CHECK LIST

DO’S AND DON’TS

Complete the following check list privately and assess your ability to stay out of disciplinary difficulty:

1. ____   I know my job and I am an expert in what my responsibilities are and how to do them.

2. ____   I am the BEST Postmaster I can be.  I do a good job.  I am conscientious in the completion of my duties.

3. ____   I ask questions if I don’t understand.   I seek help from my POOM in writing and keep a record of his/her instructions.

4. ____   I follow all Postal Rules and Regulations.  I never intentionally violate them.  I understand that any such violation(s) can lead to charges being brought against me by the Postal Service.

5. ____   I never let employees sell out of my accountability or to sell out of each others accountability.

6. ____ I have read the F-1 Financial Control Handbook and I follow the instructions to the letter.

7. ____ I have conducted self audits for following correct financial control procedures.

8. ____ I follow correct procedures for overages (place in trust) and shortages (place in suspense).

9. ____ I do not offset a shortage with an overage unless there is a specific correlation between them.  I seek concurrence from my POOM if questionable.

10. ____ I keep my books up to date with daily entries in ink.
11. ____   I don’t erase or white-out entries in my books and finance records.  I always line through the incorrect entry with a single line and write the correct entry above it.  I’ve thrown away my bottle of white-out.

12. ____   I never “borrow” from my accountability.

13. ____   I never convert Postal funds or equipment to personal use.

14. ____   I don’t cash personal checks and don’t hold my own personnel checks in my accountability until payday.

15. ____   I don’t misuse Postal Money Orders.

16. ____   I don’t steal or embezzle postal funds.

17. ____   I don’t falsify postal records.

18. ____   I record and account for my time correctly and accurately.

19. ____   I don’t play games in the office.  I don’t try to be “one of the guys” by participating in inappropriate and unprofessional behavior with my employees.

20. ____ I do not participate in off-color jokes, double meaning comments, or conduct that is too familiar with my employees.

21. ____   I never touch my employees.  I never threaten them.  I treat them with dignity and respect and in a professional manner.

22. ____   I never use the postal computer for my personal affairs.

23. ____   I correctly and accurately complete travel vouchers and never claim what I don’t have the right to receive as a reimbursement.

24. ____   I do not bring guns or firearms onto postal property.  If I am going hunting after work, I park my vehicle that may have a rifle in it off postal premises.

25. ____ I understand that whenever my personal behavior is being questioned by the POOM or Postal Inspectors, that I have the right to representation.  (ELM 651.2)

26. ____ I have the name and telephone number of my representative where I can get it if the need arises.

27. ____ I understand that I have the right not to make or write statements that incriminate me whenever my personal conduct is being investigated.

28. ____ I would never volunteer to take a lie detector test.  I understand that it generally it is not in my best interest.

29. ____ I understand that in an investigation statements will always be used against me and therefore, it is foolish to think that I can explain away my behavior.

30. ____ I understand that I should always appeal any disciplinary action, no matter how minor, that has been taken against me.  I understand that it is the basis for progressive discipline of a more severe nature in the future.

31. ____   I never use my position for my personal benefit.

32. ____   I never engage in nepotism.

33. ____ I never engage in sexual harassment.

34. ____   I keep a log of all long distance personal calls and reimburse the postal service for the expenses.  Preferably, I have a telephone credit card and charge all long distance personal call on it.

35. ____   I never falsify my till counts.
36. ____   I never open mail nor convert it or its contents to my personal use.

37. ____   I never take coupons sent to others.

38. ____   I never take samples, mail, magazines that are undeliverable.

39. ____   I never unofficially trade time off or time worked with my PMR.  I record who worked when correctly and accurately.

40. ____   I open and respond to all official correspondence in a timely manner.

41. ____   I follow correct procedures in destruction of stamp stock.

42. ____   I keep all Post Office Box records current and correct.

43. ____   I know what my spending authority is and I never exceed the limit.  If a purchase is outside my authority, I submit a 7381 to my superiors.  I never play games with my spending authority with the attitude that I will seek forgiveness if found out.

44. ____ I never respond to telephone solicitors that call and high pressure me.

45. ____ I never engage in alcohol or drug abuse.  I don not come to work intoxicated or drink or take drugs while on the clock.

46. ____ I do not engage in gambling excessively and I never use postal funds to feed my gambling habit even with the best intentions to pay it back.

47. ____   I know that if I have a gambling problem, drinking problem, or other personal problems, that I have access to confidential counseling through EAP.  I recognize that I should seek help before I get into serious, job threatening problems because of these personal problems.

48. ____  I know that I can call my (NAPUS) association officers if I need help with personal problems, performance problems or other questions I might have.
49. ____   I have read my Postmaster Job Description and I complete those duties every day.  If I cannot complete them due to insufficient clerk help, I have officially and in-writing, requested from my POOM to get me the help and assistance I need to properly perform my duties.  I understand that, ultimately, I am responsible if I don’t complete my Postmaster duties in spite of an argument that I didn’t have enough help to get everything done.

50. ____ I understand that if I cannot answer any of these questions in the affirmative, I need to take action to be able to do so.  I will demonstrate enlightened self interest by doing so in order to protect my job and career with the United States Postal Service.

