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Corporate Succession Planning

Purpose
The Postal Service� has grown and succeeded in corporate America
due to its strong leadership — an element that remains critical for our
continued success as an organization. To respond effectively to future
executive vacancies, the Postal Service must leverage the skills and
talents of its diverse workforce. To address this business imperative, the
Postal Service has implemented Corporate Succession Planning (CSP)
as a mechanism for identifying, developing, and preparing highly
talented employees to become effective future leaders within the orga-
nization. The objective of CSP is to identify and develop these potential
future leaders so that they can promptly and successfully assume Postal
Career Executive Service (PCES) positions as these positions become
available.

Definitions
Executive Committee. The executive committee is comprised of Postal
Service senior officers.

Executive Manager. The executive manager is the immediate PCES
manager of a nominee at the time the nominee submits his/her
application.

Executive Sponsor. The executive sponsor is the PCES manager nomi-
nating an employee for a given position pool. The executive sponsor
may be a nominee’s immediate PCES manager or a PCES manager
from another function or group.

Liaison. A liaison is an individual appointed by an officer to serve as a
CSP point of contact for employees and executive managers within an
Area or Headquarters group.

Nominee. A nominee is a PCES or Executive Administrative Service
(EAS) 22 and above employee who completes a Succession Planning
Application (SPA) to be considered as a potential successor for a given
position pool.
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Officer. An officer is an executive designated as vice president or higher
within the organization. Each officer is responsible for the composition
of position pools within his/her functional organization.

Potential Successor. A potential successor is a nominee who is ap-
proved for inclusion in a PCES position pool(s).

Succession Planning Committee. The succession planning committee
is a group of PCES managers responsible for reviewing the SPAs and
recommending potential successors to officers for position pools within
the officer’s jurisdiction.

Overview of the Corporate Succession
Planning Process
The CSP program has a biennial (every 2 years) application process,
with potential successors utilizing the interim 2-year period to pursue
developmental activities and/or assignments. The CSP program oper-
ates with a universal application mandate which means that employees
must apply during each CSP open season in order to be considered as
potential successors. This policy also applies to those individuals inter-
ested in reapplying for position pools for which they were previously
identified as potential successors. Employees may self-nominate or be
nominated for a maximum of five position pools.

The four stages of the CSP process are as follows:

Stage One:  Preparation for Open Season. The Employee Development
and Diversity office at Headquarters coordinates activities with the Area
and Headquarters liaisons in preparation for the CSP open season.

Stage Two:  Nomination Process and Assessment. This stage marks the
beginning of open season for CSP and is comprised of two phases: (1)
completion of the SPA form; and (2) manager review.

During the CSP open season, an eligible employee who wishes to be
considered for a position pool(s) completes an SPA. The SPA requires
the following information:

a. Summation of basic work history, formal education, training
and awards received.

b. Selection of a pool(s) (an employee self-nominates or an
executive sponsor nominates).

c. Completion of a self-assessment using the Executive
Competency Model.

d.  A narrative description of his/her qualifications for each
position pool selected.

The second phase is the manager review. This review component pro-
vides the executive manager (or sponsor) an opportunity to evaluate
each nominee’s competencies, and provide a written narrative detailing
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how well the nominee is suited for the specific position pool(s). An
executive manager may only evaluate an employee who directly reports
to him/her, or an employee he/she sponsors for a specific position
pool(s).

Indicating “support” for a position pool(s) means that an executive
manager (or sponsor) believes that the nominee could, with targeted
development, be ready to assume the responsibilities of a specific PCES
position within the 2-year timeframe. Conversely, indicating “decline
support” for a position pool(s) means that the executive manager (or
sponsor) does not believe that the nominee will be ready to assume the
responsibilities of a specific PCES position (or positions) for which the
nominee applied within the 2-year timeframe, regardless of the extent
of developmental assignments or opportunities provided to the
nominee.

The executive manager (sponsor) is required to provide a brief justifica-
tion for his/her decision to support or decline support of a nominee.

Note:  The executive sponsor may only support or decline sup-
port for a position where he/she nominated the employee. Each
succession planning committee will review the executive man-
ager’s (sponsor’s) narratives and the information provided in
each SPA to determine which nominees will be recommended
for the position pools under its jurisdiction. The executive man-
ager (or sponsor) may also provide additional comments for the
succession planning committee’s consideration.

