


Theater Postal Operations
	Note to Users: 

This checklist may include terms specific to Operation Enduring Freedom and should be customized as needed. For example:
 
For specific percentages and numbers, the user should apply the appropriate numbers; such as 70%, 80%, 90%, 99%, etc.

For periodic terms, such as “weekly,” the user should apply the appropriate period, such as daily, weekly, biweekly, monthly, annually, etc.



	Quality Assurance

	REQUIREMENT
	YES
	NO
	N/O
	N/A
	COMMENT

	1. Does the contractor  provide performance based services to include the following:  Processing and Distribution (Operations Section)  including Parcel Inspection, Accountable Mail, Postal Claims, Postal Supply, and Finance Operations?  
	
	
	
	
	

	2. Does the contractor handle the following categories of mail:  All prograde, retrograde, redirect and accountable mail with 95% success rate per month?
	
	
	
	
	

	3. Does the contractor have a process to report contaminated and suspicious mail to the Government?
	
	
	
	
	

	4. Does the contractor process the movement of all prograde mail received within 24 hours of reception?  
	
	
	
	
	

	5. Does the contractor ensure all customers at the post office are Military Postal Service (MPS) authorized users and approved Coalition partners, by verifying the customers’ common access card (CAC)/identification card (ID) and ensuring the post office has a copy of the coalition partner’s approved memorandum of agreement granting the coalition country MPS privileges?  (100% success rate per month)
	
	
	
	
	




	REQUIREMENT
	YES
	NO
	N/O
	N/A
	COMMENT

	6. Does the contractor ensure customer service hours are clearly posted? (100% success rate per month)
	
	
	
	
	

	7. Has the contractor planned for up to 4 customer mail counters at each APO location?
	
	
	
	
	

	8. Has the contractor prepared postal standard operating procedures (SOP) in accordance with USPS, DOD, and other appropriate manuals, policies, publications, regulations, and procedures and update them as mission requires?  
	
	
	
	
	

	9. Does the contractor supervisor ensure postal offenses are reported IAW the appropriate regulations within 72 hours of discovery?
	
	
	
	
	

	10. Has the contractor supervisor been educated on the procedures for posting Postal Net Alerts (PNAs)?
	
	
	
	
	

	11. Does the contractor supervisor understand the provisions for detaining and seizing mail?
	
	
	
	
	

	12. Does the contractor supervisor ensure all required manuals, policies, publications, regulations, and applicable posters are maintained in each section of the postal facility?
	
	
	
	
	

	13. Does the contractor supervisor ensure postal clerks are briefed on mail security before assuming postal duties and reviewed every 6 months thereafter? (100% success rate per month)
	
	
	
	
	

	14. Does the contractor supervisor ensure each postal employee has in their possession the appropriate forms? (100% success rate per month)
	
	
	
	
	




	REQUIREMENT
	YES
	NO
	N/O
	N/A
	COMMENT

	15. Does the contractor supervisor inform all personnel of their responsibilities, obligations, and liabilities in handling postal funds and mail and ensure all personnel who handle postal effects and/or accountable mail are designated properly on the appropriate form signed by the Military Postal Officer/COR, and designations are terminated properly when an individual is relieved or reassigned?
	
	
	
	
	

	16. Does the contractor supervisor ensure postal facility is adequate and employees maintain required internal security measures? 100% success rate per month.
	
	
	
	
	

	17. Does the contractor supervisor ensure compliance with all manuals, policies, publications, regulations and conduct thorough unannounced inspections of all mail handling areas?
	
	
	
	
	

	18. Does the contractor supervisor maintain records of all periodic inspections of the mail handling areas?
	
	
	
	
	

	19. Does the contractor supervisor inspect all connexes and containers assigned to the APO for any old or overlooked mail and unaccounted for equipment?  (95% success rate per month)
	
	
	
	
	

	20. Does the contractor supervisor safeguard keys to postal facilities and mail collection boxes?  (100% success rate per month)
	
	
	
	
	

	21. Does the contractor ensure all employees are postal trained and submits the training certifications and qualifications (i.e., security clearances, background checks, etc.) specified in the PWS to the COR prior to arriving in theater?
	
	
	
	
	




	REQUIREMENT
	YES
	NO
	N/O
	N/A
	COMMENT

	22. Does the contractor possess the ability to process mail within the mail volume ranges that are shown on the pricing matrix for the base range for the base and each option year with the ability to prepare for peak periods due to holiday mail (1 November – 1 January) and personnel surges lasting up to thirty days or more for all classes and types of mail?   (100% success rate per month) 
	
	
	
	
	

	23. Does the contractor provide the local distribution and transportation of mail to and from the Air Stop operation with the capability of delivering an average of 1.63 lbs of mail per person daily?
	
