Self Audit 

to help be in compliance with

2010

FINANCIAL AID GUIDE
PUB 189
SARBANES-OXLEY ACT

Compliance is MANDATORY by 

September 30th 2010
Reconciliation of records and financial reporting
1. Perform daily closeout procedures
                F-101 2-4.1, 5-1: F-1 6-2.1;  PO 209 4-6,  11-3
             YES  ( NO  (  N/A  (  Is the Postmaster/Supervisor reviewing the 1412 following the            “Daily Responsibilities” listed in the F-101 2-4.1?  
   
YES  ( NO  (  N/A  (  Are Offices with OMAS closing out the monthly reports on the first business day after the 15th of the month for forwarding to Accounting Services?


YES  ( NO  (  N/A  (  Is the PRU (Postal Retail Unit) transmitting their 1412 daily?


YES  ( NO  (  N/A  (  Is each RA identified by name or clerk number on all supporting    documents pertinent to their 1412?
2. Consolidate and report monthly postage statement

F-1 3-2.2.1
       
YES (  NO (   N/A (  Offices with Official Mail (OMAS) postage statements is   the   Supervisor/Postmaster consolidating all statements on a PS Form 3637-G and sending to Scanning and Imaging Center for processing? 

Management of cash, credit, and SmartPay Cards
1. Prepare and submit bank deposits daily.

F-101 9-1.2; F-1 3-1.1.1.1; PO 209 14-5
   YES (  NO (  N/A  (
Does the closeout employee prepare a bank deposit in the   presence of a witness (if possible), count all funds and submit the deposit to a designated bank utilizing a tamper proof bag following the Bank Deposit Preparation Quick Reference Guide?
YES  ( NO  (  N/A  (   
Does the PRU deposit all cash and cash equivalent in excess of $100 daily?  

2. Validate refund transactions.

    F-101 21; F-1 3-1.1.6, 4-11.8.1, 6-1.3.1, 6-2.3.1
   YES (  NO (  N/A (     Are all refund transactions supported by PS Form 3533,   

       validated and signed by two individuals?  

                YES  (  NO  ( N/A  (   Is management reviewing PS Form 3533 to insure refund is  




 warranted and that the PS Form 3533 is properly completed?

YES  ( NO  (  N/A  (  Is management insuring no local refunds are made on customer      



   
trust accounts and no local refunds are made for over $500?


YES  ( NO  (  N/A  (  Is management insuring no local refund over $25 is paid in 



    cash?  


YES  ( NO  (  N/A  (  Is management insuring no cash refunds are allowed for return




of stamps?


YES  ( NO  (  N/A  (  Is management insuring no customer meter refunds are paid





locally?  Meter refunds must be made by manufacturer.


YES  ( NO  (  N/A  (  Are all PVI refunds are on a properly completed PS 3533? 

3. Voyager Fleet Management Credit Card limits.
    http://blue.usps.gov/purchase/voyager/vehcards.shtml


    YES  ( NO ( N/A  (   Are Voyager Fleet Management Credit Cards limited to 

 


   three transactions per day and $1,000 per month?


YES (  NO (  N/A  (  Does VMF Manager authorize and process any changes to  




  defaults?  

4. Reconcile SmartPay Purchase Card accounts.
    F-101 19-1.3; AS 709 4; AS 709 181-183
    http://blue.usps.gov/purchase/operations/ops impachome.htm

YES  ( NO  (  N/A  (  Is the Smart Pay holder following Smart Pay rules as 


                    as listed in F-101 19-1.3?


YES (  NO (  N/A (      Is the holder of the SmartPay purchase card submitting



                     statement and supporting documents to the Credit Card



                     approving official (CCAO) timely?

Management of stocks and supplies
1. Take inventory of stamp stock.
    F-101 2-4.3, 11-3.4, 12-7;  F-1 4-11.2.1

YES (  NO (  N/A  (
Are physical inventories (audits) of stamp stock performed in   




accordance with required frequency according to employee




   classification including APC’s and CPU’s?

2. Reconcile actual to allowable fuel usage.
    PO  701 443.21 




YES (  NO (  N/A (    Is a reconciliation between the actual fuel usage and the

                                                    allocated/allowable fuel usage using FAMS being completed by         
                                                    Contract Specialist?

