Postal Contract Unit/Office (CPU/CPO) Audit Procedures and 

Contract Officer Representative (COR) Responsibilities 9-11-07
The local administrative office has the responsibility for conducting audits on their CPU/CPO's.  Before you audit a CPU/CPO ensure all trust and suspense items have been cleared.  Ensure there are no outstanding stock shipments and no outstanding AIC 247/647 entries to offset any banking or money order issues.  If they use a PO meter verify the control numbers balance. If CPO rents PO Boxes, audit PS form 1091, 1093, 1538's for completeness and ensure proper payment and closing procedures according to DMM. 

Forward a copy of completed audit to District Retail office.
There are 3 results that can be found when conducting an audit.  The results and their actions are:

1 – No difference: no adjustments are necessary

2 – The unit is over (there is more stock counted than the amount in AIC 853):  

Handbook F-1 section 429.3 states “Unless a specific complaint from a customer has been documented at the post office, overages belong to the contractor”.  There must be an entry to AIC 057 on the left side of the 1412 made to show the results of the audit, the offset is that AIC 090 will be reduced to adjust the unit’s accountability.  

The payment to CPU/CPO Supplier is to be made by either issuing a no fee money order or removing cash from the drawer and offset with an entry to AIC 457. (if a no fee money order is issued AICs 100 and 101 are offset with 457 and 586, if money is utilized AIC 457 is offset with a reduction of AIC 752).  Any payment due to the CPU/CPO supplier must be done under the supervision of the postal employee doing the audit.

3 – The unit is short (there is less stock counted than the amount in AIC 853): On the 1412 of the unit enter the shortage amount to AIC 767 – (on the right-hand side of the 1412).  This puts the amount into suspense and brings the accountability of the unit into line by increasing AIC 090. 

Always enter the amount of the shortage on the 1412, even if the CPU/CPO supplier repays the shortage immediately.  COR should complete a PS Form 571 and forward to the Inspection Service when applicable.

When payment is made to clear the suspense item write in AIC 367 on the left-hand side of the 1412 and the check or cash will be in AIC 752 (Cash Remitted).

Letter of Demand

If payment is not made on the spot issue a Letter of Demand.  The letter of demand needs to indicate an audit was conducted on a specific date, by (the name of the postal employee) and the result was a shortage of a specific amount and request payment within 14 days of the date of the letter.

If no response is received issue a second letter of demand.  Indicate it is a second letter and state that if the shortage is not paid the matter will be forwarded to a contracting officer for their action with the bonding company.

If full payment is not received send to the District Retail Office a copy of each Letter of Demand, the count-sheet used during the audit where the shortage was discovered and a cover letter indicating payment has not been received.  Retail will then forward it to the contracting officer.

Contract Officer Representative (COR) responsibilities for CPU/CPO’s 

· Maintain file in office for each CPU/CPO in your city, the file must contain:

· Original CPU/CPO contract document and any modifications.

· Copy of the Contract Unit Payment Authorization
· Current bond - Forward copy to District Retail
· A copy of COR's Notice of Appointment from the contracting officer.

· Annual Audits - Forward copy to District Retail
· Documentation and correspondence relating to any performance problems.

· Training records

· 1412's & all monthly reports of operations

· Equipment listing signed by the CPU/CPO supplier.

· PS Form 3368, Stamp Credit Examination.

· COR Checklist

· Audit stock annually as per F1-send a copy of the form 3294 to the District Retail Office.

· Be sure when the bond expires that it is renewed so the CPU/CPO is not without coverage, provide copy to District Retail Office.

· Notify unit of need to increase bond amount if the accountability exceeds the bond limit.  (Remember their meter is included in their total accountability) – Run the ADM report “Contract Stations Exceeding Bond” after the end of each month.

· Ensure the unit has needed supplies.

· Train CPU/CPO supplier's employees on postal procedures, & proper mail acceptance.  Provide tools for mail acceptance.

· Pub 116

· DMM & DMM 100

· IMM

· Express Mail network

· Aviation Security procedures 

· HAZMAT & sales skills questions

· Maintain Trainer checklist

· Ensure there is a process in place to input daily CPU/CPO 1412's and a contingency plan for when the process breaks down and the 1412 is not received.

· Notify the Inspection Service and the Contracting Officer immediately if there is a reason to suspect mismanagement of postal funds, including accountable paper at the CPU/CPO.

· Enter "Acceptance" information for Express Mail Labels received from CPU/CPO's daily.

· Upon receipt of a new Express Mail Directory or Express Mail Military Directory, make needed copies and distribute immediately to the CPU/CPO's.

· Ensure your CPU/CPO receives the Postal Bulletin and Hawkeye Bulletin articles that apply to acceptance procedures.

