Unit Name:  ______________________________

Quarterly Self-Audit Review 
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	YES
	NO
	Question Related to Finding:
	Policy:
	Frequency
	If no, date will be corrected

	
	
	Accountability
	
	
	

	
	
	1. (All) Is the Unit PS Form 1412 verified against support documentation & signed indicating verification was performed?  Exception:  POS offices are authorized to use an electronic signature indicating verification.
	F-101, 2-4.1 and 13-2.6
	Daily
	

	
	
	2. (All) Is the total stamp stock limit in AIC 853 (Total Office Accountability) within the acceptable quarterly limit (either Qtr 1 or Qtrs 2, 3 & 4)?
	F-101, 11-3.4
	Daily
	

	
	
	3. (POS) Is the Retail Floor Stock within the acceptable two-week sales limit?
	F-101, 14-2.3
	Daily
	

	
	
	4.  Is Management monitoring excessive No Sale Transactions?
	PO 209 8-1.2
	Daily
	

	
	
	5. (POS) Does the unit verify and update Employee Roles?  Note:  no more than 3 employees are assigned a POS One Administrator Role.
	R38.0, Procedures Guide, Sec. 40.4
	Monthly
	

	
	
	6. (POS) Are RA (Retail Associates) Cash Counts and Unit Cash Reserve(s) counted once a month? Note:  Credits with funds reported in AIC 753 with no activity during a month must be closed.
	F-101, 13-8.6, 13-8.2; 13-9.1 & .3
	Monthly
	

	
	
	7. (POS) Is the Retail Floor Stock counted once a quarter?  Note:  If greater than (+ or-) .1% of sales, Unit Reserve Stock must be counted at the same time.
	F-101, 13-10.1
	Quarterly
	

	
	
	8. (All) Are Rural Carrier Consignments counted once every 4 months?  Note:  Review stock, if purchased by carrier, once every 4 months to determine if stock is enough to service customers.
	F-101, 13-2.7
	< 4 Months
	

	
	
	9. (Non-POS) Are individual stamp credits assigned to bargaining employees counted once every 4 months? 
	F-101, 13-3.1
	< 4 Months
	

	
	
	10.  (Non-POS) Are individual stamp credits assigned to Postmaster or Postmaster Relief (PMR) counted once every year?
	F-101, 13-10-1
	Annually
	

	
	
	11. (All) Is Unit Reserve (UR) Stock assigned to EAS or Postmaster Relief (PMR) counted once a year?  Note:  (POS) If UR was not counted in conjunction with an out-of-threshold floor count, once a year it must be counted in conjunction with a floor count.
	F-101, 2-4.6, 13-10.1 and 13-4
	Annually
	

	
	
	12. (All) Are inactive accountability credits closed out as required? (RA with funds in AIC 753 – inactive for one month. RA with AIC 753 equaling zero – inactive for four months.) 
	F-101, 13-8.2 and 13-8.6
	As Needed
	

	
	
	* Note:  If an employee is assigned multiple credits, counts must be performed concurrently at all offices.
	
	
	

	
	
	Safeguarding Assets
	
	
	

	
	
	13.  Is Form 3977, Duplicate Key, Combination & Password Envelope, properly prepared and maintained?
	F-101, 3-8.2, 3-8.4 & .5
	As Needed
	

	
	
	14.  Does management perform the annual check of SSA locks and keys, and the semiannual examination of PS Forms 3977 and maintain a record of the examinations on PS Form 3902?
	F-101, 3-8.2.2 and 3-8.6
	Annual/Semi-Annual
	

	
	
	15.  Does management ensure that combinations and locks are uncompromised and changed when the equipment or employee is reassigned?
	F-101, 3-8.6 & 8.2.2
	As Needed
	

	
	
	Bait Money Order Program Controls
	
	
	

	
	
	16. Are bait money orders retrieved from closed credits?
	MI IS 523-2009-1
	As Needed
	

	
	
	17. Is the Money Order Control Log maintained and kept secure?
	PO 209, 11-2       MI IS 523-2009-1
	As Needed
	

	
	
