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A guide tc GAO's reporting policies has been designed

- to supplement the Report sanval as an aid to report writers and
revievers. Part I of the guide deals with report preparation,
format, organizatior, and content. Part II presents report
processing procedures and forms. Findings/Conclusions: Chapter
and letter fcrmats are flexible enouch for effectively
discharging most of GAO's reporting responsibilities. The
chapter format is preferred if the report is lengthy--generally
exceeding 10 pages. The makeup of a report in chapter format
addressed to the Congress is illustrated. Sample traasmittal
letters for reports addressed to <cocnaressional requesters and
agency officia.s aie presented. The ietter format usually will
be appropriate when the information to be reported is relatively
short or when there is scme other gced reason for not using the
more foreal chapter format. The details usually shoculd not be in
the body of the letter if the material is lengthy. Report
processing steps ianclade: tasks to te completed before
requesting editorial services; requesting editorial services;
division/editing conference; requesting Office of Policy and
Office of the Gemeral Counsel review; and final typing and
proofing. The follcwing items should be included in the
signature and 1eport review package: nonbasic trausmittal
letter; Comptroller General's explanatory memorandum; and GAO
forms 475, 115, 371, 116, aud 117. Samples of these items are
included. A flow chart demonstrating the final processing of
reports for the Comgtroller General's signature is included.
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FOREWORD

This guide was prepared for quick and con-
venient reference to GAO's reporting policies.
It should be useful to report writers and re-
viewers throughout the office. It is designed
to supplement the Report Manual and make it
easier to use.

There are two parts—-one deals with report
preparation, format, organization, and content
and the other deals with report processing proce-
dures and forms.

Part I illustrates the various parts of a
report in chapter format. ‘tThe facing page (left
side) highlights major points that should be
considered in preparing a report. The page is
cross referenced to the Report Manual where
additional information may be found.

Part II gives step-by-steo instructions
on how to process a report and illustrates what
must be included in the signature and review
packages.

Comments and suggestions for improvements
should be submitted to the Director, Office of
Policy. Additional copies of the guide may be
obtained from the Distribution Section.

Director, Office
of Policy

ot oo

April 1977
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PART I

REPORT PREPARATION

Experience has shown that the two basic
formats——chapter and letter—are flexible
enough for us to effectively discharge most
of our reporting responsibilities. The Office
of Policy should be consulted before using
any other format.

Chapter Format

The chapter format is preferred if the
report is lengthy. With few exceptions, the
chapter format should be used in reports pre-
pared for t.» Comptroller General's signature
if the text will exceed 10 pages.

The makeup of a report in chapter format
addressed to the Congress is illustrated in
tﬁii part.

Except for some differences in the basic
transmittal letter, chapter format requirements
for reports addressed to congressional requesters
or agency officials are the same. Basic trans-
mittal letters for these reports are illustrated
at the end of this part.

Letter Format

The letter format (either with or without
covers) usually will be appropriate when the
information to be reported is relatively short
or when there is some other good reason for not
using the more formal chapter format.

The details usually should not be in the
body of the letter if the material is lengthy.
Instead, the report should be a brief transmittal
letter summarizing the most important points,
including any recommendacions, followed by en-
closures: financial statements or schedules,
exhibits and/or appendixes. Although not required,
in some cases it will be helpful to include
a table of contents.



REPORT COVERS
REPORT MANUAL CTHAPTER 9

PAGE
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~ Six cover styles, i.e., to the Congress, to committees, etc.

() REPORETITIE . o . v v e v v v v v oo s o oo o nnnnens 95
Specific, informative, and constructive in tone,

Avoid dates or periods, unless there is good reascn.

Avoid abbreviations.

Length limited to three lines of 3 or 4 words to a line.

Information Officer must review before editing if report signed

by Comptroller General. (Unclassified only).

(3) NAMES OF DEPARTMENTS AND/OR AGENCIES (UNLESS IN TITLE) . . . . . . . 9-4
e 1f the report concerns:

—One or two agencies, identify them,

—0ne principal agency and others to a lesser extent,
identify principal agency followed by "and Ocher Federal
Departments (or Agencies)."

—Many agencies, leave this section blank. Do not use
"Multiagency" or "Governmentwide."

4)COVER SUMMARY . . & « « « « o o « o o o o s s s s 6 s s s a s o o oo 95
® Required on all bound unclassified reports signed by the
Comptroller General or by directors.
e Highlight the most important matters discussed in the report.
e Avoid abbreviations.
e Information Officer must review before editing if report signed
by the Comptroller General (unclassified only). (RM 19-4)

(S)REPORT NIMBER . + + v v o v e vt e e ue o oo e e e e .. 9-4
® Includes: Division - Fiscal Yr. - Report Control No.
Each division is responsible for assigning report numbers.
e Not used on reports signed by officials below the director level.

GENERAL ' NOTES
COVER REQUIREMENT . « « o « o o « o o o » « s o s s o o s s s s ¢ s+ 94
) %ﬁited on (1) classified reports, (2) reports to the Congress
) repcrts in chapter format.
@ Desirable on letter reports
—S5igned by the Comptroller General and iikely to receive wide
distribution.
—Over 10 pages long or which have numerous or lengthy enclosures.

COVER COLORS ¢ ¢ v o o o o o o s o o s o 8 s o o s 8 3 0 o o o o s s o917
® Reports signed by the Comptroller General and by directors
~—BLUE QOVERS on all reports available for general ‘distribution.
--GRAY COVERS on all reports not available for general distribution.
Special notice on cover required if the report is restricted or
includes tensitive information. Special markings are required
on classified reports. (RM 18-8)
e Reports signed by other Washington and field officials
~—WHITE OOVERS used on all reports.
e All staff studies requiie blue green covers.
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REPORT TO THE CONGRESS

BY THE COMPTROLLER GENERAL>?>
OF THE UNITED STATES

Classification Of Federal
White-Collar Jobs Should Be

Better Controlled

Civil Service Commission
Office of Management and Budget @

Weak controls and pressures on job classifica-
tions have produced over?(raded Federal posi-
tions. How many is unknown. Overgraded
positions increase costs and affect employee
morale and productivity.

Top Federal management must improve job

classifications and organize the work of Fed-

eral departments and agencies economically. @
"I'his| attitude must exist at all Government

evels.

FPCD-77-173



BASIC TRANSMITTAL LETTER
“REFORT 10 THE OORGRESS
REPOFT MANUAL, CHAPTER 10
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e Obtain from Index and Files Section, OGC, before editing.

;o
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55

<:> ADDRESSEE, SALUTATION, AND OOMPLIMENTARY CLOSE . « « « « o o o o o o .10~1

© Three identical letters, excep* for distribution paragraphs
(see item 6 below), addressed to (1) the President of the Senate,
(2) the Speaker cf the House of Representatives, and (3) the two
officials jointly.

e For letter address, salutation, and complimentary close see
Operations Manual - Supplement for Secretaries and Typists
{Chap. 8)

{3) OPENING STATEMENT . . & . v v v v v v v v e e o e e e n e l0mz
e A statement which is interesting, meaningful, and introduces
the subject - not simply a repetition or paraphrase of the
report title. ~

(4) WHY THE REVIEW WAS MADE « . + o 2 v v v v v v e e oo e o e e 10-3
® Present the major reason for making the review. Secondary
reasons should be statod in the report.
® This information should not be repeated in the digest or body
of the report unless there is a purpose for doing it.

@ CII’ATIM OF m AUTHORI‘I‘Y. - L] L] . L] - * - L] L] - * L] . . L L L] * L] 1*3

® Requirea 1in all repurts addressed to the Congress. Unless a /
more specific law applies, use our broad audit authority
(illustrated).

(6) DISTRIBUTION NOTICE (Joint letter illustrated) . . . . . o . « . . . 10-3

e The two individually addressed letters should state that the
report - not a ¢ - is being sent to the other addressee,
e.g., "We are sending this report today to the President of
the Senate."

e All three letters should include a statement that copies of the
report are being sent to the President (in those limited cases
in which this is done), the Director, OMB, and the heads of the
Federal agencies involved.

@ SImER OF Rﬁmms ‘IO .IHEI mR&: L] . . L] L ] L] * * * L] L L ] L] . L . L] L] 5-5
® Always preparea for the Comptroller General's signature.

GENERAL NOTES

Basic transmittal letters are used to transmit a report to the
official to whom the report is addressed. Some other matters which
should be considered:

e Avoid abbreviations

¢ Do not refer to the report as an enclosure. (RM 10-1,

® The lack of adequate advance review and comment or any limitations
on the use of the report information should be noted. (RM 10-4)

I-4 ‘1“1 y



COMPTROLLER GENERAL OF THE UNITED STATES
WASHINGTON. D.C. N0

B-123456

/©

To the President of the Senate and the
Speaker of the House of Representatives

This report describes (1) the problems contractors have be-
cause of shortages of processed materials and (2) the effect of
the shortsges on programs of vital national interest.

