§102-192.55

(a) Have written security plans for
mail operations at the agency level and
in any facility where one or more full
time personnel processes mail.

(b) Ensure that mail costs are identi-
fied at the program level within the
agency; each agency will have to deter-
mine the appropriate level for this re-
quirement because the level at which it
is cost-beneficial differs widely. Pro-
gram level costs can be identified from
tracking mailing expenses by program
areas, cost estimates, financial reports,
reconciled Postal Service records, and
reconciled vendor data.

(c) Beginning December 31, 2003, all
payments to the United States Postal
Service must be made using commer-
cial payment processes, not OMAS.

(d) Have performance measures for
mail operations at the agency level and
in all subordinate locations that spend
more than $250,000 per year on postage;
it is up to each agency to select the ac-
tual performance measures used.

[67 FR 38897, June 6, 2002, as amended at 68
FR 56113, Sept. 29, 2003]

§102-192.55 What are the additional
requirements for large agencies?

All agencies that spend more than $1
million per year on postage are addi-
tionally required to develop and main-
tain an annual mail management and
security plan. The plan must:

(a) State total amounts paid to all
service providers;

(b) Verify that facility security plans
have been reviewed at the agency level.
A copy of at least one large facility
plan must be attached;

(c) Identify performance measures in
use at the agency level;

(d) ldentify the agency mail man-
ager; and

(e) Describe the agency’s plans to im-
prove the economy and efficiency of
mail operations.

[67 FR 38897, June 6, 2002. Redesiganted at 67
FR 54132, Aug. 21, 2002]

Subpart C—Reporting
Requirements
§102-192.60 What must we report to
GSA about our mail operations?

If you meet the definition of a large
agency (see §102-192.35), you must re-
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port to GSA annually either your mail
management and security plan, revised
section(s) of that plan, or a statement
verifying that your plan has been re-
viewed and that there are no changes
to it. The annual report must state
that all facility security plans have
been reviewed by a competent author-
ity within the past year.

§102-192.65 When must we submit re-
ports to GSA about our mail?

If you meet the requirement in §102-
192.35, the first annual agency mail
management and security plan to GSA
covering Fiscal Year 2001 is due Sep-
tember 4, 2002. Thereafter, fiscal year
reports will be due annually on March
30. You must promptly report the name
of the agency mail manager whenever
it changes. GSA maintains an updated
list of Federal agency mail managers
at http://www.gsa.gov/mailpolicy.

§102-192.70 What format should we
use when reporting mail data to
GSA?

GSA will provide the format and re-
porting process for submitting the
agency’s annual mail management and
security plan. These will be developed
in collaboration with the Interagency
Mail Policy Council. The final report-
ing format will be posted on the Mail
Policy Communications home page at
http://www.gsa.gov/mailpolicy.

§102-192.75 Where do we send our
mail management reports and secu-
rity plan verifications?

Submit hardcopy mail reports to:
General Services Administration, Of-
fice of Governmentwide Policy, Mail
Communications Policy Division
(MTM), 1800 F Street, NW., STE 1221,
Washington, DC 20405-0002. Electronic
submissions are encouraged. Submit
electronic reports to: fed-
eral.mail@gsa.gov.

§102-192.80 Why does GSA require
these mail reports?

GSA requires these annual agency
mail management and security plans
to:

(a) Ensure that the large Federal
mail programs have the tools and pro-
cedures in place to manage their oper-
ations efficiently and effectively;
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