Stage Three:  Review and Approval Process, Individual Development
Planning (IDP) Development. Each succession planning committee re-
views the applications for all of the position pools under its jurisdiction
and identifies the nominees who will be recommended to its respective
officer. Each committee is required to provide written justification for its
decision to support, or decline support, of a nominee’s application. The
justification should include specific action items and developmental as-
signments/activities (actionable comments) on areas for development
for each nominee, regardless of the nominee’s success in the CSP
process.

The officer reviews the recommendations made by the succession plan-
ning committee and decides which nominees will be recommended as
potential successors for position pools within his/her jurisdiction. Each
officer then consults with his/her executive committee member regard-
ing the proposed composition of the pools under the officer’s jurisdiction.

Once the executive committee concurs on the potential successors and
the position pools have been finalized, all nominees will be notified of
their status in CSP program. Upon notification, the executive manager
is required to meet with each nominee, both successful and unsuccess-
ful, to provide feedback and determine next steps, as appropriate.
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After a potential successor meets with his/her executive manager, the
potential successor will create an Individual Development Plan (IDP) for
review and approval by the executive manager. The IDP should outline
the developmental activities and assignments that the potential succes-
sor intends to complete within the 2-year cycle. After the executive
manager approves the IDP, the succession planning committee reviews,
approves, and/or provides further recommendations on the IDP.

The creation, review, and approval of the IDP are completed online via
the CSP system.

Stage Four:  Continuous Development. The developmental activities
and/or assignments identified in each potential successor’s IDP must be
updated by the potential successor at least on a quarterly basis and
monitored by the executive manager. The succession planning commit-
tee should meet on a quarterly basis to review the progress on each
potential successor’s IDP and recommend any additional assignments
or activities, as needed.

Administrative Responsibilities and
Business Rules
Executive Committee

Each member of the executive committee is:

a. Consulted in the final review and approval of the placement
of potential successors in position pools under his/her
purview.

b. Encouraged to review and discuss with his/her respective
officers the developmental progress of key potential
successors.

The executive committee approves all modifications to position pools
throughout the CSP cycle, as necessary.

Executive Manager

The executive manager must:

a. Assess each nominee against the Executive Competency
Model.

b. Indicate whether he/she supports or does not support
(“decline support”) the nominee for each position pool for
which the nominee applied.

c. Provide, for each position pool, a written justification for
his/her decision to support or decline to support the
nominee’s application.
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d. After position pools have been established, hold discussions
with his/her nominees who applied for CSP to provide
feedback regarding the nominees’ application for position
pools.

e. Assist potential successors in developing and maintaining
their IDPs.

Executive Sponsor

The executive sponsor must:

a. Assess each nominee, who has selected the PCES manager
as executive sponsor, against the Executive Competency
Model.

b. Indicate whether or not he/she supports the nominee for
position pools for which the executive sponsor ostensibly
nominated the employee.

c. Provide written justification for his/her decision to support or
decline support of the nominee’s application.

Officer

The officer must:

a. Appoint a liaison to coordinate CSP-related activities.

b. Determine the composition of the succession planning
committee responsible for making recommendations for
potential successors to position pools under the officer’s
purview.

c. Review the succession planning committee’s
recommendations for position pools that the officer oversees.

d. Indicate whether or not he/she supports each nominee as a
potential successor for position pools under his/her
jurisdiction.

e. Discuss the nominees with his/her member of the executive
committee prior to approving position pools.

f. Ensure that potential successors are being developed
according to their IDPs.

g. Actively assess the vitality of his/her position pools, including
determining if additional talent is necessary.

The officer also may at any time recommend modifications (addition or
deletion of potential successors) to the position pools within his/her
purview to his/her executive committee member.

Potential Successor

The potential successor must:

a. Develop an IDP with his/her immediate executive manager.

b. Complete the IDP online via the CSP system.
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c. Obtain approval from his/her executive manager and the
succession planning committee on the developmental
assignments/activities for his/her proposed IDP.

d. Update progress made towards meeting the developmental
objectives, including the completion and/or amendment of
developmental activities/assignments identified in the IDP.

e. Update and maintain his/her CSP profile on a regular basis.