While reviewing Government acquisitions of major civil and
military systems in 16--and 19--, we found that contractors fre-
quently had problems in getting materials. This has increased
costs and extended leadtimes,

We made our review pursuant tothe Budget and Accounting Act,
1921 (31 U.S.C. 53), and the Accounting and Auditing Act of 1950
(31 U.S.C. 87).

We are sending copies of this report to the Director, Office of
Management and Budget; the Secretaries of Commerce, Defense,
and Labor; the Administrator, Environmental Protection Agency,
and the Administrator of General Services,

Comptroller General
of the United States

o
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DIGEST
REPORT MARUAL CHAPTER 11

@ HEADI@ * - E ] L ] - - - L] L] [ ] L ] L] L 2 L ] L ] - - * L d - L ] L ] * L ] - - * [ ] L] IFI o
® Title should be the same as that on the cover.

{2) PINDINGS AND CONCLUSIONS . . .« « & o v o o oo v v e e e e e . 112
e Briefly and clearly state the principal findings and conclusions.
e Examples are encouraged.
® Include dates, or any limitations on our work, which are im-
portant in placing our findings and conclusions in perspective.

@PAGEAND/ORCHAMERREFEM...................11-4
® Use page and/or chapter references to refer readers to
the detailed discussion in the body of the report.

@Rmmmm - ] [ ] - [ ] [ ] L ] - [ ] * » - -* - L] - - * L] - - . - L ] - 4 L ] 19.5
¢ Use the same number as on the cover.

* * * (Continued on page I-8) * * #

GENERAL NOTES

Digests are required in all chapter format reports signed by
the Comptroller General or by directors. Because many recipients
will read only the digest, it must present the maior issues covered
in the report clearly, accurately and fairly. Digests should:

® Not introduce facts or opinions not in the report.
e Have side captions when they will help the reader. They

are not required, however.
® Not exceed four es except in those rare cases when a
longer digest 1s essential to effectively communicate the
report's message.
Not include abbreviations other than those listed on Report
Manual page 11-4 without clearance by the Information Officer.
Use short sentences and paragraphs and simpla nonteciinical words.
Use third person construction ("GAO recommends®, etc.).
Not include classified material whenever possible (RM 18-9).
State limitations on report distribution:

—Unless restriction is based solely on requester's wishes,
state why the distribution is limited. (Underline for
emphasis.) (MM 11-3).

—Special notice may ~1so be required. (RM 9-7)

® Be reviewed by the Information Officer before editing if
report signed by Comptroller General. (Unclassified only).
{RM 19-4).

Classified report digests are discussed in Chapter 18 of the
Report Manual.

¢
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COMPTROLLER GENERAL'S BILINGUAL EDUCATION:
REPORT TO THE CONGRESS MORE NEEDS TO BE DONE
Department of Health,
Education, and Welfare

The Small Business Administration requires employees

in key positions to file a statement of outside employ-
ment and financial interest. Many employees making cr
influencing decisions do not file statements because
regulations emphasize an employee's grade level rather
than his duties. Also, statements that are filed are
not closely reviewed by the agency.

The regulations shculd be revised to require all
employees in decision making or influencing positions
to file financial disclosure statements. Improvements
are also needed for the standards-of-conduct for those
who review financial statements. (See p. 12.)

(2) ExampiE B

The synthetic narcotic methadone, used to treat heroin
addiction, can be medically beneficial but when these
drugs are misused they can cause injury and death.

Eight hundred methadone related deaths (eithur used
alone or in combination with other drugs) teported for
22 metropolitan areas in fiscal year 1975, show that
the illicit use of methadone is a serious problem.
(See p. 7.)

©

The Drug Enforcement Administration has been unable to
carry out an effective methadone anti-diversion program
because it has no authority to regulate and enforce
activities to control diversion from treatment programs.
This condition has been corrected. (See p. 29.)

The Food and Drug Administration needs to act decisively

against persons in methadone treatment programs who
violate Federal requlations and to improve its inspection

prograir.  (See p. 11.) ﬁ

Iear Sheet. Upon removal, the report
cover date should be noted hereon. 1 HRD-77-82

(Illustration continued on page I-9)

I-7



DIGEST (CONTINUED)

P
(5) RECOMMENDATIONS OR SUGGESTIONS « « « « & « « o o o o o o o o v o o 1"1'4\
¢ Do not simply refer the reader to the body of the report.

Summarize the principal recommendaticns and/or

suggestions (1) to agency officials and (2) for
congressioral action.

When possitle, special matters for Congressional attention
should be placed near the start of the digest.
Recommendations should be stated in the present tense, e.g.,
GAD recommends or is recommending.

@vxmsoa'azsmusm.sowxcmrs...................

Clearly show the thrust of advance comments, whether
written or oral, on our findings, conclusions and
recammeniations together with any evaluative comments.
When we disagree with the agency's comments, the digest
should make this clear.

If comments were not obtained and the report contains
direct, indirect, or imp’.ed criticism of a pe.son, an
agency, or a non-Federal organization, state the reason
why comments were not solicited.

11-2
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(5) EXAMPLE A - RECOMMENDATIONS TO AN AGENCY HEAD

GAO recommends that the Secretary of Health, Education,
and Welfare limit allowances for lahoratory services under
Medicare and Medicaid to the lowest charges widely and
consistently available irn a locality. Also, the Secretary
should establish policy and instructions on handling
charges for services claimed by physicians. (See p. 5.)

(5) EXAMPLE B - RECOMMENDATION TO THE CONGRESS

The Congress should enact legislation to

—eliminate the waiting period for Medicare coverage to
resume for transplant patients who reject their trans-
plants after 12 months and

—encourage greater use of home dialysis treatment by
providing an incentive for medically and psychologically
suited patients to select home over center dialysis.

Suggested legislative language to address these problems
is included on pages 58 and 59.

@ EXAMPLE A - AGENCY'AGREEMENT

HEW agreed with GAO's recommendations and said proposed
requlations on the "lowest charge level" provision of the
1972 amendments have been developed and are being re-
viewed within the Social Security Administration. In
addition, the Bureau of Health Insurance is developing
guidelines and instructions on laboratory service billings
subject to the carriers' reqular reasonable charge criteria.
(See p. 16.) GAO believes these actions will mret the
intent of the 1972 amendments.

@ EXAMPLE B - AGENCY DISAGREEMENT

The Energy Research and Development Administration does
not agree with GAO's recommendation to eliminate the use
of operating funds for construction activities. The agency
believes its procedures and controls are satisfactory.
(See p. 20.)

GAD disagrees with the policy of funding construction
projects with operating funds and believes a formal
reporting vvstem must be developed so that the Congress
is informed. (See p. 24.)



TABLE OF CONIENTS VAN
REPORT MANUAL CHAPTER Y o

PAGE
@ CMER TITLES L] L] L] L ] L] . . L L] L] [ ] . [ 4 L ® L L J . L] L L) L L L] L ] [ ] . 13-3

(2)SIDE CAPTIONS © v v v vt e e et et ettt een e s 99

e Should be meaningful and stated comstructively. {(RM 4-8, 13-8)

® Main side captions must be listed.

® 5Secondary side captions must be listed when they identify recom-
mendations, matters for consideration by the Congress, or the
scope of review.

® See Qverations Manual - Supplement for Secretaries and Typists
(Chap. 18).

' @ SO’)PE OF REVIEW L ] ] [ ] * [ ] L ] - L] - L ] . L ] - L] L ] L[] * L ] L ] - L ] o L] -* L ] L] L] 1 5-1
® Basic report arrangement has a scope chapter in the latter part
of the report. (Also see page I-14)

_b":_xﬁ' -I __B_I-:{‘S_. L] - L] * L] * - L] - L] L ] L] * L] L] * L . * - . ® . L] [ ] L ] L] - * - » 9 -3
e Copies of documents needed to support the findings or to
demonstrate their significance.

() APPENDIRES « 4 v v v i e vt e e e e e e e e e e e e e e . 53
@ Aaditional reference or supporting data includea as a matter of
office policy or for the convenience of the reader but is not
necessary for an understanding of the revort. For example: 4
--Written comments by agencies, contractors, or others. :

(Exceptions are discussed on Report Manual pages 6-10 and
o-11.)
--Last appendix in a report to the Congress shoula be a listing
of top agency officials.
-<Copy of request letter (R4 15-2).

e

(O MBHEEVIATIONS & v v v v v o v e e oot a e oo s ee e e 99
e List all abbreviations used in the report except standard
abbreviations (e.g., ft., a.m., lb.)
e For clarity, use abbreviations sparingly, particularly ones
familiar only to those readers who are knowleageable about
tiie programs or activities discussed.

