
Management Instruction
Inclusiveness and Diversity Advisory 
Committees
This management instruction (MI) provides guidelines for implementing
Inclusiveness and Diversity Advisory Committees. Also included in this
document are suggested operational guidelines.

Background

Diversity
The U.S. Postal Service™ has a proud tradition of serving the changing
needs of the American people. We have the distinct honor of growing
with our country, both geographically and demographically, and today
we serve one of the most diverse markets in the world. With nearly
700,000 employees, we are one of the nation’s largest nonmilitary
employers, and one of the leading employers of minorities, women,
persons with disabilities, and veterans.

Diversity is at the forefront of our corporate planning, and it is
integrated into our overall business strategies. Our top-down
commitment to a strong diversity program has enabled the
organization to meet one of the most important challenges facing
corporate America today — how to meet the demographic and
economic growth of our diverse customer base and the sophisticated
demands of tomorrow’s workforce.

The ability to anticipate and respond to these challenges will help
determine our continued success as a business and make us the
Employer of Choice. The Postal Service is committed to identifying and
implementing initiatives designed to sustain a work environment that is
fair and ethical and where opportunities for advancement are open to
all.

Using the talents and skills of our diverse workforce allows us to offer
the level of service that our diverse customers need and expect.
America’s consumers are a dynamic mix of people of all races,
lifestyles, and cultures. Consumers today are more demanding — they
expect retailers to recognize and satisfy their individual needs. The
more our employees know about the business and customer needs,
the better they can market our products and services to our diverse
communities. Leveraging diversity will prove to be a critical component
in making the Postal Service “The Best Value in the Marketplace.”

Affirmative Action
Under Equal Employment Opportunity Commission regulations,
affirmative action is generally defined as those actions appropriate to
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overcome the effects of past or present discriminatory practices,
policies, or other barriers to equal employment opportunity. According
to the guidelines set forth in 29 CFR 1608.4:

An affirmative action plan or program…shall contain
three elements: a reasonable self-analysis; a
reasonable basis for concluding action is
appropriate; and reasonable action.

Purpose and Objectives

The purpose of an Inclusiveness and Diversity Committee (IDAC) is to
help installation heads and managers meet the objectives of
Headquarters Employee Development and Diversity (ED&D). The
establishment of a committee is an important factor in the Postal
Service’s commitment to employees and customers. 

The objectives of the committee include the following:

1. To help create an inclusive work environment in which all 
employees are treated with dignity and respect and their 
individual differences are valued.

2. To coordinate and facilitate activities that encourage the full
engagement and utilization of all employees.

3. To recommend specific actions to promote employees’ full
engagement.

4. To help identify barriers to upward mobility for underrepresented
groups and people with disabilities.

5. To recommend specific actions to ensure the upward mobility of
all employees.

6. To help managers ensure equality of employment opportunity in
all Postal Service facilities, without consideration of race, color,
national origin, religion, sex, age, physical or mental disability,
physical characteristics, lifestyle, or background.

7. To help improve service to and interaction with customers.

Suggested Guidelines

An IDAC may use a variety of methods to accomplish its objectives.
ED&D’s suggested guidelines for the establishment, membership,
leadership, and scheduling and conducting of meetings are set forth in
this section.

Establishment
Consideration should be given to establishing an IDAC in any
installation that has 200 or more employees. And, in some cases, it
may be appropriate to consider establishing a committee in an
installation with fewer than 200 employees.

The district Manager, Learning Development and Diversity (MLDD) shall
have oversight of all IDACs within a performance cluster. The IDACs
will report accomplishments quarterly to the MLDD, and the MLDD will
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report committee accomplishments in an annual report to the
performance cluster leadership.

Membership
The number of committee members can be determined locally. The
local MLDD serves as an ex-officio member of the committee and
attends committee meetings whenever possible.

Term of Service
Recommended participation by members of a committee is for no more
than 2 consecutive years.

Selection of Members
The selection process is determined locally. However, ED&D
recommends that the members be:

1. Willing and able to accept responsibility.

2. Sensitive to the interests and concerns of all people.

3. Reflective of the makeup of the workforce and community served
by the installation.

Leadership
The committee may select officers or facilitators for specific periods of
time (e.g., 1-year terms), or it may rotate leadership more frequently.
Recommended duties for committee leaders are described below.

