
Federal Executive Mail Manager Training
Purpose:  The Federal Executive Mail Manager Training Model is designed to facilitate a Federal Mail Management Training Program, which has the following goals:

· Establish a benchmark of excellence for federal mail managers;

· Teach and manage a federal mail staff with this training knowledge;

· Include a respected group of federal professionals who have proven commitment to federal mail management;

· Demonstrate the highest level of excellence in knowledge, competence, and skills in the interpretation and use of the federal mail management policies and processes;

· Offer federal agencies the ease of mind that comes from knowing they have selected a mail manager who has successfully met the requirements of a respected credential.
	POSITION
	COMPETENCY
	RESPONSIBILITIES
	DESCRIPTION 

	AGENCY MAIL MANAGER
	
	
	

	Agency Mail Manager (tasks outlined in Federal Register/Vol. 67, No. 109/Thursday, June 6, 2002/Rules and Regulations – 102.192.50)
	Mail Center Safety and Security  
	· Ensure written security plans for mail operations at the agency level and in any facility where one or more full time personnel processes mail are developed;
	· Develop a mail security plan in accordance with  41 CFR 102.192 

· Develop a written mail security plan

· Develop policy and procedures for safe and secure operations

· Develop procedures for handling all incoming mail

· Develop plans for security training for mail center personnel

· Develop procedures for ensuring compliance with the standards established by the Interagency Security Committee

· Conduct an annual review of agency’s security plan and facility-level security plans

· Ensure facility mail managers participate in building security committees

· Develop threat assessment

· Chemical/Biological/Radiological/Explosives
· Mail Recovery
41 CFR 102-192.80 requires the following topics be discussed in the Security Plan:

1.    Risk Assessment

2.    Plan to protect staff and all other occupants of agency facilities from hazards that might be delivered in the mail

3.    Operating Procedures

4.    Plan to provide a visible mail screening operation

5.    Training mail center personnel

6.    Testing and rehearsing responses to various emergency situations by agency personnel

7.    Managing threats

8.    Communications Plan

9.    Occupant Emergency Plan (OEP)

10.  Continuity of Operations Plan (COOP)

11.  Annual Reviews.


	
	Federal Mail Management Policy
	· Establish written policies and procedures to provide timely and cost effective dispatch and delivery of mail;

· Ensure agency-wide awareness and compliance with standards and operational procedures established by all service providers used by the agency;

· 
	· Develop policy requirements at the agency and federal management level 

· Implement mail management policy

· Implement postal policy

· Collaborate and develop policies concerning mail management and mail related administrative activities

· Disseminate information on written statutes, Executive orders, Presidential memoranda, Circulars and bulletins issued by the Office of Management and Budget (OMB), and other policy directives.  

· Postal mail knowledge and policies covered in federal mail management policy

· Describe your agency’s plans to improve the economy and efficiency of mail operations in the current and future years

	
	Federal Mail Center Operations
	· Monitor the agency’s mailings and other mail management activities, especially expedited mail, mass mailings, mailing lists, and couriers, and seek opportunities to implement cost-effective improvements and/or to enhance performance of the agency’s mission;

· Develop and direct agency programs and plans for proper and cost effective use of transportation, equipment, and supplies used for mail;

· Ensure that users at the program level receive the training needed to reduce, track and budget for their mailing expenses;

· 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;

· Establish written policies and procedures to minimize personal mail in incoming, outgoing, and internal agency mail;

· Ensure that bills from all service providers are reconciled and paid on a timely basis.
	· All federal mail managers must know the various systems for managing and improving mail handling

· Receiving and distribution operations

· Understanding of mail and distribution management

· Service providers available for federal mail

· Differences in carrier service levels

· Domestic and international shipping requirements

· Mail consolidation and expedited and drop ship opportunities

· Federal mail managers must be knowledgeable of certification programs in the mail industry to help mail center workers perform better, give them a competitive edge for promotion and success

· Certification programs in the mailing industry

· Understanding that a better trained mail employee will reduce costs and manage mail efficiently

	
	Federal Mail Management Reporting
	· Although not required for other than large agencies, develop, implement and provide to GSA the agency’s annual mail management and mail security plan (see subpart C) of this part;
	· GSA Annual Mail Management Report

· GSA Program Review Tool

· Understanding of Records Management

	
	Mail Training and Certification Programs
	· Ensure that facility mail managers receive the training they need to perform their assigned duties; 
	· Establish and support mail training program at the agency level