(7) GLossARY (Optional)

(8) SCHEDULES (Not illustrated) « « « « v v « oo v v u o v u oo 16712
@ Financial statements or special tabulations of significant
financiul data (appropriations, re. 2ipts, disbursements,
costs, etc.}

GENERAL NOTES

A table of contents for a financial statement report is illustrated
on keport Manual page Y-10.

I-1u
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Page
DIGEST ' i
CHAPTER
1 INTRODUCTION 1
The Federal Law Enforcement
Training Center 2
Postal Service law enforcement 3
Why the Postal S.:rvice withdrew
from the Center 5
2 TRANSFER OF SECURITY POLICE TRAINING
IS FEASIBLE AND SHOULD BE EXPLORED 6
Training secnurity police at the (enter
was never considered 7
The Center could design a suitable
training course 10
Advantages and disadvantages to the
Postal Service 13
Conclusions 15
Recommendations 17
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to CAD 22
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ABBREVIATIONS
GAO General Accounting Office
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GLOSSARY

Dactylography The study of fingerprints for purposes of
identification.
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INTRODUCTORY INFORMATION
REPORT MANUAL CHAPTER 12

@qg_s_:gw_r_oympumsso&r#monpmm_g. e e e e e
® Usually can be done in a Sentence or two.

N{\'IUREANDSIZE.....-.-....-..-.o...;....12"2
" '@ Brief Gescription of the nature and size of the activity or
program. Financial information, such as sources and amounts of
funding and major types of prcgram operating costs are desir-
ahle. Other information, such as loans made or received, number
of employees, and number of locations, may also be included.

@gwlmxoummmmmsm.................... 12-3
® Emphasize areas which are the subject of comments or
recommendations discussed later in the report.
® In a first report to the Congress on an agency, descrika its
responsibilities and how it is erganized.

@paxouuom.mm's 12-4
e Refer to other GAD reports issued on the same, or a closely
relatea subject.
—The B-number shoulG be used if the report was issued before
the current report numbering system was adopted in fiscal
year 1975,

@g)_e.racrlvsso;s‘ouawonx..“...................12-4
o oBriefly state our opbjectives unless they are adeguately
covered in the basic letter.
® On a request assignment, if less work was done than requested,
state reasons.

@ BA[AMIMJ‘ S.I‘A‘r&iﬁms - * * - - * - - L] - * L ] - * . - - L] * L ] L ] L L ] - 12-‘
® Needed when a report may give the reader a less favorable
impression than justified by the facts.

* * * (Continued on page I-14) * # #»

GENERAL NOTES

LENGIH
~ @ If introductory information exceeds 3 or 4 pages, consider
including come of it in an appendix. (RM 12-1)

SIDE CAUTIONS
® If the chapter is long, it should be divided into a number of
short. sections, each with a side caption describing the topic
discussed. (R4 12-1)

® Do not use captions such as "Background" or “General Information. "

FOOINOTES AND REFERENCES

e Illustrated in Operations Manual - Supplement for Secretaries and
Typists (Chacter 18).

I-12
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CHAPTER 1

INTRODUCTION

This report discusses the use of Federal funds provided
by three formula grant programs--general public health,author-~
ized by section 314(d) of the Public Health Service Act (42 O
U.5 C. 246) and maternal and child health and crippled children's
services, authorized by title V of the Social Security Act
(42 U.S.C. 701). A previous GAO report discussed the plans to
change the method of distributing funds under title V o: the <:>
Social Security Act and the impact of the proposed change. 1/

The idea behind Federal formula grant programs (Federal
funds distributed to States based on a formula using population
and per capita income) is that State and local governments are <§>
more aware of their needs than the Federal Government and shoulgd
be permitted to decide, within broad program categories, hov to
spend Federal funds. 1Irn fiscal year 1Y--, Federal funds t-talling
about $331 million were available to the States to support the
three programs.

Our review included those elements of the three formula <:>
vant programs which appearea to need attention, rather than a
omprehensive review of the programs. Our objective was to €ind
“out how States plan for and use formula grant funds, the extent
to which they are aware of constituents health needs, and whether
or not they have established programs to meet these needs. We
also reviewed the extent of the Department of Health, Education,
and Welfare's assistance to and monitoring of State proyrams.

ROLE OF THE FEDERAL-GOVERNMENY

©

The formula grant programs are managed jointly by the
Department of Health, Education and Welfare (HEW) headquarters
and regional offices. Headquarters responsibilities include
establishing policy, issuing program requlations and guidelines,
and distributing the funds. Policy and program guidelines are
given to the regional offices and the States in manuals. HEW head-
quarters also evaluates programns and a percentage of each
appropriation is available to cover this cost.

1
"Maternal and Child Health Programs Authorized by Titlie V, Social
Security Act," HRD-76-90, June 23, 19--.

I-13
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INTRODUCTORY INFORMATION {CONTINUED)

PAGE K
(7) IDENTIFY SPECIFIC GEOGRAPHICAL LOCATIONS . o » o o o o . . . . . . . 13°3
® ere are too many activitiea or locations to oe conven-
iently discussed, list them in the findings sections or in
a separate scope chapter.

@PERIOD@VEREDBYREVIW......-.--..o........-12-3
e Indicate period covered or the period when the reported
conditions existed.

B '/ "

GENERAL NOTES

SCOPE OF REVIEW « o ¢ o o o ¢ o s o o o © o 6o o o o s o 0 e 0 ee.4 12=-4

® Scope information of the type discussed in items 5 thru 8
should be placed in a separate chapter near the end of the
report unless it is very brief or it is needed to alert
the reader to limitations on our work. Because the scope
information should supplement--rather than repeat--infor-
mation discussed elsewhere in the report, including it in
the intrcductory chapter eliminates the need for a separate
scope chap‘er later in the report.

o Examples of scope statements are included in chapter 15 of
the Report Mamual.

@ When included in the introduction, “Scope ¢f Review" side
caption must be used.

I-14 ( l)




Grant program management has been decentreiized by
assigning HEW regional offices responsibility to

-=provi«ue advice on programs,
--conduct vieits to review programs,
--do financial audits of the grants, and

~=review and approve State plans required by the three
grant orograms,

ROLES OF THE STATES

States manage formula grant programs day-to-day,
including monitoring program activities and evaluating
results. Each State must send reports to HEW regional
offices, on its program activities,

States must also prepare a plan for each program.
Although Federal law and regulations specify areas which
must be addressed in a State plan, the States are free to
determine how the funds will be used within broad program
categories, The Sta.es decide which health programs will
receive grant support and the amount of support., The
States also fully control how the funds will be used to pro-
vide community services.

SCOPE OF REVIEW

We interviewed State health department officials re‘s_:_____—®
ponsible for the plans in Indiana, Kentucky, and West

Virginia, We reviewed HEW internal audit reports, reg-

ulations, grant files, and correspondence at HEW head-

quarters in Rockville, Maryland; and HEW regional offices

in Philadelphia (region III); Atlanta (region IV); and Chicago
(regionV).

Our review in Kentucky, Indiana, and West Virginia ___ _.
covered fiscal years 19-- through 19--, e

I-15



FINDINGS CHAPTER
REPORT MANUAL CHAPTER 13

PAGE
CHAPI‘ER TITIE - L] L] * L ] L] - » L ] L] L] L) L] L] L ] L ] L ] * * L ] L ] L ] L * . L] L I§-§
e Short, meaningful, and constructive.

S[JMMARY [ ] [ ] L] [ ] [ ] L] [ ] » [ ] [ ] L] L4 L[] L] L ] . L] L] L ] - » L] L ] - L] L] [ ] L] L] . 13-8
e A brief summary paragraph at the beginning of a chapter is helpful.

@SIDECAMIONS.--.-....ct.o...n.coooooo..13-8
® Descriptive/constructive sidecaption should introduce each finding.
® See Operations Manual - Supplement for Secretaries and Typists
(Chap. 18) for guidance on positioning in the report.

@s'rmmmrorconm'rmn...................... 13-3
e Describe the situation as we found it.

Visual aids are often helpful. (See al-» page I-26.)

State whether adverse conditions are isc 'ted or widespread.

Include only important, relevant information.

Identify important assumptions and opinions.

Examples will help in most cases but do not ovevdo it.

gRlTERIA ooooooo L) L ] - [ ] - [ ] » - - - [ 3 [ L] L] L[] ] L[] . [ 3 . L L] 13-3
e Criteria (such as laws, regulations, and program objectives)
used to evaluate the conditions observed.

() EFFECT + v v v v v o et e o v o e oot s s a oo e aa oo oo 13-4
e Explain differences between conditions and criteria.
® State in measureable terms, such as dollars, time, number of
transactions. (May be actual, potential, or intangible.)
e Convince reader that corrective action is needed.
e Explain estimates and projections.

CAUSE.-.-oo-oo-o-ooooot-ooono.ooo.ool3-4
e State why the deviation occurred (basic causes).

® Good recommendations depend on identifying causes.

® Include lack of internal audit or review, when appropriate.

