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class, weight, special services, and sub-
class/rate category of mail. One con-
solidated report on outgoing mail vol-
umes, postage expenditures, and mail-
able matter dispatched to all carriers
must be maintained. (Suggested format
appears in § 101–9.4902.)

(5) Establishing procedures for the re-
view and verification of vendor charges
including charges contained in the U.S.
Postal Service’s Official Mail Account-
ing System billings. U.S. Postal Serv-
ice charges and other vendor charges
must be reviewed and verified at each
facility to ensure billing accuracy.

(6) Ensuring that facility mail man-
agers increase their knowledge and
skills in mail management on a con-
tinuing basis. Training sources include,
but are not limited to: U.S. Postal Fo-
rums, Postal Customer Council meet-
ings, and training offered by the GSA
Interagency Training Center.

§ 101–9.202 Operational cost control
functions at the facility level.

The following operations and proce-
dures are applicable to all Federal mail
centers, facilities, and offices that gen-
erate and process mail. Each facility
must designate a mail manager. The
facility mail manager is responsible
for:

(a) Reviewing, on a continuing basis,
facility mail practices and procedures
to identify opportunities for improve-
ment and simplification.

(b) Providing centralized control at
each facility of all mail processing ac-
tivities including regularly scheduled
and specialized mail messenger serv-
ices, equipment, and personnel.

(c) Providing training which:
(1) Informs all levels of facility per-

sonnel on cost-effective mailing prac-
tices for incoming, internal, and out-
going mail.

(2) Includes supplemental guidance
and instruction in a format designed
for easy reference, revision, and use by
persons processing incoming, internal,
and outgoing mail or using mail mes-
senger operations. Such information
must be distributed to all persons proc-
essing mail and users of mail mes-
senger services.

(d) Establishes a policy of and proce-
dures for participation in the Coopera-
tive Administrative Support Unit

(CASU) program where applicable and
when cost-effective. A CASU can typi-
cally provide pickup, sorting, and dis-
patch of mail through a CASU-man-
aged mail center.

(e) Where authorized, contracting for
worksharing programs when mail vol-
umes or lack of resources for proper
mail preparation; e.g., presorting and
barcoding, make contracting for
worksharing the cost-effective choice.
Any solicitation for contracting for a
mail center must require the con-
tractor to comply with operational
procedures of the agency mail cost con-
trol program.

(f) Conducting discussions with local
U.S. Postal Service for mail related
services and implementing operational
procedures for services acquired from
mail delivery vendors or couriers.

(g) Processing mail by class with ex-
pedited mail, First-Class, and Priority
Mail being processed before lower
classes of mail.

(h) Attempting to deliver mail to the
action office (the office responsible for
taking action on the mail once it is re-
ceived) within 6 hours after it is re-
ceived by the agency from the carrier.
Every attempt should be made to de-
liver mail to the address or addressee’s
office; however, incoming bulk busi-
ness rate mail addressed to an indi-
vidual may be discarded if the facility
cannot readily ascertain the name or
whereabouts of the addressee. Incom-
ing First-Class mail that cannot be de-
livered must be returned to the sender,
per the U.S. Postal Service’s Domestic
Mail Manual.

(i) Reporting unauthorized use of
agency postage including penalty or
commercial mail stamps, meter im-
pressions, or other postage indicia im-
mediately upon discovery to the agen-
cy Inspector General or internal secu-
rity office, as appropriate.

(j) Reporting mail center deviations
from the agency’s occupational, safety
and health program, in accordance
with 29 CFR part 1960 and 29 CFR part
1910.

(k) Establishing and implementing
procedures to ensure that mail com-
plies with U.S. Postal Service address-
ing standards which include automated
and electronically generated mailing
addresses in order to eliminate as
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many handwritten addresses as pos-
sible. Compliance includes ensuring
machine readability, proper for-
matting, use of directionals (N. Main
St., 4th St., NW, etc.), and accurate
mail preparation for the various class-
es and discount rates and/or for the
best possible delivery service. The U.S.
Postal Service publications (Domestic
Mail Manual, International Mail Man-
ual, Memo to Mailers, and the Postal
Bulletins) contain all U.S. Postal Serv-
ice regulations for proper mail prepara-
tion and dispatch, and must be utilized
at each location where outgoing mail is
processed.

(l) Establishing and reviewing annu-
ally in conjunction with the agency se-
curity office, a mail security program
to ensure appropriate security require-
ments while not creating undue delay
in mail processing. The mail security
program must, at a minimum, detail
policy and procedures for safe and se-
cure facility operations and for the safe
transportation and processing of mail.

(m) Reviewing, prior to the creation
of the pieces to be dispatched, all mail-
ings which will (i) consist of 200 or
more pieces, or (ii) weigh 50 or more
pounds, including mail to be dispatched
on behalf of the agency by a third
party, for example, the Government
Printing Office, to ensure that the
agency’s needs are met at the lowest
possible cost. Mail managers will co-
ordinate with agency printing special-
ists about the mailing portion of con-
tracted printing jobs prior to entering
into a printing agreement.

(n) Establishing and publishing the
facility’s mail delivery and pickup
times, based on need for service, estab-
lished through the study of mail vol-
umes and service requirements. The fa-
cility mail manager’s goal is to provide
service to the facility at the lowest
possible cost. Consistency in mail pick-
up and delivery can help achieve the
goal.

(o) Maintaining close liaison with
agency correspondence managers and
providing guidance on correspondence
management decisions such as the de-
velopment and design of mailing mate-
rials including: Business Reply Mail,

letterhead, mailing labels, and enve-
lope design.

(p) Notifying facility personnel that
personal incoming, internal, and out-
going mail may not be processed in
agency facilities. An exception may be
granted at a facility for personnel liv-
ing on the facility, personnel stationed
outside the United States, or other sit-
uations where agency/facility per-
sonnel would otherwise suffer hardship.

Subpart 101–9.3—Reporting
Requirements

§ 101–9.301 Agency mail manager in-
formation.

Agencies will provide GSA with the
name, title, mailing address, voice and
fax telephone number (if applicable) of
the designated agency mail manager
(see § 101–9.201), and must update the
information as necessary. This infor-
mation will be submitted to GSA as
follows: General Services Administra-
tion, Attn: Mail Management Branch
(FBXM), Room 815, Washington, DC
20406–0001.

§ 101–9.302 Agency mail program data.

(a) Agencies will maintain data, on
mail volumes and postage expendi-
tures. This data will conform with the
requirements of § 101–9.201(c)(4) of this
part. Maintaining this information is
critical for agencies to accurately
manage their mail programs and to
gauge the impacts of rates and classi-
fication changes.

(b) Agencies are encouraged to sub-
mit narratives, at the end of each fiscal
year, on cost savings achieved through
more efficient mail management, espe-
cially worksharing efforts. The nar-
ratives should highlight specific cost
savings achieved as a result of mail
consolidation, presorting, barcoding,
use of a more cost-effective class of
mail, etc. In addition, the narrative
should specify whether discounts in
mail presorting and barcoding are
gained through contracts with vendors
or through in-house worksharing ef-
forts. Submit narratives to the GSA
address in § 101–9.301.
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