INSPECTORS GENERAL CHECKLIST


UNIT: _______________________________________                           DATE: __________________________

5110        POSTAL AFFAIRS

            Functional Area Sponsor: HQMC Marine and Family Program Division
            Subject Matter Expert: MGySgt Gary Moore 
            (DSN) 278-9538 (COML) 703-784-9538
            Date Last Revised: 23 February 2016
Subsection 2: UNIT MAILROOM (UMR)                                    

              (APPLIES TO ALL MARINE CORPS UNITS AND ACTIVITIES MAINTAINING A MAILROOM AND OFFICIAL MAIL 
              CENTER (OMC). UNITS THAT DO NOT MAINTAIN A MAILROOM, REFER TO QUESTIONS 0228-0238.)
0201 
Has the Commanding Officer appointed in writing a unit postal officer and assistant postal 

officer to supervise the operation of the UMR? 


Reference: MCO 5110.6C, chap 1, par 3b-c, and par 4a(4);  




                                                                                             









 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0202  
Has the current Commanding Officer designated in writing all personnel authorized to receive 
and open all official mail to include accountable? 


Reference: MCO 5110.6C, chap 1, par 4a (3); chap 4, par 3a and par 3c (1)                                                                            
   







 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0203  
Has the Commanding Officer provided space and equipment necessary for proper mail 

handling and security?

            Reference: MCO 5110.6C, chap 1, par 4a (1); chap 2, par 4; chap 3, par 1
            (Note: Personal items and other gear that is not related to the delivery or processing of 
            mail are prohibited in the UMR.)   


                                                                 FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0204  
Are random unannounced inspections being conducted each week by the unit postal officer or 
assistant postal officer utilizing the current Inspectors General (IG) checklist?  


Reference: MCO 5110.6C, chap 1, par 4b (5); chap 2, par 6a
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0205  
Has the unit postal officer, assistant postal officer, mail clerks, and mail orderlies 
received the required training within 30 days of assuming mail handling duties?              


Reference: MCO 5110.6C, chap 1, par 4b (1-2), and par 4b (11); and chap 2, par 8



                      
                                      FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A

________________________________________________________________________________________________________________________________________________________________________________________________________________

0206  
Does the UMR maintain a copy of the most current edition of the following 
publications/directives? 
· DOD 4525.6-M, DOD Postal Manual. 

· OPNAVINST 5112.6E, Navy Postal Instruction. 

· MCO 5110.6C, Conduct of Marine Corps Unit Mail Rooms and Mail Distribution Centers. 

· Base Order for Postal Affairs (5112.3C CH 2). 

· Unit Mail Handling Order.


Reference: MCO 5110.6C, chap 2, PAR 1

(If UMR is equipped with a computer, electronic versions are authorized)
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0207
Has the command published a mail handling order that provides personnel with sufficient and    
up to date information about local mail service and mail handling procedures within the 
unit? This order must include the following:
· The correct and complete mailing address used by personnel attached to the command.

· The location and hours of operation of the Unit Mailroom/MDC and servicing post office.

· The location and collection hours for outgoing mail receptacles.

· Information about security of mail and postal effects.

· Procedures to establish a classified material screening point.

· Non-mailable items.

· Procedures for handling mail for personnel temporarily absent from the command.


Reference: MCO 5110.6C, CHAP 2, PAR 2
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0208  
Is DD Form 1115, “Mail Room No Admittance Except To Authorized Personnel,” displayed on or 
near the entrance to the UMR indicating hours of operation and an example of a correct 

personal and official mailing address for the command? 

            Reference: MCO 5110.6C, chap 2, par 3
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0209  
Does the unit have a minimum of two mail clerks and mail orderlies appointed per unit and 
section? 

            
Reference: MCO 5110.6C, chap 2, par 9
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0210  
Are DD Forms 285 and 2260 prepared, controlled and maintained? 

         
Reference: MCO 5110.6C, chap 2, chap 9a
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0211  
Do mail clerks and orderlies have in their possession their DD Form 285 whenever performing
            mail handling duties? 

            Reference: MCO 5110.6C, chap 2, par 9a
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0212  
Are only authorized personnel allowed to enter the UMR? 

            Reference: MCO 5110.6C, chap 3, par 2
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0213  
Are keys to the UMR being signed out by the designated mail clerks utilizing a key control 
log and are duplicates keys or combinations being retained and secured in accordance with 

            reference? 

            Reference: MCO 5110.6C, chap 3, par 3

                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0214  
Do the mail clerks understand the requirements for the security of the mail and the 
privileged nature of mail and postal records? 

            Reference: MCO 5110.6C, chap 3, par 1 and par 5
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0215  
Are the required protections given to the mail, in transit to and from the servicing post 
office? 

            Reference: MCO 5110.6C, chap 3, par 4

                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0216  
Do the mail clerks understand the detection and actions they must take for suspicious 
mail? 

            Reference: MCO 5110.6C, chap 3, par 6; chap 4, par 2h
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0217  
Do mail clerks and orderlies understand the instructions on delivery of PS Form 
            3849,”Delivery Notice/Reminder/Receipt,” for personal accountable mail? 





Reference: MCO 5110.6C, chap 4, par 2b
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0218  
Is all mail received from the servicing post office being back stamped by the mail clerk to 
show the date of receipt? 




Reference: MCO 5110.6C, chap 4, par 2d
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0219  
Is mail addressed to the mail clerks handled in accordance with the reference? 