(8) CLASSIFIED REPORT-PAGE MARKINGS . . + v v v v o v o v v v o s oo 13710
® Required when using either the blocked or paragraph style.

MARKING CLASSIFIED MATERIAL (BLOCKED'STYLE) . . ¢ ¢ o « o « « o« o« » 13-11
e This style is preferred. USe of the paragraph style must be
justified in the explanatory memorandum. (See RM 18-12.)

* * * (Co. inued on page I-18) * * *

GENERAL NOTES

PRESENTING FINDINGS AND RECOMMENDATIONS
o The preferred report format is a series of chapters, each presenting
an individual finding or group of related findings with information

comments, etc. Separate chapters with our conclusions and recommend-
ations and the agency comments should be avoided in reports with
multiple findings. (RM 13-7 and 14-13.)

pertaining to that finding, i.e., conclusions, recommendations, agency

,
N
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MOTE: NONE OF THE MATERIAL APPEARING DELOY 13 ACTUALLY CLASIFND.
THIS SAMPLE PAGE I3 30 MARKED POR ILLUSTRATIVE PURPOSES OINLY.

(&~———CONFIDENTIAL Toe Stocked mereret 13

y ) clossified os indicated.
- All other moterial on this
CHAPTER « poge is UNCLASSISIED.

BUREAU EDUCATION PROGRAMS—-—

-

ARE THEY CLOSING THE EDUCATION GA™?

Little progress has been made by the Bureau of Indian Affairs
to close the education gap between Indians and other Americans by
19--. The Bureau's education programs are not designed to achieve @
this goal and its information system does not provide the data
necessary to effectively manage the program. The Bureau should
identify educational needs and develop an information system that
provides necessary data.

NEED TO CLOSE THE @
EDOCATION GAP

In recent years both the President and the Congress have dis-
cussed continuing problems with Indian education. Senate Report
91-501, entitled “Indian Education: A National Tragedy--A National
Challenge", recommeided that the Federal Governm:nt set goals for
giving equal educational opportunity for Indian children, including
the achievement of parity between Indian high schools and national
norms. . The report pointed out that Indians graduating from Indian @
. high schools generally had the equivalent of a ninth-grade education.
'This compares to the national average of an llth grade education.

The major goal set for the Bureau of Indian Affairs' education
program was to close the education gap betveen Indians and other
Americans by raising the academic zchievement level of Indian students
~within 10 years to the national average. | However, little progress
as n made toward achieving the goal. Although about $500 million
wac spent by the Bureau during the first 5 years of the program to —
educate some 50,000 Indian children, the Bureau estimated that Indians
graduating from Bureau high schools still had only about a ninth-grade
education as measured by standardized academic-achievement tests.
(CONFIDENTIAL)

© 6 ©

o~

The Bureau's education programs were not designed to reach the
goal. Officals at five of 12 schools and at one of three area offices
visited told us they were not aware of the goal. Officials at the
remaining schools and area offices said that they had not designed
their programs to reach this goal and had not received guidelines or
instructions to do it from the Bureau.

The Bureau does not have a management information system to give
education program officials data necessary to identify educational
needs of Indian children, design programs and activities to accomplish
educational goals, allocate resources to these programs, and evaluate
the costs and benefits in relation to the educational goals.

8
CONFIDENTIAL —
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FINDINGS CHAPTER (CONTINUED)

e Each finding section or chapter should have a clear statement

of our final position. (RM 13-9)
Must be reasonable and logical.
A gide caption may be used, but it is not mandatory.

@asoomm'rmns.........,................14-1

-

Include 1if our work indicates action is needed.

Do not include if the agency has completed the desired action.

(RM 14-13)

Avoid recommendations to (1) make a study, (2) continue to do
something, unless the report shows that it is being discontinued,
and (3) consider doing something if the evidence supports a
recommendation for corrective action.

Must folluw logically from the information provided in the report.
Should always be directed to an official--not the agency. In
reports to the Congress, committees, or members they are addressed
to agency heads. (RM 14-11).

Snould closely follow the finding to which it relates, rather than
in a separate chapter. (iRM 14-13) ,

Use "we recommend that, etc.," (RM 14-11)

Side caption required.

AGENCY mﬁENI‘S ® O & o 4 a2 & s " * * % o s e @ *® ® & o e s ©o ¢ o 6.1

The report should fairly present the agency's comments on our
conclusions and recommendations.
Our presentation of the findings should reflect comments on tha
findings and any general comments.

Comments which oppose our findings and conclusions mst be

rebutted. (RM 6-9)

Formal comments should oe attributed to the agency rather than

to the official who signed the letter. For example, we should

say “"lhe Department of Labor said * * ** rather than "The

Assistant Secretary for Administration said * * *" (RM 6-7)

REQOMMENDATIONS AND/OR MATTERS FOR QONGRESSIONAL CONSIDER\TION . . 14-3

Recommendations are preferred over "matters For consideration.*
Be as specific and direct as possible. If we believe the
Congress should do something we should recommend action rather
than consideration.

Reccmmendations to the Congress must be cleared with the Office
of the General Counsel.

When congressicnal policy is involved, we should avoia the
appearance of usurping congressional prerogatives. In such
Ccases, a statement of the issues and alternatives warranting
the Congress‘s attention would be appropriate.

Specific legislative language should be included when we are
recommending changes in laws. For guidance on this and other
recommendations requiring special consideration see pages 14-6
thru 14-9 of th: Report Manual.
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y CONCLUSIONS @
g Because educational needs have not been identified, the
Bureau's programs will not raise the academic achievement
level of Indians to the national average within 10 years.
Program officials do not have data necessary to identify
educational needs and design new programs to meet the estab-
lished goal.

RECOMMENDATIONS @

We recommend that the Secretary of Interior require
the Commissioner of Indian Affairs to:

~--Apprise all operating levels of the educational
program goals.

--Develop a management information system to provide:

1. Useful information on the academic aptitude and
achievement levels of students in the Bureau
school system.

2. Program-oriented financial management reports
geared toward the management needs of Bureau
education program officials.

" AGENCY COMMENTS AND OUR EVALUATION @

The Department of the Interior said it agreed with the
findings and that our conclusions and recommendations would
constructively support Bureau attempts to improve its

jucation program. {App. I.)

According to the Department, from 5 to 10 years would
be required to prove increased effectiveness through student
test results. The Department noted we did not recognize
depar-mental and congressional commitments and progress to
improve education opportunity for the American Indian.

We agree that it would have been desirable to obtain
student academic achievement data covering several years.
Such data was not available, however, and, by necessity,
our evaluation of progress achieved by the Bureau was limited
tc available data.

RECOMMENDATION TO THE CONGRESS <:>

We recommend that the Congress enact legislation author-
izing the Bureau to collect the information discussed in this
report. This information can be used to evaluate the progress
being made in improving Indian education. Suggested legislative
language is in Appendix II.
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APPENDIX OR ENCLOSURE
(AGENCY COMMENTS TLIUSTRATED)
~ REPORT MANUAL PAGE 9-3

FORMAT

e Use "APPENDIX" for bound reports.

e Use "ENCLOSURE" for unbound reports.

e Locate heading on right and left margins.
e Use Ronan numerals. —

(2) HANDLING PAGE REFERENCES

® A general note should be used if the page numbers shown do not agree
with those in the final report.

HANDLING COMMENTS ON MATERIAL
DELETED IN THE FINAL REPORT

e If material commented on has been deleted fram the final report, the
comments should be deleted and a note added as shown. (RM 6-10)

n—-\“

- o~ .

GENERAL - NOTES

e Other items which may be included are
—copies of congressional requests (See also RM 15-2)
-~lists of earlier GAO reports on the same or a related subject (See
also RM 12-4,)

e Last appendix in report to the Congress should be a listing of the
names, titles and periods of service of the top agency officials re-
sponsible for the activities discussed in the report.
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APPENDIX T N~ APPENDIX 1

DEPARTMENT OF STATE

) AGENCY FOR INTERNATIONAL DEVELOPMENT
WASHINGTZGN, D.C. 20823

July 29, 1976
Auditor Gonaral
Mr, J. K. Fasick
Director
International Division
U.S. General Accounting Office
441 G Street, N. W,
Washington, D.C, 20548

Dear Mr. Fasick:

Thank you for providing the GAO draft report "World Population
Grewth: Its Impact on Development Efforts and the Quality of

Life" to the State Department and the Agency for International
Development for comment. Our response to the report is generally
favorable, however, we do not concur with the following recom-
mendations.

@ 1. On page 23, the report recommends that the Secretary of
State estimate AID's donor assistance for each country
for a 20 year period. We do not agree a 20 year period
should be used in all cases., Our Office of Population
believes that where a country (a)is fully committed to
reducing excessive growth and (b) employs effective,
low cost service delivery systems and adequate supplies,
donor assistance will not be needed after approximately
10 years.