· Certified Mail and Distributions Systems Manager (CMDSM) Mail Systems Management Association

· Executive Mail Center Manager (EMCM) United States Postal Service

· Mailpiece Quality Control Specialist (MQCS) United States Postal Service

· Certified Mail Manager (CMM) International Publishing Management Association

· MAILCOM Certificate Programs

· Identify competencies

· Conduct a knowledge and skill gap analysis

· Identify training to fill gaps

· Identify sources for training

· Budget for training

· Schedule employee for training

· Conduct follow-up to validate knowledge or skill gap was filled

· Support employee development

	
	Federal Financial Management

        Budgeting
	· Establish and maintain a system that tracks the financial and other performance data discussed in §§ 102–192.50 and 102–192.100;

(a) Show allocations and expenses for postage and all other mail costs (e.g., payments to service providers, mail center personnel costs, mail center overhead, etc.) separate from all other administrative expenses;

(b) Assign control of funds for postage to the same person who has overall authority to control mail decisions for the program area;

(c) Allow mail centers to establish systems to charge their customers for postage; and

(d) Identify and charge mail costs that are part of printing contracts to the program level.

· Work with agency accounting personnel to ensure that financial system show allocations and expenses for postage and all other mail costs separately from all other administrative expenses;
· Ensure that mail costs are identified at the program level within the agency; 

· 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 actual performance measures used.
	· Lowering Carrier Costs

· Maximize Cost Savings

· Consolidated Mailings

· Consolidated Mail Facilities 

· Barcode Discounts

· Presort Discounts

· Drop Shipments

· Permit Mailings

· Other Carrier Discounts – Federal Government-wide

· Government-wide Contracts (Blanket Purchase Agreements)

· Budgeting at the Macro level

· Programming monies to projects and programs

· Preparing Budgets

· Managing Finances of Mail Processing Systems

· Reconciling Inventory

· Managing Charge-Backs

· 5 Year Financial Plan

· Understanding of Records Management



	
	Project Management
	· Ensure projects are completed within scope, on time and on budget.
	· Project Management Essentials

· Integration

· Scope

· Time

· Cost

· Quantity

· Communications

· Risk

· Human Resources Management

· Procurement

· Professional Responsibility

· Earned Value Management

· Project Management Software Training

	
	Federal Contracting
	· Contract for Mail Services
	· Source Selection Process
· Selecting, appointing, and overseeing source selection panel.
· Selecting, appointing, and overseeing the technical evaluation panel.
· Receiving and approved source selection briefing.

	
	Federal Property Management
	· Real Property

· Personal Property
	· Space requirements

· Physical makeup and design

· Understanding 508 compliance
· Provides access to and use of data and information to employees with disabilities that are comparable to that provided to employees who are not disabled, unless an undue burden would be imposed on the agency. 

· Provides access to and use of information to the public and individuals with disabilities seeking services, comparable to that provided to the public who are not disabled.

· General knowledge of personal property; follow agency guidelines

	FACILITY MAIL MANAGER
	
	

	Facility Mail Manager (tasks outlined in Federal Register/Vol. 67, No. 109/Thursday, June 6, 2002/Rules and Regulations - 102.192.130)
	Mail Center Operations

· Federal Mail Management Policy
	· Implement policies and procedures developed by the agency mail manager, including cost control procedures;

· 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 effective change;

· Work closely with all facility personnel, especially the program level users who develop large mailings, to minimize postage and associated printing expenses through improved mail piece design, mail list management, electronic transmission of data in lieu of mail, and other appropriate measures; keeping current on new technologies that could be applied to reduce your mailing costs;

· 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;

· Provide centralized control of all mail processing activities at the facility, including all regularly scheduled, small package, and expedited service providers, couriers, equipment and personnel;

· Review unauthorized use, loss, or theft of postage, including any unauthorized use of penalty or commercial mail stamps, meter impressions or other postage indicia, and immediately report such incidents to the agency Inspector General, internal security office, or other appropriate authority;

· Provide training opportunities for all levels of agency personnel at the facility on cost-effective mailing practices for incoming, outgoing, internal mail and security;

· Ensure that outgoing mail meets all the standards established by your service provider(s) for weight, size, hazardous materials content, etc.;
	· Knowledgeable of federal mail center operations to lead the mail processing function, train mail center employees, and ensure mail is processed by the requirements of all service providers

