Quarterly - Annual Documentations & Certifications
QTR I – Oct, Nov, Dec; QTR II – Jan, Feb, Mar; QTR III – Apr, May, Jun; QTR IV – July, Aug, Sep.
Regeana Arrowood, Atalissa IA 52720 – 6/16/2011
CPMS Quarterly Inventory Validation – MUST be done within 1st 3 weeks of each Quarter.  

Qtr 1 – 1st 3 weeks of Oct; Qtr 2 – 1st 3 weeks of January; Qtr 3 – 1st 3 weeks of April; Qtr 4 – 1st 3 weeks of July 
Inspect all collection boxes & mail chutes for correct pick-up time, faded, dried, torn, or graffiti written decals. Rust or faded paint on boxes? Verify labels – 55-B (collection times), barcoded label (CPMS scanning), DDD1 (triangular 13 oz rule) 

Anything wrong – e-mail Paul Pickart Hawkeye Dist. CBMS Coordinator for replacement decals or boxes. Paul.L.Pickart@usps.gov  
(1-515-251-2375) Annotate requested changes or discrepancies on CPMS printout & return to Hawkeye CBMS Coordinator, Paul Pickart PO Box 189993 Des Moines IA 50318-9331. You will receive a revised one. 
To acknowledge quarterly verification: 
On Hawkeye Blue Share pg: >USPS Links > Blue (top) > Inside USPS (top tab) > ( Field-Area & District Links (right) 
> Western > ( Delivery Programs (left) > Service (left) > CPMS Validation (center tab) Enter Login Password: CBMSHAWK. 
> Login to CPMS Validation System. (Scroll) click on your office. > Go to CPMS Inventory Validation Recorder Form.
> ( (1st OR 2nd statement that pertains to your office) Enter your name as Validator. > Proceed to CPMS Quarterly Inventory Validation Form. Enter date by clicking box to right of “select date.” click today’s date. 
> Post CPMS Quarterly Inventory Validation. Print sheet & file it. 

To Print: > (printer icon) or Press Ctrl P > Print or Right click anywhere on screen. > Print > Print
To save ink: > Preferences > Draft > Color (tab) > Print in Grayscale > OK > Print. To exit: > X (top right corner of pg)
Retention period – 2 current Postal Quarters
To get a MPOO list of validated offices: Use above instructions to enter program. After entering Login Password: 
> CPMS Validation Systems Reports Menu. > ( Hawkeye > ( Last 4 Quarters Report OR > ( FY -08 Qtr –_ Report > (All Units Report 
> View Report. Scroll to your MPOO Area. To print: Highlight (your area) offices. > File > Print > Selection > Print.

Registry Checklist – Must be completed & certified Every Quarter. Due by the 25th of Dec, March, June, & Sept. 

To get checklist – On Hawkeye Blue Share pg: On right under Links: > ( Registry Information > Registry Audit Checklist or > Registry Audit Checklist for CS and Retail Units (depending on office size) Fill out checklist for current Quarter. When finished > File > Save As. 
Save in: My Documents. (If it’s not there, click down arrow & click on My Documents.) 

In “File name” (at bottom): Highlight & delete the name in this box & type: Registry Checklist Qtr _ FY_ _ 

(Example: Registry Checklist Qtr1 FY11)  > Save. To print: Press Ctrl P > OK  Click X in top right corner to close checklist pg. 
To certify completion: On Hawkeye Blue Share pg: > ( Certification Page (right) > ( Register Mail (All sites……) 