            Reference: MCO 5110.6C, chap 2, par 5; chap 4, par 2e
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0220  
Do mail clerks understand all these instructions concerning the receipt and delivery of the 
following:
· Balloting material?

· Refused mail?

· Open by mistake?

· Mail received open, damaged, or missing contents?

· Mail for personnel TAD/leave?

· Mail for confined personnel?

· Casualty mail? Outgoing Mail
· Mail for Deserters?


Reference: MCO 5110.6C, chap 4, par 2, and par 4-6; chap 6, par 3a (6)
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0221  
Has the command ensured personnel are checking in and out with the UMR?

            Reference: MCO 5110.6C, chap 6, par 1

                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0222  
Is official mail being delivered only to authorized agents designated in writing by the 
current Commanding Officer?


Reference: MCO 5110.6C, chap 4, par 3a
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0223  
Is there a chain of receipt for official accountable mail, from acceptance by the mail clerk 
through delivery to an authorized agent and are delivery records (PS Form 3883) being 
properly completed, maintained, and verified by the unit postal officer daily?


Reference: MCO 5110.6C, chap 4, par 3c (2-7)
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0224  
Are NAVMCs 10572 (Directory File Cards) properly completed, filed, and maintained as 
required? 

            Reference: MCO 5110.6C, chap 4, par 3a 

                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0225  
Are mail clerks providing accurate and timely directory service for all Undeliverable-as-
Addressed mail to include Forwarded, No Record, Missent, and Moved Left No Forwarding 
Address mail and is the mail endorsed properly?

            Reference: MCO 5110.6C, chap 6, par 1-3a (5) and par4
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0226  
Are mail clerks provided with a copy of the unit diary, morning report, or other source 
documentation for updating directory file cards for individuals that do not or cannot 
provide this information? 


            Reference: MCO 5110.6C, chap 6, par 5

                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0227  
If mail delivery is through receptacles, is the unit in compliance with questions 0144-0151?

Reference: MCO 5110.6C, chap 5
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0228  
Has the unit established an OMC in order to monitor the Official Mail Program (OMP)? 


Reference: MCO 5110.4A, chap 4, par 2a


(IF THE UNIT IS MAINTAINING A POSTAGE METER/STAMPS, REFER TO SUBSEC 03 OFFICIAL MAIL   

             PROGRAM.)
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0229  
Did the Commanding Officer appoint in writing a unit Official Mail Manager (OMM) and does 
the appointment letter include the required information? (Assistant OMM is highly 
recommended in order to perform the OMM duties when the OMM is absent).

            Reference: DODI 4525.08, encl 4, par e4.3.1.1
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A

________________________________________________________________________________________________________________________________________________________________________________________________________________

0230  
Are copies of OMM appointment letters distributed and filed as required?   



Reference: DODI 4525.08, encl 4, e4.3.1.1.1-4
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0231  
Has the unit OMM received the required training by the installation OMM within 4 months 

            after assignment? 

           
Reference: DODI 4525.08, encl 4, par e4.3.2.1
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A

________________________________________________________________________________________________________________________________________________________________________________________________________________

0232  
Does the unit OMM have current copies of all publications required? 
· DODI 4525.08, DoD Official Mail Management.

· DOD 4525.8-M, DoD Official Mail Manual.

· MCO 5110.4A, Marine Corps Official Mail Program.

            Reference: DODI 4525.08, encl 2, par e2.1.9, MCO 5110.4A, chap 6, par 1

            (Electronic versions of these publications are authorized)
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A

________________________________________________________________________________________________________________________________________________________________________________________________________________

0233  
Is official mail being consolidated?


Reference: DOD 4525.8-M, chap 2, par c2.10
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0234  
Does the OMM understand the proper guidelines for the use of special services?


Reference: DOD 4525.8-M, chap 1, par c1.8
                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0235  
Is outgoing official mail addressed and formatted in accordance with the reference?


Reference: MCO 5110.4A, chap 1, par 5

                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0236  
Is the unit OMM carrying out the official mail program supervision requirements? 

            
Reference: DODI 4525.08, encl 4, par e4.3.3.1

                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A

________________________________________________________________________________________________________________________________________________________________________________________________________________

0237  
If the unit does not maintain a UMR, is official mail being delivered 
only to authorized 
agents designated in writing by the current Commanding Officer?


Reference: MCO 5110.4A, chap 6, par 2a  

                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________

0238  
If the unit does not maintain a UMR, is there a chain of receipt for official accountable 
mail from acceptance by the mail clerk through delivery to an authorized agent?


Reference: MCO 5110.4A, chap 6, par 2b


                                                                            FORMCHECKBOX 
 Yes       FORMCHECKBOX 
 No       FORMCHECKBOX 
 N/A
________________________________________________________________________________________________________________________________________________________________________________________________________________
Notes:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Mail Room Activities Rated:
   FORMCHECKBOX 
 Mission Capable 
  FORMCHECKBOX 
 Non-Mission Capable 
Discrepancies: _____
 Findings: _____   

Name of Inspector(s): ________________________              Sign: ________________________
Phone: ____________   ________________________              Sign: ________________________      

Unit Mail Clerk(s)    ________________________              Sign: ________________________

Phone: ____________

Unit Postal Officer   ________________________              Sign: ________________________ 
Phone: ____________
Person Debriefed:    ___________________
      Sign: ________________________

Phone: ____________ CO/XO Rank: ______________      
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