· Implementation of policies and procedures required by the agency

· Cost control procedures

· Cost-effective changes

· Large mailings

· Printing and expenses

· Mail piece design

· Mail Piece Quality Design certification (USPS)

· Mail center design

· Mail list management

· Electronic transmission of data in lieu of mail,

· New technologies

· Expedited mail couriers, 

· Private Express Statutes, 

· Mail-processing activities expedited service providers, 

· Equipment and personnel; 

· Unauthorized use, loss, or theft of postage,

· Unauthorized use stamps, 

· Internal security, 

· Training opportunities, 

· Hazardous materials, 

· Mail management and 

· Mail security plan. 

· All federal mail managers must know the various systems for managing and improving mail handling

· Receiving and distribution operations

· Understanding of mail and distribution management

· Service providers available for federal mail

· Differences in carrier service levels

· Domestic and international shipping requirements

· Mail consolidation and expedited and drop ship opportunities.

· Federal mail managers must be knowledgeable of certification programs in the mail industry to help mail center workers perform better

· Certified Mail and Distributions Systems Manager (CMDSM) Mail Systems Management Association

· Executive Mail Center Manager (EMCM) United States Postal Service

· Mailpiece Quality Control Specialist (MQCS) United States Postal Service

· Certified Mail Manager (CMM) International Publishing Management Association

· MAILCOM Certificate Programs

	
	Federal Budgeting
	· Ensure that mail costs are assessed and reviewed with feedback given at the program level within the agency; 
	· Preparing Budgets

· Managing Finances of Mail Processing Systems

· Reconciling Inventory

· Managing Charge-Backs

	
	Federal Financial Management
	· Maintains a system that tracks the financial and other performance data discussed in §§ 102–192.50 and 102–192.100;

· Show allocations and expenses for postage and all other mail costs (e.g., payments to service providers, mail center personnel costs, mail center overhead, etc.) separate from all other administrative expenses;

·  Identify and charge mail costs that are part of printing contracts to the program level.
	· Lowering Carrier Costs

· Maximize Cost Savings

· Consolidated Mailings

· Consolidated Mail Facilities 

· Barcode Discounts

· Presort Discounts

· Drop Shipments

· Permit Mailings

· Other Carrier Discounts – Federal Government-wide

· Government-wide Contracts (Blanket Purchase Agreements)

· Budgeting at the facility level

· Programming monies to facility projects and programs
· Understanding of Records Management


	
	
	· Work with local managers to ensure that, to the maximum practical extent, the person who makes the decision to mail any significant number of pieces of mail is the same person who controls the funds for postage;
	

	
	Mail Center Safety and Security
	· Develop and implement a facility mail management and mail security plan; 
	· Federal Mail Regulation 102.192.85 states to implement a written mail security plan.

	
	Project Management
	· Ensure projects are completed within scope, on time and on budget.
	· Project Management Essentials

· Integration

· Scope

· Time

· Cost

· Quantity

· Communications

· Risk

· Human Resources Management

· Procurement

· Professional Responsibility

· Earned Value Management

· Project Management Software Training

	
	Contracting
	· Contract for Mail Services
	· Perform the duties of  COTR for Mail Contracts
· Ensuring the Statement of Work is adhered to

	
	Human Resources Management
	· Supervise Mail Program Employees
	· Managing & Supervising Employees

· Handling Personnel-Related Issues

· Observing People & Equipment

· Assisting Staff

· Managing Overtime

· Schedule & Workload Issues

· Assessing Staff’s Needs & Capabilities

· Writing Job Descriptions

· Recruiting, Selecting & Training Staff

	
	Management Reporting
	· Complete Required Reports

· Comply with the GSA Mail Management Report

· Comply with the GSA Program Review Tool
	· Reporting is a function that is vital to mail management and mail managers

· "Why?" should reports be written
· "To whom?" do they go
· "What?" should be included
· "How?" they can be written well, to be useful
· Writing mail management related reports

· Writing useful mail management reports

· Which reports are required by law

· Available software for report writing

· Writing performance measures

· Agency reports with plans to improve the economy and efficiency of mail operations report. 