	18.  Are bait money orders placed as required at the end of the day?
	PO 209, 6-11.3.5

MI IS 523-2009-1
	Daily
	

	
	
	19.  Are bait money orders verified by serial number and recorded on the PS Form 3294 during stamp and cash credit counts?
	MI IS 523-2009-1
	When Required
	

	YES
	NO
	Question Related to Finding:
	Policy:
	Frequency
	If no, date will be corrected

	
	
	Business Mail Entry Units
	
	
	

	
	
	20.  Are inactive Customer Accounts closed and money refunded timely?
	F-101, 16.7
	Monthly
	

	
	
	21. Are Master Trust account balances in ADM (Narrowcaster Report) reconciled with balances maintained at the unit?  (ADM balance with PS Form 3083)
	F-101, 2-4.3b, 16-4.2 and  DM-109, 1-4
	Monthly
	

	
	
	22. Are the postage statements posted to the appropriate accounting system prior to releasing mail to Operations?
	F-101, 16-5.1.2 and DM-109, 3-4.2
	Daily
	

	
	
	23. Are applicable verification procedures performed to ensure correct postage rates and fees are paid?
	F-101, 16-5.1.2 and DM-109, 3
	Daily
	

	
	
	24. Are verifications performed to ensure that the mailer’s financial sections of the postage statement are complete?
	F-101, 16-5.1.2 and DM-109, 3-2.1
	Daily
	

	
	
	25. Are verifications performed to ensure completion of the USPS financial section of the postage statements?
	F-101, 16-5.1.2 and DM-109, 3-2.1
	Daily
	

	
	
	26.  Are refunds processed by the BMEU authorized?
	F-101, 2-4.1e, 16-5.5, 16-6, 16-7.1 and DM-109, 10-3.2
	As Needed
	

	
	
	Time and Attendance
	
	
	

	
	
	27.  Are PS Forms 3971 completed in entirety?
	F-21, 142.32
	As Needed
	

	
	
	28.  Is there proper documentation attached to the PS Form 3971 for Blood Donor, Court and Military Leave?
	F-21, sections 385, 350 & 360
	As Needed
	

	
	
	29.  Are the PS Forms 1017 A and B used?
	F-21, 146.251, 146.252
	As Needed
	

	
	
	30.  Is PS Form 1723, Assignment Order, on file for employees assigned to a higher level position?
	F-21, 421.31
	As Needed
	

	
	
	Banking
	
	
	

	
	
	31.  Are deposits of less than $100 handled according to policy?
	F-101, 9-1.2
	Daily
	

	
	
	32.  Are AIC’s 752, 762 & 772 verified daily to support documentation prior to transmission?
	F-101, 5-4.1; 5-2.2; 5-3.1
	Daily
	

	
	
	Financial Differences AIC 247/647
	
	
	

	
	
	33.  Is a detailed log maintained to track, monitor and resolve AIC 247/647 activities on a regular and continuing basis?
	F-101, 2-4.1; 8
	Daily
	

	
	
	34.  Is action taken on Narrowcast reports as received?
	F-101, 8
	As Needed
	

	
	
	Accounts Receivable/Employee Items
	
	
	

	
	
	35. Does the unit maintain a log of employee items, either manual or system generated?
	F-101, 15-1.1
	Weekly
	

	
	
	36. Does the unit reconcile local employee items balances with balances in ADM or the Customer Trust and Employee Narrowcast report?
	F-101, 15-1.3 
	Weekly
	

	
	
	37. Are unresolved employee items cleared timely? 
	F-101, 15-1.3
	Weekly
	

	
	
	38. Does the unit review and act on the Employee Receivables report?   
	F-101, 15-2.6
	As Needed
	

	
	
	 Bank Secrecy Act
	
	
	

	
	
	39. Is Management ensuring Bank Secrecy Act (BSA) requirements are met?  
	F-101, 10-1.2
	Daily
	

	
	
	40. Does the unit have access to the current versions of the 8105A and 8105B?
	F-101, 10-1.2.1
	As Needed
	

	
	
	41. Does the unit maintain a BSA log?  
	F-101, 10-1.2.1
	As Needed
	


_______________________________________
___________

Signature of Postmaster/Manager


Date