	
	
	
	

	24. Does the contractor ensure that employees are trained to handle balloting materials in accordance with USPS, DOD, and other appropriate regulations, policies, and procedures? (100% success rate per month)  
	
	
	
	
	

	25. Does the contractor operate 365 days a year, and have adequate personnel available for operations 24 hours a day? (100% success rate per month)
	
	
	
	
	

	26. Does the contractor perform a background and certification check on all employees? (100% success rate per month)
	
	
	
	
	

	27. Are any contracted employees that handle money or signs for equipment a U.S. citizen? (100% success rate per month)
	
	
	
	
	

	28. Does the contractor provide specific training for unit mail clerks (UMC) (100% success rate per month)
	
	
	
	
	

	29. Are Unit mail clerk's DD Form 285 cards checked daily by the contractor before UMCs are allowed to pick up unit mail?
	
	
	
	
	

	30. Does the contractor accommodate changes in workloads caused by temporary events, such as redeployment or holiday, with 45-days notice? (100% success rate per month) 
	
	
	
	
	

	REQUIREMENT
	YES
	NO
	N/O
	N/A
	COMMENT

	31. Does the contractor provide written plans for one-time events that include but are not limited to personnel work stoppage, strikes, labor disputes, national disasters, terrorist acts, chemical and biological contamination situations, declared and undeclared states of emergency, and military contingency operations? (100% success rate per month)
	
	
	
	
	

	32. Does the contractor implement plans to monitor employees to prevent theft and tampering of mail and present to the COR for approval? (100% success rate per month)
	
	
	
	
	

	33. Does the contractor ensure a Finance SOP is on hand and utilized, to include operating manually if IRTs are not operational?
	
	
	
	
	

	34. Does the contractor shall ensure postal posters in plain view for postal patrons and postal forms are readily available? (100% success rate per month)
	
	
	
	
	

	35. Does the contractor ensure finance clerks enforce standards for:

a) Packaging and labeling of mail; articles presented for mailing are addressed on one side only; 
b) Priority and SAM service is endorsed on mail prior to the application and 
c) Sale of postage? 
	
	
	
	
	

	36. Does the contractor ensure finance clerks are familiar with which services are available for each class of mail; clerks are properly computing fees for special services and adding them to the postage for the article mailed?
	
	
	
	
	

	37. Does the contractor ensure proper rates of postage are being assessed according to class, weight, and zone?
	
	
	
	
	




	REQUIREMENT
	YES
	NO
	N/O
	N/A
	COMMENT

	38. Does the contractor ensure mail accepted as MPS/IDS meet the size/weight restrictions and policy requirements?
	
	
	
	
	

	39. Does the contractor ensure correct fees are charged for oversize or non-machineable pieces and the “70 lb rule” is applied when appropriate?
	
	
	
	
	

	40. Does the contractor ensure finance clerks are familiar with what types of mail are eligible for Insured service? Finance clerks shall be aware that items exceeding $5,000 in value are recommended to be registered?  
	
	
	
	
	

	41. Does the contractor ensure personal property is not stored in fixed-credit containers and the containers are secured or under constant guard by a finance clerk?
	
	
	
	
	

	42. Does the contractor ensure finance clerks only cancel postage stamps in view of the postal patron?  
	
	
	
	
	

	43. Does the contractor ensure the postal patron affixes postage stamps on articles to be mailed?  
	
	
	
	
	

	44. Does the contractor ensure finance clerks affix postage meter tapes (PVI Labels) at the time of acceptance in view of the postal patron?
	
	
	
	
	

	45. Does the contractor ensure parcels with an address label have the postage stamps or meter tapes affixed so that the postage stamps or tapes overlap the upper right corner of the address label?
	
	
	
	
	

	46. Does the contractor ensure finance clerks know the maximum amount for a single money order, the maximum amount of money orders a patron can purchase per day, and the use of PS Form 8105-A, "Funds Transaction Transfer Report?"  
	
	
	
	
	

	47. Does the contractor ensure finance clerks know when a no-fee money order can be issued?
	
	
	
	
	




	REQUIREMENT
	YES
	NO
	N/O
	N/A
	COMMENT

	48. Does the contractor ensure finance clerks follow proper procedures for cashing money orders?
	
	
	
	
	

	49. Does the contractor ensure money order imprinters at the APO are safeguarded and have the correct office plate number?
	
	
	
	
	

	50. Does the contractor ensure finance clerks know the procedure when a money order is lost, issued out of sequence, when a voucher is missing, or for handling spoiled money orders?  
	