3. Reconcile individual fuel and maintenance charges

Voyager Fleet Card SOP Section 4            http://blue.usps.gov/purchase/voyager/downloads/voyager_guide.pdf


YES (  NO (  N/A  (
Is the Site Manager reconciling and monitoring the reconciliation    




   of each individual fuel and maintenance charge against 




   supporting invoice/receipt in eFleet?  

4. Identify and resolve eFleet exceptions.
Voyager Fleet Card SOP Section 4   http://blue.usps.gov/purchase/voyager/downloads/voyager_guide.pdf

YES (  NO (   N/A  (   Is Management reviewing the eFleet exception report to identify



                     and resolve questionable transactions?
5. Resolve duplicate transactions in eFuel

http://blue.usps.gov/purchase/voyager/efuel/exceptions.shtml

YES (  NO (  N/A  (    Are duplicate transactions flagged in eFuel investigated and 



                    resolved?    

Mailing verification and account management

1. Confirm volume, composition, and rate eligibility
    F-1 6-1.1.1; F-101 16-5.1, 16-5.2
   YES (   NO  (  N/A  (   Are Bulk Mail Acceptance clerks performing verification to 

  confirm volume, composition and rate eligibility of the mailing? 
2.    Confirm active and funded trust accounts
   F-1  6-1.1.1; F-101 16-5.1

YES (  NO (  N/A  (
Are Bulk Mail Acceptance clerks confirming that the mailer has



   an active and funded master trust account?

3. Confirm Express Mail Corporate Account postage
    F-101  18-1.1
    YES (  NO (  N/A (   Are Retail Associates reviewing and confirming that the 


information provided by the customer confirms proper 


   postage is affixed?

4.    Confirm Bulk Mail Entry Unit postage
   F-1 6-1.1.1; F-101 17-3.1                                       


YES (   NO (   N/A  (   Are BMEU Associates reviewing a sample of bulk mailings 





  to confirm the postage is accurately calculated and reporting





  discrepancies to Headquarters personnel for adjustment?
5. Certify refund request
    F-101 21-2, 16-6; F-1 3-1.1.6
    YES (  NO (  N/A (     Are Mailing Requirements personnel reviewing and certifying

  refund requests by signing PS Form 3533? (Application for 

  Refund of Fees, Products, and Withdrawal of Customer    
  Accounts?

6.    Identify inactive EMCAs
   F-101 16-7,  18-1.2.4
   YES (  NO (  N/A (       Are Mailing Requirements Supervisors/Postmasters identifying




   inactive accounts monthly?

7.    Identify inactive trust accounts

   F-101 16-7,  18-1.2.4
  YES (
 NO (  N/A (        Are Mailing Requirements Supervisors/Postmasters identifying 
                                         inactive accounts monthly?

8.   Review and Correct Validation Errors
  M-22 141-142, 324.2; Postal Operations Manual 422.b, 423
               YES (  NO ( N/A  (      Are Routing Specialists at the Distribution Network Office (DNO)

                                                     reviewing and correcting validation errors from the LAB498P1-

                                                     RMIS Error Report directly on the hard copy of the report and                    

                                                     the DNO Manager/Contracting Officer approving the changes 

                                                     via signoff on report?

9. Verify Trailer Receipts
M-39 116.9; Postal Operations Manual 451



YES (  NO (  N/A (        Is a Field Specialist (destination) verifying trailer receipt at the 

 time of delivery by matching the received trailer number to 

 PS Form 5186 – routing slip and updates Arrival Sheet?  Are

 the routing slips reviewed (initialed) and maintained at each

 destination for at least 18 months?

10. Match Shipments Against Supporting Documents
AS 709 336.1, https://ebuy.usps.gov/jsp/co/Login.jsp
YES (  NO (  N/A (         Is the receiver performing a 3-way match by matching the 

                                         goods received to the packing slip and Billing Summary

                                         Report? 

To ensure that these key controls are performed and maintained as required, post the Single Control Flyers (available for print at http://blue.usps.gov/sox/fcs training.htm) relevant to your staff and business activities to remind staff of their responsibilities.