[See GAO Note 1] @

Please let me know if we can be of any further assistance in this

matter.
Sincerely yours,
Carry C. Homer
GAO notes:

1. The deleted comments relate to matters which were discussed
in the draft report but omitted in this final report.
@ 2, Page references in this appendix refer to the draft report and
\ do not necessary agree with the page nuraber in the final report.
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BASIC TRANSMITTAL LETTER

~ OONGRESSTONAL REQUEST
REPORT MANUAL CHAPTER 10 -

P.
Lﬂ-HBE—R. * - L ] L] L ] * L] . L ] L L] L] L] ® » ® - L] . L] » - L] L ] - L L . - L ] - ﬁ ,';4
e Obtain from Index and Files Section, OGC, before editing.

@ADDRESSEE, SALUTATION AND COMPLIMENTARY CIOSE. + « « « o « ¢ o s o o« o« 10-1
e Address letter to requester.
® Reports addressed to two or more requesters require a basic
letter for each and a joint letter for report copies. (RM 10-3)
e For letter address, salutation and complimentary close see
@ﬁ_rations Manual - Supplement for Secretaries and Typists
(Chap. 8). For joint letters, call Editorial Services
for assistance.

(3) OPENING STATEMENT . . . . . . . e e e e e e e e e e .. 10-4
e Briefly introduce the subject matter of the report.
® Include general reference to the request or inquiry or other
reason for the review.

@ RESTRIm‘IOm - * L] L . - - L] . - - Ll - L] * - L L ] L ] * * i d - - - - - L ] L] 10-4
e State 1mportant restrictions on the use «f the report information.

@LIMITATIONSONADVANCEREVIBVANDCGJMENP e o o o s o o o s e s s e o 10~4
e If requested not to get comments, state this as the reason for
not following our usual policy. CAUTION: Do not use the
expression "As agreed with you (or your office)..." (RM 6~2)

(6) PROVISIONS OF SECTION 236 Ceees e ee e e e 2000
e Used only when the report includes recommendations to the head \
of a Federal agency and advance arrangements have not been made
to send copies to the agency and the committees.

(7)DISTRIBUTION NOTICE « « v v v v v v v o e v oo v v e v v o nn oo 207

®» Advise requester of parties to whom copies of the report are being
sent. CAUTION: Copies should be given only to the requestzi unless
prior arrangements have been made.

o Unrestricted reports with recommendations to the head of a
Federal agency should be distributed to the agency, the Director,
OMB, the House and Senate Committees on Appropriations, the House
Committee on Government Operations, and the Senate Committee on
Governmental Affairs.

(8) SIGNERS OF CONGRESSIONAL REQUEST REPORTS » + « « v « « « o o o o o o o 55
o The Coiptroller General signs all except those addressed to
individual members of the Congress containing general information
or factual data (no conclusions or recommendations) or nonsubstantive
responses to constituent inquiries which may be signed by directors.

e Do not refer to discussions with congressional staff members. Use
such wording as "Our representatives were informed that you..." or
"In accordance with discussions with your cffice...” (RM 15-3)
e Our audit authority should not be cited. (RM 10-4) - J)
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COMPTROLLER GENERAL OF THE UNITED STATES

A0

B-123456

/<Z>
The Honorable Johr: Doe

Chairman, Committee on Armed Services
United States Senate

Dear Mr. Chairman:

As requested in your June 24, 19--, letter, this report @
discusses the defects in the R-99 aircraft, including those

in the aircraft's elevator. It also shows the estimated cost

to correct these defects.

Litigation has started alleging that Zero Co. is liable
for damages leading to the R-99 crash near Camden, New Jersey.
Claims have been filed against the United States Government, p
and the Government may also be involved in litigation in the @
near future. This report contains information which may be
prejudicial to the ircerests cof both Zero Co. and the Government.

At your reguest, we did not take the additional time to
obtain written agency comments. The matters covered in the re-
port, however, were discussed with Air Force and Zero Co. @
officials and their comments are incorporated where appropriate.

This report contains recommendations to the Secretary of
the Air Force on page 27. As you know, section 236 of the
Legislative Reorganization Act of 1970 raquires the head of a @
Federal agency to submit a written statement on actions taken
on our recommendations to the House Committee on Government
Operations and the Senate Committee on Governmental Affairs not
later than 60 days after the date of the report and to the House
and Senate Committees on Appropriations with the agency's first
request for appropriations made more than 60 days after the date
of the report. We will be in touch with your office in the near
future to arrange for release of the report so that the require- @
ment of section 236 can be set in motion.

Sincerely yours,

(&)

Comptroller General
~ of the United States
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BASIC TRANSMITTAL LETTER
T AENCY OFFICIALS

REPORT MANUAI. CHAPTER 10 T
. PAGE
@ B-NWER * [ ] [ ) L] * e L 3 L] . L] L] * L ] * L ] L J L ] [ * L] L] - L ] L] - L L ] L] L ] . IF;
® Not used on reports signed by officials below the director.
e Obtain from Index and Files, OGC, before editirg.

TN
-
e

(2) ADDRESSEE, SALUTATION AND COMPLIMENTARY CLOSE . . . « - « . o . . . 10-1
® Address letter to agency official.
® Reports addressed to two or more officials require a basic
letter to each official and a joint letter for report copies.
® For letter address, salutation and complimentary close see
Operations Manual -~ Supplement for Secretaries and Typists
(Chap. 8). For joint letters, call Editorial Services
or assistance.

(3) OPENING STATEMENT . &« o v o vt e o v e e e oo e nen e e 10
® Brietly introduce the subject matter of the report.

(4) WHY THE REVIEW WAS MADE » « = « < v o v« v e o w o oo e aaaa. 10-3
e The essential reason or reasons for making the review.
e Generally, this information should not be repeated elsewhere
in the report.
o Our audit authority should not be cited (except to meet some

special purpose.)

@RESTRECPIWS-..---..-.o‘..o.ooo.ooo---.. I.‘t-;';
® State restrictions on the use of the report.

{(6) PROVISIONS OF SECTION 236 = = < o « « o = o o o o o o o v v a oo .. 105
o Use only when the report includes recommendations to the
head of a Federal agency.
(7) DISTRIBUTION NOTICE « « « v v v s o e s o v oo oo v e o o a oo oo 105
& Advise recipilent of our plans for distributing ccpies of the
report to subordinate agency officials, officials of other
agencies, or congrassional committees or members.

SI@EE - . - - . . L] L ] L d Ld L] L 2 . * - * L ] - L ] L 4 - - - - - L ] L ] - L ] L ] [ ] 5—5
® Prepared for the Comptroiler General's signature when the

subject or issues warrant it.
e Directors sign:
—-reports addressed to the heads of departments and
independent agencies
--reports to lower level agency officials if distribution
to members of Congress is anticipated.
® See page 5-5 of the Repnrt Manual for signers of reports
addressed to officials below the Secretary or comparable level.

g
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UNITED STATES GENERAL ACCOUNTING OFFiCE
WASHINGTON, D.C. 20848

LOGISTICS AND COMMUNICATIONS
DIVISION

B-123456 __@

/@
The Honorable

The Secretary of Defense
Dear Mr. Secretary:

This report discusses the Department's transportation data systems @
and suggests ways to reduce duplicate systems.

This review was made because, while working at various military in-
stallations, we noted many computer facilities were processing the same @
standard supply and transportation documents for the same shipments.

We discussed the report with Department officials and have incor-
porated their comments. They said the data included as appendix II is @
subject to verification by the individual Services and should be used
with this qualification.

This repor: contains recommendations to you on page 11. As you know,
section 236 of the Legislative Reorganization Act of 1970 requires the
head of a Federal agency to submit a written statement cn actions taken @
on our i‘ecommendations to the House Committee on Goverrment Operations
and the Senate Committee on Governmental Affairs not later than 60 days
after the date of the report and to the House and Senate Committees on
Appropriations with the agency's first request for appropriations made
more than 60 days after the date of the report.

We are sending copies of this report to the Director, Office of
Management and Budget; the Chairmen, House Committee on Government
Operations, Senate Committee on Governmental Affairs, the House and
Senate Committees on Appropriations, and Armed Services; the Secretar-
ies of the Army, Navy, and Air Force; and the Director, Defense Supply

Agency.

Sincerely yours,

Director
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VISUAL AIDS
REPORT MANUAT TEAPTER 17

(1) PHOTOGRAPHS

e Use to emphasize a point or to illustrate a product being
discussed., (RM 17-1)

® Do not use photographs which might adversely affect or
tend to single out for praise persons or non-Federal or-
ganizations without discussing the circumstances first with
the Office of Policy. (RM 17-3)

e Use black and white 8" x 10" glossy prints with good con-
trast for best results.

e Always use a caption. Phrases such as "view of "' or
"picture of'" should not be used. (RM 17-4)

e Name the source in the text or in the credit lines. (RM17~2)

® Do not write on photograph. Tape the information needed
on the back.

