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41 CFR Ch. 102 (7–1–13 Edition) § 102–192.95 

NOTE TO § 102–192.90: GSA is launching a 
long-term initiative to improve the useful-
ness of data collected through the annual 
mail management reports. The reports for 
each succeeding fiscal year will require an 
incrementally broader set of data, working 
towards measures that will give agency man-
agement a much clearer picture of the effi-
ciency and effectiveness of their mail pro-
grams. The additional data will eventually 
require agencies to track cost per piece for 
all outgoing Federal mail. 

§ 102–192.95 Why does GSA require an-
nual mail management reports? 

GSA requires annual agency mail 
management reports to— 

(a) Ensure that Federal agencies have 
the policies, procedures, and data to 
manage their mail operations effi-
ciently and effectively; 

(b) Ensure that appropriate security 
measures are in place; and 

(c) Allow GSA to fulfill its respon-
sibilities under the Federal Records 
Act, especially with regards to sharing 
best practices, training, standards, and 
guidelines. 

§ 102–192.100 How do we submit our 
annual mail management report to 
GSA? 

If your agency is a large agency, as 
defined in § 102–192.35, you must submit 
annual reports using the GSA web- 
based Electronic Performance Support 
Tool (EPST). Agency mail managers 
and other authorized users will receive 
training from GSA on how to use the 
EPST. 

§ 102–192.105 When must we submit 
our annual mail management re-
port to GSA? 

Beginning with the report covering 
Fiscal Year 2009, your annual report 
will be due on January 15th of each 
year for the previous fiscal year. 

Subpart E—Performance 
Measurement Requirements 

§ 102–192.110 At what level(s) in our 
agency must we have performance 
measures? 

You must have performance meas-
ures for mail operations at the agency 
level and in all facilities and for all 
program levels that spend more than $1 
million per year on postage. GSA pro-
vides a list of suggested performance 

measures, as part of the format for the 
annual report. You may also find these 
measures on GSA’s web site, at 
www.gsa.gov/mailpolicy. 

§ 102–192.115 Why must we use per-
formance measures? 

Performance measures gauge the suc-
cess of your mail management plans 
and processes by comparing perform-
ance over time and among organiza-
tions. Performance measures— 

(a) Help define goals and objectives; 
(b) Enhance resource allocation; and 
(c) Provide accountability. 

Subpart F—Agency Mail Manager 
Requirements 

§ 102–192.120 Must we have an agency 
mail manager? 

Yes, every Federal agency as defined 
in § 102–192.35 must have an agency 
mail manager. Agencies that are not 
‘‘large agencies’’ as defined in § 102– 
192.35 may not need a full-time person 
in this position. 

NOTE TO § 102–192.120: GSA will post the 
names and official contact information for 
all large agency mail managers on its web 
site located at www.gsa.gov/mailpolicy. 

§ 102–192.125 What is the appropriate 
managerial level for an agency mail 
manager? 

The agency mail manager should be 
at a managerial level that enables him 
or her to speak for the agency and ful-
fill the requirements of Subparts B, C, 
D, E, and F of this part. GSA rec-
ommends professional mail certifi-
cation for agency mail managers. 

§ 102–192.130 What are your general 
responsibilities as an agency mail 
manager? 

In addition to carrying out the re-
sponsibilities in Subparts B, C, D, and 
E of this part, an agency mail manager 
should— 

(a) Establish written policies and 
procedures to provide timely and cost 
effective dispatch and delivery of mail; 

(b) Ensure agency-wide awareness 
and compliance with standards and 
operational procedures established by 
all service providers used by the agen-
cy; 
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(c) Set policies for expedited mail, 
mass mailings, mailing lists, and couri-
ers; 

(d) Seek opportunities to implement 
cost-effective improvements and to en-
hance performance of the agency’s mis-
sion; 

(e) Develop and direct agency pro-
grams and plans for proper and cost-ef-
fective use of transportation, equip-
ment, and supplies used for mail; 

(f) Ensure that facility and program 
level mail personnel receive appro-
priate certifications and training in 
order to successfully perform their as-
signed duties; 

(g) Promote professional certifi-
cation for mail managers and mail cen-
ter employees; 

(h) Ensure that expedited mail and 
couriers are used only when authorized 
by the Private Express Statutes (39 
U.S.C. 601–606) and when necessary and 
cost-effective; 

(i) Establish written policies and pro-
cedures to minimize incoming and out-
going personal mail; 

(j) Provide guidance to agency cor-
respondence managers on correspond-
ence management decisions such as de-
velopment and design of mailing mate-
rials including Business Reply Mail, 
letterhead, and mail piece design; and 

(k) Represent the agency in its rela-
tions with mail service providers (usu-
ally as a Contracting Officer’s Tech-
nical Representative), other agency 
mail managers, and the GSA Office of 
Governmentwide Policy. 

Subpart G—Mail Center Manager 
Requirements 

§ 102–192.135 Must we have a mail cen-
ter manager at our facility? 

Yes, every facility that has more 
than two full time people dedicated to 
processing mail must have a mail cen-
ter manager. 

§ 102–192.140 What are your general 
responsibilities as a Federal mail 
center manager? 

A Federal mail center manager 
should— 

(a) Implement policies and proce-
dures developed by the agency mail 
manager, including cost control proce-
dures; 

(b) Improve, streamline, and reduce 
the cost of mail practices and proce-
dures by continually reviewing work 
processes throughout the facility and 
seeking opportunities for cost-effective 
change; 

(c) Work closely with all facility per-
sonnel, especially printing specialists 
and the program level users who de-
velop large mailings, to minimize post-
age and associated printing expenses 
through improved mail piece design, 
electronic transmission of data in lieu 
of mail, reducing the number of hand-
written addresses on outgoing mail, 
and other appropriate measures; 

(d) Ensure that all addresses on mail-
ing lists have been validated using 
USPS-approved tools such as ancillary 
endorsements, CASS-certified soft-
ware, Move Update, and NCOAlink ® 
(more information can be found on the 
United States Postal Service website 
at www.usps.com); 

(e) Keep current on new technologies 
that could be applied to reduce agency 
mailing costs; 

(f) Collaborate and maintain profes-
sional relationships with the USPS and 
all other service providers; 

(g) Establish performance measures 
and goals for mail center operations, 
such as a maximum time for processing 
and delivery of incoming mail; 

(h) Ensure that expedited mail and 
couriers are used only when authorized 
by the Private Express Statutes (39 
U.S.C. 601–606) and when necessary and 
cost-effective; 

(i) Manage all incoming and outgoing 
mail processing activities at the facil-
ity, including all regularly scheduled, 
small package, and expedited service 
providers, couriers, equipment and per-
sonnel; 

(j) Be attentive to unauthorized use, 
loss, or theft of postage, including any 
unauthorized use of penalty or com-
mercial mail stamps, meter impres-
sions or other postage indicia, and im-
mediately report such incidents to the 
agency Inspector General, internal se-
curity office, the Postal Inspection 
Service, or other appropriate author-
ity; 

(k) Track incoming packages and ac-
countable mail; 
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