	
	Federal Property Management
	· Personal Property
	· Space Requirements

· Physical Makeup Design

· 508 Compliant

· Location

· General knowledge of personal property; follow agency guidance

	PROGRAM – LEVEL MAIL MANAGER—CUSTOMER TRAINING
	
	

	Program-Level Mail Manager (tasks outlined in Federal Register/Vol. 67, No. 109/Thursday, June 6, 2002/Rules and Regulations - 102.192.145)
	Federal Mail Policy and Procedures
	· Be knowledgeable of all applicable mail policies and procedures

· Coordinate all program’s large mailings and print jobs to ensure that the most efficient and effective procedures are used;

· Work closely with the agency mail manager, mail managers at all agency facilities that handle significant quantities of mail or print functions for your program, and mail technical experts.
	· Minimize postage and printing costs

· Current technologies

· Mail Safety and Security: 

· current initiatives

· Interagency Security Council

· Printing:  Mail Piece Quality Design

· Project Management

· Contracting for mail services

· Mail List management

· Alternatives to mail

· Understanding of Records Management

	MAIL CENTER WORKER
	
	

	Federal Mail Center Worker/Contract Worker
	Mail Center Operations
	
	· Federal Operational Reporting

· Knowledgeable of federal mail center operations to lead the mail processing function, and ensure mail is processed by the requirements of all service providers

· Implementation of policies and procedures required by the agency

· Cost control procedures

· Cost-effective changes

· Large mailings

· Awareness of Mail piece design

· Mail center design

· Mail list management

· Electronic transmission of data in lieu of mail,

· New technologies

· Expedited mail couriers 

· Private Express Statutes 

· Equipment and personnel 

· Unauthorized use, loss, or theft of postage

· Unauthorized use stamps 

· Internal security 

· Training opportunities 

· Hazardous materials 



	
	Mail Center Safety and Security
	
	· Implement the mail security plan 

· Polices and procedures for safe and secure operations

· Procedures for handling all incoming mail

· Attend security training for mail center personnel

· Procedures for ensuring compliance with the standards established by the Interagency Security Committee

· Participate in quarterly review of agency’s security measures and facility-level security plans


Mail Training Reference Guide
Below provides resources to assist you in selecting training and development of mail professionals.  
eSolutions, Plus 4

Source: Business Mail Academy (BMA) - Moving Forward
Website:  http://www.nced.com/bma/courselist.php
Official Mail Manager (OMM) – Familiarization and Basic Training 

Training for Personnel Who Process Official Mail

Registered Mail Training

Mail Metrics Training Presentation

Official Mail Procedures (for Official Mail Managers and Clerks)

External Standing Operating Procedures (SOP), Fort Carson MPD Mailroom

Standing Operating Procedure (SOP) – Fort Carson Unit Mailrooms (UMR)

Unit Mail Service Training Course

Source:  Department of the Army

Website: 
Mail Center Security E!Training

Mail Room Security for Managers and Staff

Source:  Mailroom Safety/Marlowe Productions

Website  www.mailroomsafety.us
Master’s Certificate in Project Management and the Master’s Certificate in Information Technology Project Management.
Source:  ESI International

Website  www.esi-intl.com
Fundamental/Advanced Federal Contracting/Budgeting

USDA Graduate School
Website:  http://grad.usda.gov/
Basic/Advanced Mail Management Seminars
Source:  Pitney Bowes National Training Center

 Website:  https://www.pb.com
Certification Programs
Certified Mail & Distribution Systems Manager (CMDSM)

http://www.msmanational.org/pages/certification_cmdsm.cfm
Certified Mail & Distribution Systems Supplier (CMDSS)

http://www.msmanational.org/pages/certification_cmdss.cfm
Executive Mail Center Manager (EMCM)

http://www.usps.com/mailcentermgr/
Mail Design Professional (MDP)

http://www.usps.com/maildesignpro/welcome.htm
Mailpiece Quality Control (MQC)

http://www.usps.com/ncsc/addressservices/certprograms/mqc.htm
Certified Mail Manager (CMM)

http://www.ipma.org/Certification/CMM/tabid/85/Default.aspx
For more training resources,  click on GSA’s Conferences and Seminars webite at:
http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=17113&channelPage=%2Fep%2Fchannel%2FgsaOverview.jsp&channelId=-24611
We encourage you to contact us and participate in the expansion and enhancement of this website by submitting additional materials and providing your comments and suggestions.[image: image1.png]
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