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(e) Tracking incoming packages and
accountable mail;

(f) Maintaining centralized control of
outgoing mail, especially outgoing ex-
press packages and letters;

(g) Tracking and managing mail
costs within printing contracts;

(h) Training and professional certifi-
cation for mail center managers and
employees;

(i) Addressing, including machine
readability, formatting, use of correct
street addresses, and minimizing use of
hand-written addresses;

(j) Ensuring that a USPS mail piece
design analyst is consulted when cre-
ating a new mail piece;

(k) Reviewing large mailings by mail
managers before they are sent to print-
ing or a print contractor;

(1) Acceptance and processing of in-
coming and outgoing personal mail;

(m) Limiting unsolicited mail and
mail addressed to unknown persons and
former employees; and

(n) Reporting all activities to include
all postage costs associated with mail-
ing, printing, and materials, to the
agency mail manager.

NoOTE (1) TO §102-92.155 (1) AND (m): Every
agency should establish specific policies for
incoming and outgoing personal mail. In
general, personal mail should be discouraged
or prohibited. However, an agency may es-
tablish a policy to accept and process per-
sonal mail for personnel living on a Federal
facility, personnel stationed outside the
United States, or personnel in other situa-
tions who would otherwise suffer hardship.

NOTE (2) TO §102-92.155 (1) AND (m): Mailing
costs associated with filing travel vouchers,
and the payment of Government sponsored
travel card billings, are considered to be
‘“‘incidental expenses’ covered by the trav-
eler’s ‘‘per diem allowance,” as provided for
in the Federal Travel Regulation (41 CFR
300-3.1). Such mailing costs must, therefore,
be paid out of the employee’s per diem allow-
ance.

NOTE (3) TO §102-92.155 (1) AND (m): Every
reasonable attempt must be made to deliver
first class mail, priority mail, and express
mail (regardless of carrier), or to return it to
the sender if the addressee cannot be identi-
fied. On the other hand, agencies may estab-
lish written policies that permit discarding
of unwanted periodicals, bulk mail, and
bound printed matter under specified cir-
cumstances.

41 CFR Ch. 102 (7-1-10 Edition)

§102-192.160 What less costly alter-
natives to expedited mail and couri-
ers should your agency-wide mail
management policy address?

Your policy statement should address
the following alternatives to expedited
mail and couriers:

(a) Electronic transmission via e-
mail.

(b) Facsimile transmission.

(c) Internet.

§102-192.165 What authorities must I
follow when contracting out all or
part of the mail function?

Any contract for a mail function
must require compliance with—

(a) This part (41 CFR part 102-192);

(b) The Private Express Statutes (39
U.S.C. 601-606);

(c) All agency policies, procedures,
and plans, including the agency-wide
mail security plan and, if applicable,
facility mail security plans; and

(d) All applicable acquisition stat-
utes and regulations.

Subpart J—GSA’s Responsibilities
and Services

§102-192.170 What are GSA’s respon-
sibilities in mail management?

44 U.S.C §2904(b) directs the Adminis-
trator of General Services to provide
guidance and assistance to Federal
agencies to ensure economical and effi-
cient records management. 44 U.S.C.
§2901(2) and (4) (C) define the proc-
essing of mail by Federal agencies as
part of records management. In car-
rying out its responsibilities under the
Act, GSA is required to—

(a) Promulgate standards, proce-
dures, and guidelines;

(b) Conduct research to improve prac-
tices and programs;

(c) Collect and disseminate informa-
tion on training programs, techno-
logical developments, etc.;

(d) Establish an interagency com-
mittee (i.e., the Interagency Mail Pol-
icy Council) to provide an exchange of
information among Federal agencies;

(e) Conduct studies, inspections, or
surveys;

(f) Promote economy and efficiency
in the selection and utilization of
space, staff, equipment, and supplies;
and
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(g) In the event of an emergency,
communicate with agencies.

§102-192.175 What types of support
does GSA offer to Federal agency
mail management programs?

GSA supports Federal agency mail
management programs by—

(a) Assisting in the development of
agency policy and guidance in mail
management and mail operations;

(b) Identifying better business prac-
tices and sharing them with Federal
agencies;

(c) Developing and providing access
to a Governmentwide management in-
formation system for mail;

(d) Helping agencies develop perform-
ance measures and management infor-
mation systems for mail;

(e) Maintaining a current 1list of
agency mail managers;

(f) Establishing, developing and
maintaining interagency mail commit-
tees;

(g) Maintaining liaison with the
USPS and other service providers at
the national level;

(h) Maintaining a web site for mail
communications policy; and

(i) Serving as a point of contact for
mail issues.

NoTE TO §102-192.180: You may contact
GSA at: General Services Administration,
Office of Governmentwide Policy, Mail Man-
agement Policy Division (MTT), 1800 F
Street, NW., STE 1221, Washington, DC 20405;
or e-mail: federal.mail@gsa.gov.

PART 102-193—CREATION, MAIN-
TENANCE, AND USE OF
RECORDS

Sec.

102-193.5 What does this part cover?

102-193.10 What are the goals of the Federal
Records Management Program?

102-193.15 What are the records manage-
ment responsibilities of the Adminis-
trator of General Services (the Adminis-
trator), the Archivist of the United
States (the Archivist), and the heads of
Federal agencies?

102-193.20 What are the specific agency re-
sponsibilities for records management?

102-193.256 What type of records management
business process improvements should
my agency strive to achieve?

AUTHORITY: 40 U.S.C. 486(c).

§102-193.10

SOURCE: 66 FR 48358, Sept. 20, 2001, unless
otherwise noted.

§102-193.5 What does this part cover?

This part prescribes policies and pro-
cedures related to the General Service
Administration’s (GSA) role to provide
guidance on economic and effective
records management for the creation,
maintenance and use of Federal agen-
cies’ records. The National Archives
and Records Administration Act of 1984
(the Act) (44 U.S.C. chapter 29) amend-
ed the records management statutes to
divide records management respon-
sibilities between GSA and the Na-
tional Archives and Records Adminis-
tration (NARA). Under the Act, GSA is
responsible for economy and efficiency
in records management and NARA is
responsible for adequate documenta-
tion and records disposition. GSA regu-
lations are codified in this part and
NARA regulations are codified in 36
CFR chapter XII. The policies and pro-
cedures of this part apply to all
records, regardless of medium (e.g.,
paper or electronic), unless otherwise
noted.

§102-193.10 What are the goals of the
Federal Records Management Pro-
gram?

The statutory goals of the Federal
Records Management Program are:

(a) Accurate and complete docu-
mentation of the policies and trans-
actions of the Federal Government.

(b) Control of the quantity and qual-
ity of records produced by the Federal
Government.

(c) Establishment and maintenance
of management controls that prevent
the creation of unnecessary records
and promote effective and economical
agency operations.

(d) Simplification of the activities,
systems, and processes of records cre-
ation, maintenance, and use.

(e) Judicious preservation and dis-
posal of records.

(f) Direction of continuing attention
on records from initial creation to
final disposition, with particular em-
phasis on the prevention of unneces-
sary Federal paperwork.
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