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1014.1  PURPOSE:  To set policy and procedures for the operation and maintenance of BPA's Central Mail List System (CMLS).  This applies to all BPA employees.

1014.2  DEFINITIONS

A.
Central Mail List System is a centralized BPA system developed to store, maintain, and access BPA mail lists for mailing purposes.  Both street addresses and e-mail addresses may be maintained and used.

B.
External Interest is a list of persons and/or organizations with a mailing address outside BPA.

C.  BPA Form 1420.03 is titled "Media Services Requisition," and is available through the Administrative Service Centers and from Media Services, or as an EForm.

D.
Interest Codes is a numbering system used to identify mail lists contained within the CMLS.

E.
Internal Interest is a list of mail stops for staff and/or organizations to be used for distribution within BPA.

F.
Mail List is a collection of names and addresses or routings used to distribute written information.  This includes both internal distribution of material within BPA) and external mailings.  Mail lists may also include e-mail addresses for electronic mailing.

G.
Mail Stop is the BPA organization code for each employee, with the applicable location code.  

1014.3  POLICY:  All BPA mail lists, whether external or internal, will be incorporated into the Central Mail List System.  Exceptions to this policy will be approved by the Chief Operating Officer.

1014.4  RESPONSIBILITIES

A.
Media Services is responsible for the operation of the CMLS.

B.
Information Resources Management is responsible for providing contract and system analysis, programming, and implementation support to the CMLS.
C.
The CMLS Manager is responsible for the day-to-day operation, planning, analysis, and organization of the CMLS.

D.
BPA offices using the CMLS are responsible for planning and managing their mailings.  Choosing the appropriate audience is an important user responsibility.  Users are also responsible for the integrity of the lists.

1014.5  OPERATION OF THE CENTRAL MAIL LIST SYSTEM
A.
The CMLS is designed to improve and enhance BPA's communication with both the public and its employees by providing an automated centralized mail list system.  The CMLS provides services to:

1.
Establish new mail lists on the system,

2.
Maintain and update existing lists,

3.
Select lists off the system and print addresses,

4.
Provide pertinent information to the user in the form of address printouts, audience profiles, and reports on mail list use, and

5.
Provide the most cost effective method of mail delivery using addressing methods.

B.
The CMLS serves as a central point of information for users for mass mailing and addressing services.  These services include guidance regarding number of copies required for mailings, design of address space on material, format of mail addresses, and use of contractor mail services.

C.
The CMLS is operated and managed under the direction of the CMLS Manager.  CMLS staff operations are provided by contract personnel.  The CMLS Manager serves as the field inspector for the contract support services.  The CMLS Manager advises and counsels BPA mail list users concerning policy and procedures.

D.
Updates or revisions to the CMLS software are initiated and coordinated by the CMLS Manager.

1014.6  REFERENCES
The Shared Services web site provides detailed information for obtaining CMLS services.
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