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(j) Establish and maintain a system
that tracks the financial and other per-
formance data discussed in §§102-192.50
and 102-192.100;

(k) Work with agency executives to
ensure that, to the maximum practical
extent, the person who makes the deci-
sion to mail any significant number of
pieces of mail is the same person who
controls the funds for postage;

(1) Work with agency accounting per-
sonnel to ensure that financial systems
show allocations and expenses for post-
age and all other mail costs separately
from all other administrative expenses;
and

(m) Ensure that bills from all service
providers are reconciled and paid on a
timely basis.

Subpart G—Facility Mail Manager
Responsibilities

§102-192.130 What are my general re-
sponsibilities as a facility mail man-
ager?

As a Federal facility mail manager
you should:

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

(b) Work to improve, streamline, and
reduce the cost of mail practices and
procedures by continually reviewing
work processes throughout the facility
and seeking opportunities for cost-ef-
fective change;

(c) Work closely with all facility per-
sonnel, especially the program Ilevel
users who develop large mailings, to
minimize postage and associated print-
ing expenses through improved mail
piece design, mail list management,
electronic transmission of data in lieu
of mail, and other appropriate meas-
ures; keeping current on new tech-
nologies that could be applied to re-
duce your mailing costs;

(d) Work with local managers to en-
sure that, to the maximum practical
extent, the person who makes the deci-
sion to mail any significant number of
pieces of mail is the same person who
controls the funds for postage;

(e) Ensure that expedited mail and
couriers are used only when authorized
by the Private Express Statutes (39

41 CFR Ch. 102 (7-1-02 Edition)

U.S.C. 601-606) and when necessary and
cost-effective;

(f) Provide centralized control of all
mail processing activities at the facil-
ity, including all regularly scheduled,
small package, and expedited service
providers, couriers, equipment and per-
sonnel;

(g) Review unauthorized use, loss, or
theft of postage, including any unau-
thorized use of penalty or commercial
mail stamps, meter impressions or
other postage indicia, and immediately
report such incidents to the agency In-
spector General, internal security of-
fice, or other appropriate authority;

(h) Provide training opportunities for
all levels of agency personnel at the fa-
cility on cost-effective mailing prac-
tices for incoming, outgoing, internal
mail and security;

(i) Ensure that outgoing mail meets
all the standards established by your
service provider(s) for weight, size, haz-
ardous materials content, etc.;

(j) Produce and implement an agency
mail management and mail security
plan; and

(k) Respond to the requirements of
this part.

§102-192.135 What should I include
when contracting out all or part of
the mail function?

Any contract for a mail function
should require compliance with:

(a) This part;

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

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

Subpart H—Program-Level Mail
Responsibilities

§102-192.140 Which program
should have a mail manager?

Every program level within a Federal
agency that generates a significant
quantity of outgoing mail should have
a mail manager at the program level.
It is up to each agency to decide which
programs will have a full-time or part-
time mail manager. In making this de-
termination, the agency should con-
sider the total volume of outgoing mail

levels
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