements or reimbursable accounts with the school/support installation)?

    e.  Are permit mailings used whenever large volume mailings with uniform size and weight are processed?  (NOTE:  JROTC UNITS ARE NOT AUTHORIZED PERMITS.)

    f.  Are all business reply mailings preaddressed to Army activities only?

    g.  Are mailing lists reviewed and updated annually for continued necessity?

    h.  Do contracts for printing and distribution contain specifications for using the least costly mailing services consistent with priority of the material?

    i.  Is unauthorized use of official mail reported and reviewed to determine any appropriate reimbursement of postage costs?

    j.  Is only one person given the responsibility for security of stamps to prevent theft, misuse, waste, or loss?

    k.  Are stamps secured in locked containers each night?

    l.  Rather than stockpiling, are odd sizes or unusable denominations of stamps used or given to the support installation mail room?

    m.  Are reports reviewed by the senior official at the submitting activity at least quarterly to look for excessive under/over use or possible abuse of program funds?  
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