Succession Planning Committee

The succession planning committee must:

a. Indicate whether or not it supports each nominee’s
application.

b. Provide a list to the officer of recommended potential
successors for each position pool under the officer’s
jurisdiction.

c. Provide to the officer and executive manager written
justification and feedback for its decision to support or decline
its support for each nominee. Justification should include
actionable comments identifying the nominee’s areas for
development.

d. Meet on a quarterly basis to review the developmental
progress of each potential successor against the objectives
set in the IDP.

e. Approve changes to the IDP and/or make recommendations
to potential successors regarding their IDPs.

f. Make recommendations, when necessary, to the officer to
delete a potential successor from position pools under the
officer’s jurisdiction.

Eligibility Requirements
Nominee

PCES and EAS 22 and above employees are eligible to self-nominate,
or to be nominated by an executive sponsor, for up to five position pools.
To be deemed eligible to apply to CSP, the employee’s position of record
(as specified on PS Form 50, Notification of Personnel Action) must be
EAS 22 or above prior to the beginning of CSP open season.

Current EAS employees who are or have been impacted by prior organi-
zational change (transfer-of-function, Reductions-In-Force (RIF), or RIF
avoidance), and therefore have saved grade and/or saved salary, may
be eligible to apply for CSP only if the positions they hold are EAS 22 and
above.
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Executive Manager/Executive Sponsor

An executive manager must hold a PCES position in order to review and
evaluate a nominee’s application. An executive sponsor must hold a
PCES position in order to nominate an employee for a position pool. If
an employee’s immediate PCES manager is detailed into the PCES
position, then the next higher level PCES manager reviews the
nominee’s application for position pools in consultation with the em-
ployee’s previous PCES managers. Employees who are saved-grade
PCES on the basis of pay and benefits may not act in the capacity of
either executive manager or executive sponsor during any stage in the
CSP process since they do not hold a PCES position.

Position Pool Modifications
To avoid depriving the Postal Service of the talents, skills, and abilities
of exceptional employees, officers have the authority to nominate high-
potential employees throughout the CSP cycle, provided that these
employees meet basic eligibility requirements. An officer may only nomi-
nate high potential employees for position pools within his/her functional
area. An officer will submit the name of the nominated employee to
his/her executive committee member for consideration. If the executive
committee member concurs, the employee’s name will be submitted to
the Vice President of Employee Development and Diversity for final
approval. The employee, if approved for inclusion in a CSP position pool,
must enter his/her basic information into the CSP program. Only an
officer may recommend additions to the position pools under his/her
jurisdiction at any time during the CSP 2-year cycle. Once the potential
successor is added to a position pool, he/she meets with his/her execu-
tive manager to develop an IDP following the same procedures as other
potential successors.

An officer may request that a potential successor be dropped from a
position pool(s), at any time throughout the CSP 2-year cycle. To drop
a potential successor from a position pool, an officer submits to his/her
executive committee member a “Drop Request” memorandum indicat-
ing that the officer wishes to drop an individual from a position pool(s).
If the executive committee member concurs, the potential successor will
be notified in writing that his/her name has been dropped from the
position pool(s). There is no appeal process within CSP for employees
to challenge the decision of an officer and/or an executive committee
member.

Individual Development Planning
The IDP is a crucial component in the CSP process. Developmental
activities and/or assignments for potential successors should be deter-
mined by the potential successor and PCES manager using the results
of the competency assessments and feedback from the succession
planning committee(s).
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When determining the appropriate activities for the potential successor,
the organization’s current business conditions need to be taken into
consideration. The scope of developmental activities, which may be
subject to ongoing budgetary constraints, should reflect the 2-year time
frame.

The potential successor is responsible for recording any progress in
achieving the developmental activities and/or assignments and amend-
ing the IDP, which is subject to approval by his/her executive manager
and the succession planning committee. A potential successor can be
dropped from the CSP program for failure to complete and maintain an
IDP. There is no appeal process within CSP for employees to challenge
the decision to drop a potential successor from the CSP program for
failure to complete and maintain an IDP.
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