® Include an indication of size when possible, such as a
ruler, a person, etc, (RM 17-4)

@CHARTS, GRAPHS, MAPS

e General visual aids (particularly maps) should be placed in
the opening pages of reports., (RM 17-4)

e Look for opportunities where visual aids will make the
report clearer and more concise. The material should
be easy to read and understand without long explanations.

e Color printing should not be planned for our reports, except
in very unusual circumstances. (6-8 weeks must be allowed
to have color material printed, ) (KM 17-2)

GENERAL NOTES

® Place visual aids close to where the subject is discussed. (RM 17-4)

® If you need help contact Illustrating Services. Request for iliustrating
should be submitted on GAO Form 317 at least 30 days before the
report is expected to be submiited for final processing (RM 19-3)

e See page 17-3 of the Report Manual for other suggestions,

e Guidance on preparing tables or financial schedules can be found
in the Operations Manual - Supplement for Secretaries and Typists

(Chap.18).
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PART II

REPORT PROCESSING
. 19

The following chart shows the steps in the final processing of
reports for the Comptroller General's signature.

SIGNATURE

DIVISION/ FINAL ACKAGE OFFICE OF DEPUTY 4 .

REPORT WM EDITING TDITING TYPING/ CONGRESS IONAL COMPTROLLER P PISTRIBUTE
FOLDER CONFERENCE PROOFING/ RELATTONS GRENFRAT, Ltar

REVIEW

___.___.PAC“GE 0P REVIEW

GAQ FORM 117

REVIEW f |

PACKAGE GAG FORM 117
—————.‘ 0GC RFVIFW

A m———)

*The Information Officers review and all
Division report processing steps should
be completed prior to this point.

This par’ highlights operating division responsibilities to
process reports and illustrates the following items which should be
included in the signature and report review packages:

PAGE
Nonbasic transmittal Letter (signature package only) . . .II- 4
Comptroller General's Explanatory Memorandum . . . . . « .JI- 6
GAO Form 475 (Attachment to CG's memo) . . . « « « « +» . .1I- 8
GAO Form 115 (Approval fcr Distribution of Report) . . . LII-10
GAO Form 371 (Transmittal S1ip). « « « « « & ¢« ¢« o« = o « o1I-12
GAD Porm 116 (Request for Report Processing Services). . .II-14
GRC Form 117 (Transmittal of Report for Review). . . . . .II-16
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REPORT PROCESSING STEPS

STEP 1 - BEFORE REQUESTING EDITORIAL SERVICES ;
® Prepare Master Report Folder consisting of one or more red expansion \
folders with identification label (GAO Form 279) be affixed to the -
back upper right corner of each folder. (RM 19-1) The folder should
contain:
—Referenced draft and all referenced changes. Comment: by the re-
ferencers and reviewers annotated to show their dispcsition.
—Regional office draft.
—Copy of draft sent to the agency for comment.
—Copies of drafts reviewed by internal report reviewers, and drafts
revised after considering the reviewer's comments.-
—-Digest and cover sheet proposed by the Information Officer. (RM 19-4)
--Originals of pertinent congressional requests and agency comments.
(If they are to be reproduced in the report they shculd be inlcuded
in the portfolio discussed below. )
—Pertinent contact memorandums (legible copies)
--Other pertinent correspondence.

e Prepare and insert in the Master Report Folder a portfolio of all
material (originals exceprt as noted) to be included in the signature
package (RM 19-2):

—GAO Form 115. This form is illustrated on p. II-10.

—Comptroller General's explanatory memorandum (blue copy) and attach-
ment. This memorandum is illustrated on p. II-6.

—Control copy of the report.

—-Draft basic transmittal letter(s).

—Congressional request letters and agency comments to be reproduced
in the report. Copies for all other reports.
—Pertinent contact memorandums (legible copies).

—Visual aids.
—Other pertinent material (legible copies).

NOTES: 1. Tan or blue portfolios for report to be signed by the
Comptroller General or directors, respectively.
2. Attach Action Routing Slip (GAO Form 319) to the port-
folio. Specific routing instructions can be found on
Report Manual pages 19-23 through 19-25.

e Although not a part of the Master Report Folder, the following items
for the OP and OGL report review packages should be assembled at this
time. Must be legible copies or will be returned. (RM 19-9):

—GAO Form 115.

~—Comptroller General's explanatory memorandum with GAO Form 475
attached.

-~Congressional request letters.

—Pertinent contact memorandums.

—Other pertinent information which might facilitate the review,
i.e., agency comments annotated to show how and where they are
handled in the report. (See also RM 19-10.)

NOTE: Copies of the edited drafts will be inserted in the packages ,
in step 3. ( J
g e

1I-2 S



REPORT PROCESSING STEPS (CONTINUED)

STEP 2 - REQUESTING EDITORIAL SERVICES (RM 19-6)
e Complete GAD Form 116. This form is illustrated on p. II-14.
e Send the Master Report Folder to Editorial Services with the GAO Form
116 (original and two copies).
NOTE: All reports to be signed by the Comptroller General must be
edited. Editorial services are available upon request for other

reports.

STEP 3 - DIVISION/EDITING CONFERENCE (RM 19-7)

e Clear the editing comments. Make certain the intended meaning remains
intact.

e Make two copies of the agreed upon edited draft report and basic trans-
mittal letter(s) and insert one copy into eacn of the OP and OGC report
review packages prepared in Step 1 above. (Must be legible or will be
returned. )

NOTE: Editing comments are advisory. The division or office is re-
sponsible for the report content. From this point on, no
changes should be made in the report unless they are absolutely
essential (RM 19-7).

STEP 4 - REQUESTING OP AND OGC REVIEW (CONCURRENT WITH STEP 5)
e Prepare two GAO Form 1175 (one for OF and one for OC). This form is

illustrated on p. II-16.

® After getting the division directors approval send the report review
packages completed in Step 3 above to OP and OGC using the appropriate

GAD Form 117.

NOTES: 1. OP and OGC reviews are required for all reports to be
signed by the Comptroller General. These reviews may be
requested for other reports.

2. Seven work days should be allowed for OP and OGC review
and at least two working days for review by the Deputy
Comptroller General and the Comptroller General.

3. Division representatives are responsible for seeing that
Editorial Services is advised of any changes needed based
on the OP and OGC reviews.

STEP 5 - FINAL TYPING AND  PROOFING (RM 19-11)

® Reports over five pages shoulid be typed by Editorial Services, l.nless
the division director approves a deviation. (See note below.)

e Remember to return the original edited draft report and transmittal
letters to Editorial Services.

e Editorial Services will complete the remaining processing steps.

e Advance copies of tnhe final report will be sent to the division
director's office when the signature package is ready to be

sent to the Comptroller General. If any corrections are required,

the editors should be notified immediately. (RM 19-12).

NOTE: Divisions are encouraged to final type and proof all reports
of five pages or less. When this is done, the final typed
report and documentation should be 3ent to Editorial Services
who will complete the remaining processing steps.

II-3



NONBAS LU ~CRANSMUTIAL LISITERS
~ REFORT MANCAL CHAPTER 10

PAGE
ADDRESSEE, SALUTATION AND OCOMPLIMENTARY CIOSE « « « « « « « « « » 10-8
o Jee rations Manual --Supplement for Secretaries and

18 _(Chapter 8)

(2)SPECIALMESSAGE . . . . . . v v i i i e .. 106
o Must be meaningful (more than simply transmitting a copy of
the report).
e Tell the agency head about any inordinate delays in receiving
agency comments.

(3) SECTION 236 REQUIREMENTS. . . « . 2 v o o v o v v v v e e oo . 10-6

e Used only wien iaport contains recommendations to the head
of a Federal agency.

e Nonbasic letter to agency should include language shown
in the example.

e Unless there is a special message in addition to the Section
236 notice, GAO Form 371 (See p. II-12) should be used to
send copies of our reports to the House Cammittee on Govern-
ment Operations, Senate Committee on Governmental Affairs,
and the House and Senate Committees on Appropriations. If a
nonbasic letter is used, the first sentence of the Section
236 statement illustrated should be revised to read "This
report contains recommendations to the Secretary of * * *
on page "

(4) DISTRIBUTION NOTICE . . « « v v v v vt v e e v oo e e e e e e 1027
® Agency heads and Governors should be told of distribution
to subordinate officials.
® A letter should not be prepared for the sole purpose of
notifying a Federal official of such distribution.

() SIGERS . . . . . i it ittt e e e .. 108
® As a rule, the letters are signed by the official who
signs the report.
® All letters addressed to chairmen of committees or subcommittees,
the President, and Governors are for the Comptroller General's
signature.

