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Office of Administrative Services


                                                                                                                   Office of Administrative Operations



Mail Management Division                              



Mail Managers Meeting

Meeting Minutes

January 12, 2006

Attendees:

Mike Gregor, Chief, Mail Management Division, Chair

Christine Mister, Program Management Specialist, Co-Chair

Cherie Stallman, Director, Office of Administrative Services

Lutricia Jackson, Director, Office of Administrative Operations

Theresa Cecil, BEA

Vanessa Clark, BEA

LaMont Bundy, BEA

George Philips, BEA

Marcus Barber, Census

James Jones, Census

Pam Moulder, ESA

Hamilton Humes, ITA

Michelle Wims, NIST

Brian Barber, NIST

Rita Argueta, NOAA

Jim Champion, NOAA

Sonia Warriner, NTIA

Kathy Hart, NTIA

Joyce Baker, OIG

Dale Fields-Givings, OIG

Walter McDougal, PTO

Robin Lewis, PTO

Agenda Items:

· Welcome – Mike Gregor welcomed all attendees.

· Mail Management Division Overview – Mike Gregor gave an overview of the Department of Commerce’s Mail Management Division to include the organizational make-up, overview of the regulations authorizing the existence of the Division, Federal regulations regarding mail management, the role of the Division in overseeing the Department’s worldwide mail program and the promulgation of mail policy for the Department of Commerce.

· Director, OAS Remarks – Cherie Stallman, Director, Office of Administrative Services, was introduced and gave some brief opening remarks.

· Director, OAO Remarks – Lutricia Jackson, Director, Office of Administrative Operations, was introduced and gave the following opening remarks.  The purpose of this group is to foster Department wide communications, establish relevant policy, address OS and Bureau specific issues and provide support and assistance to our customers.  Participants were also encouraged to attend National Mail and Postal Conferences because of the valuable training and development provided.  At least once a year OAO will sponsor a DOC Mail seminar at a National Mail or Postal Service Conference.  Ms. Jackson also encouraged Mail Managers to use the newly developed OAO Mail Website for the latest information and to provide suggestions for enhancements.  A charter outlining the group’s purpose and operating procedures should be the group’s first major initiative.  

· Informational Session – Mike Gregor provided informational sessions covering the following topics: 

· Postage rate increase

· Federal Mail Management Regulation

· Annual mail management report

· Mail Security Plan

· Status of deviation request

· DoC Mail Manual

Christine Mister provided an overview of the financial reports and billing algorithms (bureau expenditure breakdown, FY05/FY06 variances and analysis) used by the Division to consolidate for higher level reporting and bureau invoicing.

· Tour – The afternoon session consisted of a tour of the U. S. Postal Service’s Government Mail Center located in Washington, DC. Tim Haney, Manager, Capital Metro Operations, and Pat Moore, Postmaster, Washington, DC, provided the tour. Included in the tour was an overview of how mail to federal government agencies is processed, an explanation of the mail irradiation process, and a demonstration of the biological detection system (BDS) utilized at the facility.
Next meeting:  
· Preliminarily set for March 9, 2006 in Room 2866-HCHB

· The primary agenda items will be discussion of the annual mail management report to GSA, strategic response concerning deviation request to GSA, and DoC Mail Policy Manual.

Following meeting:

TBD
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