Chairperson or Facilitator
The chairperson or facilitator can perform these or other duties as
deemed necessary by the committee:

1. Create meeting agendas based on committee input.

2. Ensure the orderly conduct of meetings and the efficient
completion of all business on an agenda.

3. Prepare and distribute, as necessary, reports of committee
activities that may include minutes and specific
recommendations.

Recorder
The recorder or notetaker can perform the following functions:

1. Send notices of meetings to all committee members.

2. If deemed necessary, record the minutes of each meeting.

3. If minutes are recorded, distribute them as appropriate.

Meetings
ED&D suggests that IDACs hold regular monthly meetings. However,
the MLDD and committee members can determine how often, where,
and when to hold meetings.

Agenda
ED&D recommends that committee members submit agenda items to
the chairperson or facilitator at least 7 days before a meeting. This will
give the chairperson or facilitator time to prepare and distribute the
agenda to committee members before the meeting.
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Committee Reports
When committee reports are prepared for the MLDD, they can
incorporate:

1. A summary of activities.

2. The goals and objectives of the committee that have been
achieved as of the date of the report.

3. Specific recommendations to the performance cluster.

Responsibilities

Headquarters and Area Offices
The ED&D National Diversity Initiatives office will provide guidance and
support.

Performance Clusters

Core Members
Core members of a performance cluster must:

1. Ensure that the IDACs are functioning properly.

2. Select committee members.

3. Provide necessary support to the committee.

4. Review committee reports and minutes and, where appropriate,
respond to recommendations.

5. Attend committee meetings whenever possible.

6. Advise the appropriate officials and post offices of the progress
and activities of the committee under the jurisdiction of the
MLDD.

7. If deemed appropriate, submit copies of any committee reports
and minutes to the following officials:

a. Area vice presidents.

b. District managers.

c. Plant managers.

d. Manager, Human Resources.

Manager, Learning Development and Diversity
The MLDD, with the assistance of the performance cluster, provides
training for newly appointed IDAC members and to others as needed.
This training includes, but is not limited to:

1. Providing an overview of inclusiveness and diversity policies and 
practices.

2. Explaining the committee members duties and responsibilities.

3. Explaining the laws, executive orders, regulations, policies, and
procedures related to equal employment opportunity.

4. Providing instruction on how to identify, organize, and develop
inclusiveness and diversity-related activities and projects.
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Inclusiveness and Diversity Advisory Committees

Setting Goals
It is advisable for each committee to set its goals and objectives as
soon as possible after the first meeting.

Activities
Committee activities may include:

1. Participating in the planning and development of activities to 
support the purpose and goals of employee inclusion and 
engagement.

2. Identifying possible local barriers to the upward mobility of all
employees and making recommendations within established
policies and procedures.

3. Monitoring projects and programs that are designed to promote
upward mobility and affirmative action in various phases of postal
operations.

4. Participating in facility open-house activities and ensuring that
interested employee or community organizations and all
employees are aware of these activities.

5. Identifying facilities that need multi-language aids and signage.
The committee should convey this information to the MLDD, who
will then work with the appropriate Postal Service officials to
obtain approval and acquire the items needed.

6. Coordinating and planning educational special emphasis
activities and observances that are inclusive of all employees.

7. Identifying facilities that do not provide equal access for people
with disabilities and recommending corrective action (for
example, adding ramps or lowering signs and countertops).

8. Participating in other activities that add value and help create a
more customer-focused culture. 

Liaison
The committee can act as a liaison in the following ways:

1. Serving as the contact point to receive employees’ views on 
engagement and inclusion.

2. Preparing, presenting, or providing current materials related to
the committee’s objectives and activities for use on local bulletin
boards and in-house publications, with the concurrence of the
MLDD.

3. Inviting performance cluster members, in coordination with the
MLDD, to address current trends and future policies that may
affect Postal Service employees.

4. Inviting representatives of community organizations, with
approval of the MLDD, to speak to the committee on issues and
concerns of the local community.

5. Referring employees seeking career development information to
the MLDD, Hispanic Program Specialist, or the Postal Employee
Development Center.
Management Instruction EL-670-2009-7 5



6. Writing diversity talks that are coordinated with the MLDD and
issued to managers or supervisors for their quarterly diversity
talks.
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