{

GENERAL NOTES

Nonbasic transmittal letters are used to send copies of reports to
recipients other than the report addressee for whom we have a special
message. Regardless of whether there is a special message, they are
also used to send copies to the following recipients:

~~Oifficers of the Congresg

—The President

—State Governors and top officials of non-Federal organizations

directly affected by the report.
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COMPTROLLER OENERAL OF THE UNITED STATES
WASHINGTON, D.C. 20868

B~123456

The Honorable /}D

The Secretary of Housing and
Urban Development

Dear Mr. Secretary:

The enclosed report gquestions rental increases at two
subsidized housing projects in Pennsylvania.

We are recommending that the Congress revise the leg-
islation for these projects.

This report also contains recommendations to you on
page 9. As you know, section 236 of the Legislative Re-
organization Act of 1970 requires the head of a Federal
agency to submit a written statement on actions taken on
our recommendations to the House Committee on Government
Operations and the Senate Committee on Governmental Affairs
not later than 60 days after the date of the report and to
the House and Senate Cammittees on Appropriations with the
agency's first request for appropriations made more than
60 days after the date of the report.

We are sending copies of this report to your Assistant
Secretary for Housing Management and to your Inspector

General.
Sincerely yours, \,(D

comptroller General
of the United States

Enclosures -~ 2

II-5
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EXPLANATORY MEMORANDOM

e Disclose any special congressional interest or sensitivity.
e Indicate possible requests for GAO testimony.

m Rmm. * * L ] L] » . L] » L ] L] - L] L ] L] - * L ] L] L ] L] L ] L L ] L ] L] 01}15
® Refer to previous or succeeding repcrts coming out of the
same assignment or dealing with the same subject.

spmm OR m m L] L] L ] L4 L] L] L ) [ L ] L ) * L ] o L ] [ ] * [ ] L] .19-15
e Information which may be of interest to the Comptroller
General

() COORDINITION . o v v v e v o e v oo oo o e e e e e e J1015

e S’atement on coordination which has taken place with other
GAO divisions and offices. If coordination was not con-
sidered necessary, state this.
A copy of written comments should be attached to the explan-
atory memorandum.
Summarize the principal changes made in the report. Explain
why suggested changes were not made. Give enough detail to
help others understand areas of difference, the rationale for
opposing views, the steps taken to resolve the differences,
and important unresolved issues.

@ m mm 475 (m E‘( _!1-8) L] . L L L] L ) . - L] L] - * L] L - - L 1¥16

OTHER IMPORTANT INFORMATION (NOT LiCIUDED IN EXAMPLE)
® Sensitive or potentially controversial issues (RM 5-14)
—Matters involving congressional policy
—-Disclosure of contractor's business information
covered by 18 U.S.C. 1905
—Referrals to the Department of Justice
~—Pending or ongoing litigation
e Problems getting agency cooperation; access-to-records
problems; delays in obtaining advance comments, etc.
o Findings which may apply internally
—-State whether the issue has been brought to the attention of
the official responsible for the area and the Director, OIR.
& Problems on congressional request assignments including
—Disagreements on the scope
—Method of reporting, staffing, etc.

GENERAL NOTES
REQUIREMENT . . & . o ¢ ¢ ¢ o o o o o o ¢ ¢ o« o o 06 06 ¢ 06 ¢ ¢ 0+ 19-14
e ZExplanatory memorandum required on all reports signed by
the Camptroller General if 50 or more staff-days were spent
on the assignment.
o If less than 50 staff-days and there are no sensitive or
controversial issues, the GAO Form 117 should state (1) that
no explanatory memorandum was required and (2) any coordination
which has taken place within the office (see item 4 above).

I1-6
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- UNITED STATES GOVERNMENT GENERAL ACCOUNTING OFFICE

" ' Memorandum
TO : Comptroller General
FROM : Director, CED - Henry Eschwege
SUBJECT: 76-12: Transmittal of Report for Signature

Department of Agriculture

We are furnishing for your signature a report to the Congress,
on "Student Participation in the ! Jod Stamp Program at Six Selected
Universities.” A prior report “"Chservations on the Food Stamp Pro-
gram® (RED 75-342, Pebruary 28, 1975) dealt with the lack of manage-—
ment data on groups of program participants, including college stu-
dents. The food stamp program is administered by the Food and
N::rition Service, Department of Agriculture.

The Service is campiling data from a one-time sample of 10,000
food stamp househcids for September 1975, These sample results,
dealing in part with college student participation, will be released,
according to the Service, about a month from now.

We recommend the Department and the Service routinely obtain
from States and courties data to determine the size and composition
of various segments of the program's target population and its
participants. Hearings before the Cammittee on food stamp reform
are expected to continue at least through April or May. There is
no indication we will be asked to testify on our report, but a
request to testify is possilkle.

The House Agriculture Camnittee staff conducted its own analysis
of food stamp participation based on &:ate quality control data for

April 1975. The results of the staff study on college student par-
ticipation are similar to our results.

We have coordinated the report with HRD, FGMSD, and EMD, and
there were no major issues raised.

Attachment

11-7
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" GAD FORM 475
REPORT MANUAL 'PAGES-19-16 and 19-31

(1) RePORT MMBER

“The number of staff days times the estimated average cost
per staff day for the division or office.

REMARKS
@ Used to record any special notes on the time required to do
the job, both positive and negative.

GENERAL ' NOTES

This form is attached to the Comptroller General's explanatory
memorandur.

I1-8
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" ——

{dac roma U8

-DRC. T

TIMEFRAME AND RESOURCES DATA POR
REPORT TO BE SIGNED BY THE COMPYROLLER GENERAL

INSTRUCTIONS POR
PREPARING THIS FOR:

CONTAINED IN CHAPTER (9,

AEPORT MANUAL

4 ARE

REPOAT TITLE -—"
. REPORT NO, RED-76-12
Student Participation in the Pood Stamp Program ASSIGNMENT s
st Six Selected Universities SURVEY
' Review 08337

TIMEFRAME FOR SUCCESSIVE PERFORMANCE STEPS DATES o CALRNDR
SURVEY 10/13/75. 11/18/7%5 37
REVIEW .

Review (through completion of site work) 11/19/75 1/26/76 69

Draft Report Preparation in Field (after audif) 1/27/76 3/08/76 42
i RQeview ond Referancing (field) 3/09/76 3/11/76 3

Woshington Analysis of Field Input 3/12/76 3/18/76 7

Droft Report Preparation, Frocessing (Washington) 3/19/76 3/29/76 11

With Agency for Comment 3/30/76 4/12/76 14

Finol Report Processing 4/13/76 | 4/15/76 3

Editing to Issuance (estimate) 4/16/76 4/30/76 15

TOTAL CALENDAR DAYS — REVIEW 164
RESOURCES EXPENDED SURVEY REVIEW
STAFFDAYS SPENT ON ASSIGNMENT 80 580
ESTIMATED DOLLAR COST $11,440 $82,940 ———
REGIONAL OFFICES INVOLVED
Philadelphia (lead region), Atlanta, Chicago, Dallas, San Francisco

REMARKS

comments.,

and Ssattle (Portland Suboffice)

draft report for advance review.

Agency officials were briefed on our findings before sending them the
This procedure helped expedite agency

——————

11-9
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GRD FORM 115
APPROVAL FOR RELEASE AND DISTRIBUTION OF REPORT

REPORI‘M&NUALDISCUSSIQJ..............;....ChapterZO
(See Conprehensive Audit Memorandum No. 2 for detailed inst-. ctions)

(1) BASIC TRANSMITTAL LETTER
The official(s) to whom the report is addressed. For a report
to the Congress, check the Speaker of the House and t!: President
of the Senate.

(2) NONBASIC TRANSMITTAL LETTER (See page II-4)

(3) TRANSMITTAL SLIP (Facsimile on p. II-12)
Use only when all three of these conditions are met:

e Distribution is unrestricted.

® The report has recommendations to an agency head.

® A tailored nonbasic letter is not being used to send copies

of the report.

NOTE: Can only be used to send copies to the House and
Senate Committees on Appropriations, the House
Committee on Government Operations, the Senate
Committee on Governmental Affairs and their sub~-
committees.

NO TRANSMITTAL DOCUMENT
All other reciobients.

Must be signed by tie division director or the acting director.
Total number cf copies listed on GAO Form 115-1 (Continuation Sheet).

SIGICHO

Used to send copies of unrestricted reports to the ranking minority
members of those committees and subcommittees who are to get copies
of the report.

©

Except for reports addressed to that committee copies of our reports
are not to be sent to the Senate Committee on Appropriations unless
they are specifically requested. However, copies should be sent to
the appropriate subcommittee.

* * * (Continued on page II-12) * * *

{

l“‘— R

GENERAL NOTE3

® When delivery to any recipient is to be expedited, the form
should be marked "Hand Carry to Addressee."

® Provide room numbers, street address, etc. for all recipients
added to GAO Forms 115 and 115-~1.

II-10



NOT2: This is only an exasple. Each GAO Pora must be

adspted to the individual report using Comprebensive

Audit Memorar “um No. 2 guidance.