Fill out information. > Submit.  Right click on Confirmation pg. > Print > Print
2 year retention period. Any questions – Contact Gary J Coil, Hawkeye Dist. Registered Mail Coordinator - gary.j.coil@usps.gov 
Registered Mail Toolkit – On Blue pg, in Search box (right side) type: Registered Mail Toolkit > Go > (MS Excel) SSA’s > Open. Print all pages. Tabs at bottom of pg: SSA, Accountables Clerk, AM Empl, AM Holding Clerk, PM & Close out Clerk & Cover. 
Keep in or near safe or Registry cage where Registered mail is secured.
To view or print Handbooks, Pubs, & other documents listed in Registry Checklist – On Hawkeye pg: > Frequently Requested Topics > Registered Mail. On right side, Dbl. click document to view > Open. > ( (maximize). To print: Ctrl P > OK  
Driver’s License Verification – Must be completed & certified Every Quarter. Every Manager who has employees who drive for the USPS must physically inspect each driver’s license (bargaining & non-bargaining). Retain form in Security folder in safe. Verifications must be entered on Hawkeye Certification pg – http://hawkeyeintranet.usps.gov/index.cfm?treeID=22976 (Press: Ctrl, then click on website link)
________________________________________________________________________________________________ 
VOE Survey Certification – Must be certified every Quarter whether your office receives a survey or not.
Perform certification below if your office did receive a survey. If you did not receive survey: On Hawkeye pg: > VOE (right)
Under “Administration Guidelines” click one of the documents listed to share with employees, then certify.

To certify: On Hawkeye pg: > Documentation/Certification > VOE Certification Reports > Enter Your Certification.

If not in “Certification to be completed” box, > ((down arrow) > VOE Survey.
Date completed: > (calendar box) & click today’s date. Name of Certifier: (you) > Submit
CSDRS SETUP PAGE - Each Quarter you must update the Setup page to reflect any “PO Box up time” change & the number of rented boxes.  Get the # of PO Boxes rented from WebBATS: > Reports > Monthly Summary Data > Run Report. 
In “Number of PO Boxes” report, see Grand Total of “Issued Business” & “Issued Non-Business” PO Boxes. 
Access CSDRS program: > Setup. PO Boxes Rented:                Update the number of PO Boxes. 
Box up time:             Change time if different than posted. > Submit
Housekeeping Inspection Every Quarter Due by the 20th of the 1st month of each QTR. 
PS Form 4851 must be completed, printed, signed, & mailed to designated MPOO office. Retain for 2 yrs. 
Send signed hard copy to: MPOO 5- Jennifer Docekal, Des Moines IA; MPOO 6 – Angie Daubenberger, OIC-Walker, IA 52352; 
MPOO 8 - Beth Nelson, Deer Grove IL 61243

Facilities 25,000 sq ft or more: Inspection done by 2 management reps; 1 from facility, 1 from maintenance. 
Facilities less than 25,000 sq ft: Inspection done by facility management. 

For detailed instructions: On Blue pg: > My Work > PolicyNet (under Essential Links) > HBKs > MS 47 Housekeeping 
> Chapter 5-Housekeeping Inspection OR on Blue pg, in “Advanced Search,” type: Housekeeping Inspection > Go 
> Chapter 5 Housekeeping Inspection.
FDB (Facilities Database) (To find information about your or another post office.) 
You will be notified by email when to do the Annual & Retail Certification. On Blue or Hawkeye pg, type “fdb” in address line. > Go. > ( I agree to the terms in the Restricted Information section.”  > Enter Application.  Enter ACE Login ID & password.  
> Log on.  > My Facility to view info on your PO.  Click your facility name.  
Certification: Follow above instructions to enter FDB. 
On your facility home pg, click on 1st category – Building Qualities. Review all information listed. 

If correct: Click: □ By selecting this checkbox, I am certifying that none of the above information has changed. 
> Certification/Save or Save > OK (to “I hereby certify….”) >Back to Top (right side) Click << Return 
If information is not correct: Correct the data that needs to be changed by clicking in box & typing the correct information. When completed, click in a vacant spot on sheet to “un-highlight” answer or the information will change if you “scroll” your mouse. 
When finished: >Certification/Save or Save >OK (to “I certify…”) > Back to Top (right side) Click << Return. 
Click on next category & repeat instructions until you have certified each category. 
( Indicates certification compliance. If there is a green checkmark in the box of each category, you’re done.