Equipment Furnished By US Postal Service


Description







Serial numbers

1.  __________________________









2. ________________________________________






3. ________________________________________






4. ________________________________________

_____________________

5. ________________________________________

_____________________

6. ________________________________________

_____________________

7. ________________________________________

_____________________

8. ________________________________________

_____________________

9. ________________________________________

_____________________

10. ________________________________________

_____________________

Comments:  ______________________________________________________________


______________________________________________________________________
______________________________________________________________________
I certify that the above listed equipment was furnished in good working condition, for use in operating our Contract Postal Unit.

________________________________________
__________________________

CPU/CPO Supplier's Signature



Date
________________________________________
__________________________

Contracting Officer's Representative's Signature
Date

COR Checklist

CPU/CPO Name & Finance/SFA number  ____________________




CPU/CPO Address ______________________________   Phone #   ______________

Hours of Service at CPU/CPO  Mon - Fri ____________   Sat. _________   Sun. _____

Contact Name  





    Opening Date  _________




PO Mngr.  


Acctng

Scales Serial Number:

__________

  Triner   ____________
  MOS  ____________
  Other

Supplies:


  Express Mail Supplies - labels, envelopes, etc.


  Priority Mail Envelopes & Supplies


  Round dater & Check endorsing stamp (Unique to unit)

  Accountable Papers (1412's, 17's) 


  Bait Money Orders


  Zip Code Directory's

  Bank Deposit Slips & Bank endorsement stamp with CPU/CPO data on them.


  DMM & DMM 100


  PUB 116


  Postal Bulletins (Ongoing)

Special Services offered:


  PO boxes / sign for delivery time.


  Register receipts / Register Tape / Pouched / 3854 / 3830 / tin seals / label 89 /  

             EP 399


  Money Orders / Imprinter / Vouchers


  Express Mail / Directory / Labels / Envelopes

Collections:


  Establish collection schedule with appropriate carriers.


  Establish Express Mail cutoff times and collection.  Ensure that they receive the 

  
  necessary supplies.


  Establish "Close-out" schedule.  (When will the registered be picked up)?

Equipment:


  Collection Box (Mandatory)


  Sack Rack & Sacks


  Gurney


  Mail Tubs


  Money Order Imprinter


  Round-date with unit identification


  Bank endorsement stamp with unit identification

On-Site visits:


  Establish a working relationship with Store Manager and CPU/CPO clerks.


  Ensure HAZMAT & Aviation Security acceptance procedures are understood & 


  complied with.


  Assist/Advise the supplier regarding the layout of the CPU/CPO workspace



  Is there sufficient counter space?  Determine scale location.



  Is there storage space for supplies?



  Are there locked drawers for stamp stock / Cash kept separate from

                        other funds?



  Is there a safe with space for the stamp stock and monies?



  Determine an easy access route for the collectors.



  Determine sack-rack location.


  Ensure all CPO/CPU employees can read & accurately sell from the Express 

             Mail & Express Military Directories.


  Ensure the most current Express Mail & Military Express Mail Directory is being

             used and outdated copies are discarded.


  Determine if the CPU/CPO supplier or their employees need additional training. 

             If so, what follow-up do they need?

COLLECTION SCHEDULE

Collection Times:


Monday:










Tuesday:










Wednesday:










Thursday:











Friday:










Saturday:










Sunday:









Express Mail cut-off times:


Mon. through Fri.   










Sat.

         








Is there a collection box?   







CPU Training Checklist


  Note names of people trained.


  Count stamp stock with CPU/CPO Supplier of their representative.


  Explain stock & prices (especially stamped envelopes and postal cards)


  Explain Rate Chart 


  Explain Rate fold


  Explain fees for Special Services is portion of postage on package/letter.


  Explain different classes of mail, what it is, Express network book, labels.


  Demonstrate scales & Zone Chart; Intra-BMC Rate, Local Rate.


  Template & surcharge. 


  Non-machinable surcharge.


  Explain 1412 & balancing.


  Explain Form 17, ordering procedures, how to deal with damaged stamps & 

             returns.


  Explain bank deposits and registers.


  Explain supply order forms


  Explain dispatch procedures.


  Explain procedures for changing dates on meter and round-dater when mail is

             accepted after the last dispatch, or on Sundays and holidays.


  Ensure round-dater provides a unique identity for each CPU/CPO separate from

             your Post Office.


  Teach them to use the PUB 116, DMM & DMM 100, Zip Code directory,

             Express Mail network.


 Teach them Aviation Security procedures & how to ask the HAZMAT question.


 Teach them the sales skills in how to determine what service the customer 

            needs.


  Ensure they understand that any mail accepted after the carrier has made the 

             last pick-up for the day bears the next days date.


  Explain where bait money orders should be displayed after closing.