	
	
	
	

	51. Does the contractor ensure finance clerks complete PS Form 3806, Receipt for Registered Mail, when accepting Registered mail and maintain duplicates in numerical sequence?  
	
	
	
	
	

	52. Does the contractor ensure a PS Form 3854, Manifold Registry Dispatch Book, is used to make transfers to the registry section when the acceptance window is a separate operation?
	
	
	
	
	

	53. Does anyone handling Registered mail have a favorable National Agency Check (NAC) and have and maintain a SECRET clearance?
	
	
	
	
	

	54. Does the contractor ensure finance clerks maintain a duplicate of the PS Form 3369 and PS Form 17 for their fixed credit extended from the Custodian of Postal Effects (COPE)?  
	
	
	
	
	

	55. Does the contractor ensure finance clerks are printing PS Form 1412-A at the end of shift and funds are turned into the COPE?  
	
	
	
	
	

	56. Does the contractor ensure finance clerks are entering any AIC 553’s for spoiled PVI labels and properly preparing PS Form 3533?  
	
	
	
	
	

	57. Does the contractor ensure that all personnel receive training and know how to operate the IRT and Pitney Bowes in order to provide finance services IAW DoD 4525.6M?
	
	
	
	
	

	REQUIREMENT
	YES
	NO
	N/O
	N/A
	COMMENT

	58. Does the contractor utilize the appropriate forms, regulations, and guidance when conducting open parcel inspection to determined the mailability of articles? (95% success rate per month)
	
	
	
	
	

	59. Does the contractor ensure parcel inspectors request CAC or ID card from the uniform Service Member and DOD civilian employees and maintains possession of ID until inspection process is complete? Civilian contractors must present their CAC, letter of authorization (LOA) and a secondary U.S. government issued identification.  
(100% success rate per month)
	
	
	
	
	

	60. Does the contractor ensure metal detector wands are utilized during inspection process?
	
	
	
	
	

	61. Does the contractor ensure parcel inspectors thoroughly inspect each parcel and verify contents against items listed on customs form?  
	
	
	
	
	

	62. Does the contractor ensure parcel inspectors remove prohibited articles, notify the mailer why the article is not authorized for mailing, and return the article to the patron?  
	
	
	
	
	

	63. Does the contractor ensure parcel inspectors follow procedures for non-mailable articles when discovered?
	
	
	
	
	

	64. Does the contractor ensure parcel inspectors seal the parcel in view of the postal patron?  
	
	
	
	
	

	65. Does the contractor ensure parcel inspectors sign customs form legibly to identify inspector?  
	
	
	
	
	

	66. Does the contractor ensure copies of customs forms are kept for 60 days?
	
	
	
	
	

	67. Does the contractor ensure the claim and inquiry SOP is on hand and utilized? 
	
	
	
	
	

	68. Does the contractor ensure claims are initiated according to correct procedures?
	
	
	
	
	




	REQUIREMENT
	YES
	NO
	N/O
	N/A
	COMMENT

	69. Does the contractor ensure claims for loss of unnumbered insured items are filed only by the mailer?  
	
	
	
	
	

	70. Does the contractor check total loss claims against delivery records before initiating a claim to determine proper disposition?
	
	
	
	
	

	71. Does the contractor ensure claims clerk is familiar with what constitutes evidence of insurance, value and proof of loss; and procedures for submitting duplicate claims?
	
	
	
	
	

	72. Does the contractor claims clerk ensure that packaging and items are presented for damage or loss of contents?  Damaged items with little or no salvage value are retained by the customer.  
	
	
	
	
	

	73. Does the contractor ensure money order inquiries are processed on the appropriate form?
	
	
	
	
	

	74. Does the contractor ensure PS Form 673, Report of Rifled Parcel, is prepared immediately upon discovery of each rifled parcel and a postal offense report is submitted to POD?  
	
	
	
	
	

	75. Does the contractor ensure that upon discovery of wrappers without contents, the claims clerk processes according to instructions on PS Form 3760, Parcel Search Request?  
	
	
	
	
	

	76. Does the contractor claims clerk use PS Form 1510, Mail Loss/Rifling Report, to initiate inquiries for non-accountable mail?
	
	
	
	
	

	77. Does the contractor only assist customers in filling out claim fund forms? (Final approval of ALL mail claims shall come from the Government COPE, Contractor should direct mail claim handlers to www.usps.com)  
	
	
	
	
	

	78. Does the contractor ensure the Postal Operations SOP is on hand and being utilized? (100% success rate per month)
	
	
	
	
	




	REQUIREMENT
	YES
	NO
	N/O
	N/A
	COMMENT

	79. Does the contractor ensure mail call hours are clearly posted? (100% success rate per month)
	
	
	
	
	

	80. Does the contractor ensure that mail collection boxes are located conveniently for authorized customers to deposit outgoing mail?
	