Click << Return. Click “Home” icon.
Hawkeye Dist. FDB Coordinators – Sharon Shaffer 515-251-2383; Stephanie Brant 515-251-2384; Pat McDaniel 515-251-2380
MPOO Area 8 SMEs: Val Chandler, Coal Valley IL; Harold Myers, West Point, IA; Jennifer Clark, Aledo, IL

Key & Lock Annual Examination & Certification – Semi-Annual & Annual Requirement Preferably Feb & Aug
Skip yellow section if folder is already made. Make a folder in My Documents. Dbl click: My Documents > File. 
(Mouse over)New > Folder. A new yellow folder appears. Name it by typing: Key & Lock Examination > Enter. To exit: > X
This is a summary only - Detailed instructions can be found in the Field Accounting Guide, located: http://blue.usps.gov/wps/portal/accounting > Handbook F-101 Field Accounting Procedures (FAP) pdf. 
Scroll to chapter 3-8 / pg 37 – 42. All duplicate keys (Stamp cabinet, cash, & envelope drawers, Safe compartment, inner door of walk-in vault, APC), combinations & passwords (safe, POS, IRT, & APC log on ID, and Credit/Debit card terminal ID) must be secured in a locked safe or vault, using individual PS 3977 envelopes that are sealed, initialed, & date stamped. 

On PS form 3902, list each PS 3977 envelope located in safe. Record all information, including employee & supervisor initials. Annually – check all individual clerk keys to ensure they will not open other employee’s locked drawers or safe compartments. Record examination on PS 3902. (Skip green section if you have already saved PS 3902 to My Documents folder) 
For a computer generated PS 3902 for easy updates & changes: On Hawkeye pg: > Mgrs P.O. Operations > Post Office Transfer Package > OK > > Enable Macros. > PS Form 3902. Save to My Documents: > File > Save As.  Save in: My Documents. 
Dbl click - Key & Lock Examination. File name: PS 3902-Key & Lock log. > Save
If you have already saved transfer package to My Documents: > My Documents > Key & Lock Examination > PS 3902-Key & Lock log. On Transfer package home pg: > PS Form 3902
To Certify Key & Lock examination: On Hawkeye Website, > Certification Page (right side) > Let’s Talk…all sites. Click down arrow next to “Certifications still to be completed.” > KeyLock; Key and Lock Security Policy Compliance. 
> (Calendar icon) Dbl click date. > Submit. 
To print: Ctrl P > OK.  Place completed PS Form 3902 in Security Folder, located in a locked compartment or safe.
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
WebBATS Annual Audit – Due annually by June 26th each year. In WebBATS, print these reports: > Reports 
> Monthly Summary Data. > Run Report Print- (landscape & size to fit pg); > Box Inventory. Print.
To access Annual Audit: http://blue.usps.gov/retail/_InfoSys/_xls/PO_Box_Annual_Review_2011.xls Fill in cover sheet to populate office info. > File > Save as. Save in: My Documents. File name: PO Box Annual Review 20_ _. > Save. 
Bottom tabs: > Cover. Type information. > Guidelines for Review. Read & follow instructions. > PO Box Status Verification. 
Using WebBATS reports, complete pg. > Check List. Type an X in Blue box next to correct answer & any additional information. 
> Deficiencies. If any questions listed, action is needed. Press: Ctrl S (to save). Physical Inventory Count & WebBATS must match. Print each pg. Sign & Date. 
To access Caller/Reserve Service Audit Review: http://blue.usps.gov/retail/_InfoSys/_xls/Caller_Reserve_Annual_Review_2011.xls 

> (each bottom tab) Follow instructions. > Checklist. Type an X in correct column of each question. Print.
To certify audit: In WebBATS > Utility > Facility. Scroll to WebBATS PO Box Annual Review & WebBATS Caller/Reserve Annual Review. Change Review Date & Reviewer’s Name & Title (if needed) If correct: > Save.  To Print: Press: Ctrl P > Print
Send copies of the following to WebBATS Coordinator or SME: ____________________________________________________
1. WebBats Monthly Summary Report; 2. PO Box Annual Review (signed) 3. Caller/Reserve Service Audit Review. 
Retain originals locally.