	
	
	
	

	81. Does the contractor ensure lobby and collection boxes have notices that display the last collection and dispatch time and state that mail deposited after the last collection time will not be processed or postmarked until the following business day?
	
	
	
	
	

	82. Does the contractor ensure mail collection boxes display the USPS Label 55-A, US Mail Emblem, and list collection times on USPS Label 55, Deposit Mail for Collection?
	
	
	
	
	

	83. Does the contractor ensure mail from collection boxes are collected within 20 minutes after the last collection time posted and collection times coincide with dispatch schedules to prevent unnecessary mail delays? (100% success rate per month) 
	
	
	
	
	

	84. Does the contractor ensure outgoing letters and flats are legibly postmarked to show the date of receipt? (95% success rate per month)
	
	
	
	
	

	85. Does the contractor ensure letter class mail is prepared and processed on the first available means of transportation to the inter-theater gateways with as high a priority as possible? (95% success rate per month)
	
	
	
	
	

	86. Does the contractor ensure that operations section follows rules pertaining to preparation of pouches, sacks, and trays and that the mail is properly prepared for dispatch? (95% success rate per month)
	
	
	
	
	




	REQUIREMENT
	YES
	NO
	N/O
	N/A
	COMMENT

	87. Does the contractor ensure correct slide labels are used for all pouches, sacks and trays?  Slide labels shall include the APO zip code of the postal activity making the dispatch and shall be stamped with the date of dispatch.  (95% success rate per month)
	
	
	
	
	

	88. Does the contractor ensure all pouches are properly tagged with the correct flight tag and mail class tag when appropriate? (95% success rate per month)
	
	
	
	
	

	89. Does the contractor ensure the APO has the latest copy of the appropriate requirements for proper massing and labeling scheme and routing charts for use and posting in the appropriate sections of the post office?  (95% success rate per month)
	
	
	
	
	

	90. Does the contractor ensure international mail is properly routed for countries with routing of International Exchange Office (IEO)? (95% success rate per month) 
	
	
	
	
	

	91. Does the contractor ensure international mail for countries showing routing of JFK is properly dispatched to AMC/JFK Kennedy, NY 00300 (95% success rate per month) 
	
	
	
	
	

	92. Does the contractor ensure case and rack design is IAW the USCENTCOM CAMALS; contractor shall add sorts when they have recurring volumes that generate enough for direct pouches? (100% success rate per month)
	
	
	
	
	

	93. Does the contractor ensure the designated person breaks the seal on the truck and verifies the seal number against the seal number on DD Form 1372 (Mail Manifest) and 1384-2 (Transportation Control and Movement Document)? (95% success rate per month)
	
	
	
	
	

	REQUIREMENT
	YES
	NO
	N/O
	N/A
	COMMENT

	94. Does the contractor ensure mail is protected from loss, theft, tampering, damage and compromise during all phases of processing and transmission? (95% success rate per month)
	
	
	
	
	

	95. Does the contractor ensure operations personnel examine pouches and sacks to ensure all mail and labels have been removed, and equipment can be used again? (95% success rate per month)
	
	
	
	
	

	96. Does the contractor ensure mail received in damaged condition is properly rewrapped, endorsed, and delivered on the day of receipt?
	
	
	
	
	

	97. Does the contractor ensure misrouted mail is postmarked and endorsed to indicate the date of receipt before it is dispatched to the appropriate destination? (95% success rate per month)
	
	
	
	
	

	98. Does the contractor report high volumes of misrouted mail (received on direct triwalls processed at Newark) to the appropriate Mail Control Activity (MCA) via e-mail with the following information: piece count, date mail was received, and means of delivery? (95% success rate per month)
	
	
	
	
	

	99. Does the contractor ensure free mail meets size and contents limitations, and is correctly addressed?
	
	
	
	
	

	100. Does the contractor ensure USPS Poster 26, Letter and Package Bomb Indicators, and USPS Poster 84,Suspicious Mail, is posted in the work area and personnel are knowledgeable on what actions they must take for a suspicious mailing? (95% success rate per month)
	
	
	
	
	




	REQUIREMENT
	YES
	NO
	N/O
	N/A
	COMMENT

	101. Does the contractor ensure contractor operations clerks examine DD Form 285 to verify whether unit mail clerk is authorized to pick up unit mail, and provides escort and assistance to mail clerks? (100% success rate per month
	
	
	
	
	





13