Eﬁ.‘:ﬁ!‘ﬁ:’agh‘%%m EHE{‘E !";"I | Al ASEOUNTING SPPISE

FITLE o5 napeny

for Better Management of Bulk Fuals

Overstatement of Petroleum Requirements and Need

m YNABITRISTRES

THE ACCOMPANYING LETYTERS Al

[X] vwe conrraorian sammmar ] semscron,

[[] asusvaur conrraorren sanaaar,

. SIVIAC IRVUEAL SBYRIBUTISN

TRANS.

gy RECIMIANT A M

3 SPEAKER OF THE HOUSK X

1 PRESIDENT OF THE SENATE x

2 HOUSE COMMITTEE ON APPROPRIATIONS

3 HOUSE COMMTTEE ON GOVERNMENT OPERATIONS

) HOUSE COMM. ON Armed Services

1 HOUSE COMMITTER ON THE SUDGET

SENATE COMMITTEE ON APPROPRIATIONS

1 SENATE SUBCOMM: ON e Defense

X
1 SENATE COMMITTER ON GOVERNRMENT OPERATIONS
PERMANENT SUSCOMMITTEER ON INVESTIGATIONS
SENATE COMMTTER ON GOVERNMENT QPERATIONS x

SUBCOMN TTER ON SUDGETING, MANASENENT, AND EXPENDITURES

1 | senATE COMMITTRE ON GOVERNMENT OPERATIONS

L+ | sewave cous. on Armed Services

1 SERATE COMMTTEE ON THE BUDSET X
®-_ 10 | WANKING MIMORITY MEMBERS OF COMMITTEES & SUBCOMINT TRES X

3 DIRECTOR, OFFICE OF MANAGEMENT AND SUDGET %

43 OTHER RECIPIENTS (Por SAO Pars 115-1 sitostnd

AND T™TH TYAL A BAD Al 9 3
-
[ sostinte - ;%

(Over)

1I-11




GAO FORM 115 (CONTINUED)

@ Quantity obtained from the Information Officer by the division or
office at the time of the Information Officer's review of a repor
title, cover summary, ar3l digest.

@ OAS will insert quantity.

@ Continuation Sheet (GAO From 115-1).

@ Total number of copies to be recorded on GAO Form 115 in block
labeled "OYTFER RECIPIENTS."

FACSIMILE
TRANSMITTAL SLIP (GAO FORM 371)

The accompanying Geners’ Accouniing Office
report contains recommendsiions to the head of
an agency. Under the provisions of Section 236
of the Legislative Reorgmaisation Act of 1970 the
agency is requirsd to submit a ststement to the
Appropriations and Government Oporations Com-
mittees of both Houses of the Cozgress advising
the Committees of the action taken with respect

to the recommendations.

GAD-371 (New Apr. 1971)
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:aﬂl MNTIAL INTERNAL BUTRIBUTION

1 CONPTRAOLLER SEASAAL ~ R, 7900

1 ASSHTANT CONPTROLLER SENERAL, POLICY AND PROSIRAN PLANNING — A, 7124

s SPPICE OF CONGRESHIONAL «ELATIONS = R, 7023

Fred L. Shafer 5850

DIRECTON OF ORIGINATING DIVISION OR OFFiCE Rde

12 CO® NIANT ASIOCIATRDMZCTOR, Warnoir woashans . - mu 3223 .

4 | coamzant asusvant ownscron,  JOhD Jones -, 3361
4 | wroRuATION OF FICRR = RN, 7918
Los Angeles, Atlanta,
6 2. TO BACH PARTICIPATING REGIONAL AND OVERSSAS OFFICE b East Branch
L
BUDGE [ PUNCTIONS ORGANIZATIONS ISSUE AREAS/LINES OF EFFORY
0305 0051 DOD DN 1603 0700

OF TERMINATION OF QUANTITY YO 83 PREP ARED QUANTITY
EXTERNAL DISTRIBUTION 73
HUTIAL
SISTRIBUTION INTERNAL DISTRIBUTION 36
TOTAL MITIAL DISTRIBUTION
STANDARD QUANTITY (Tc bo eniored by OAS)
WAEGUENT PROVISION FOR DISTAIBUTION TO THE NEWS MEDIA (Detrmined 3y informetion Offtesr)
METRIBUTION 3
anD oyuan _*# ——
RESERVE STOCK

OY HAMD ey e —

PROVINON FOR ADMTIONAL QUANTITIES, (F HECKISARY

TOTAL SUBSEQUENT DISTRIBUTION AND RESERVE STOCK (v b antored by 0AR)

TOTAL QUANTIT™ TO B8 PREPARED (To 00 entored by OAS hore aiel on 340 Pom 116)
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GAO POMM 116

REQUISITION NUMBER

REPORT CONTROL-NUMBER
® Sequential control number for reports. The number is agsigned
by the division or office. :

COVER  QOLOR
e Check the appropriate block.
@ For staff studies check th=e b)ucked marked *OTHER" and insert
"Blue Green".
® Classified reports-—check GRAY and type “with red border”.

PRELIMINARY - PROCESSES
e Preediting—preferably while the report is with the agency for
comnent. (RM 19-4)
® Check the services requested.

FINAL PROCESSES
e Check the specific services rejuested.

PRIORITY - PROCESSING
o Contact Editorial Services early and find out when an advance
ccpy could be availahle.

SPECIAL INSTRUCTIONS
@ Factors which should be considiored include
—Notice that certain material should not be edited.
—Processing done in the division or office.
—Format or layout problems.
—Notice that the material was preedited and/or pretyped.

-——Other unusual procedures or limitations.

GENERAL-NOTES

® This form should be used to request final editing, typing, and
printing of reports, staff studies, testimony, and speeches.
In addition, it should be used for preediting and pretyping of
staff studies and reports.

® The same form may be used for a report in preediting or final
processing.

I1-14




Ij' 'o. PmcllT\' OESIRED ADVANCE COPY DATE
X PROCESSING ONLY

Tru. $. GOVFRNMENT PRINTING OF FICE 1978-590-1328

O O 00 OO OO 0OV 0o

GA0 FORM 116 (REV. 078

JEQUEST FOR REPORT PROCESSING SERVICES

FOR DIVISION USE

To nowoen
1 123456

TITLE

Classification of Federal White-Collar Jobs Should Be
Better Controlled

e
JOP CODE AREQUISI TION NUMBER
FPCD = 76 -~ 173
08888 v, OR OFFICE FISCAL YR WEPORY CONTROL NO.

o
COVER COLOR

(] svue [J caar [ wowe Cloruen T
FOR FURTHER INFO, CONTACT: PHONE ROOM
Sue Mack 55555 7777
PAELIMINARY PROCESSES DESIRED SIGNATURE CATE
@\Dns.:on Orre.tyee
d\vmu PROCESSES DESIRED SIGNATURE Wi. o Ofti roater or dosignee) | DATE
Kdeoiting G TvPinG @Berinting | john Doe 4126/76

i ——
SIGHATURE (Div. or Oftioe Diresior ar dosignes)

SPECIAL INSTRUCTIONS

\\@

PRINTED e

FOR OAS USE

TYPE OF REPORT PAGES NO.OF COPIES
he (s O O» [Om EDITED ___ _ _ NITIAL ——
EDITOR TYPED e OTHER e

TOTAL

DELIVERED TO DISTRIBUTION (3ignature) baTe

hl] 3

ORIGINAL

DIVISION/OFFICE COPY

PRINTING SERVICES COPY




GAO FOMM 117
REFORT MANUAY CHAPTER 19

PAGE
(O REVIBWING OFFICE . . & & o v e e v v v v v e e ne e ens.. T5B
® A separate form must be prepared for OP and OGC.

() ADVANCE REVIEW « o » 2 v vt v v vt e e e e e e eee e 199

e This block should be used to request (1) advance reviews and
(2) reviews of draft reports which are to be released.

¢ A valid reason for this review must be shown in the "Other
Information" section. :

e Fcllowing advance reviews the reviewing offices will advise
divisions of problemg?or suggestions, A recommendation is
not sent to the Coupi":'roller General.

® An advance review is not a substitute for a final review.

GYFINAL REVIEW . « . v v v vttt e et e ie e, 199

e Chac. this block when requesting final review, i.e., the
reviewing office will forward the form 117 with its recommenda-—
tions to the Comptroller General.

® Send reports for final review after division clearance of the
editing commencs.

e Provide a legible copy of the edited report to the reviewing
offices.

@mRINFomTIONCALL...................... 13-9
@ Somenne who can answer the reviewers questions.
e Telephone number.

@omERINEomATION 19-10
e In addition to the information requested on the form, include
--Reason for the advance review.
--If an explanatory memo is not required (less than 50 staff
days), a statement of any coordination within the Office.

(6) DIVISION OR OFFICE OOBY. « + ¢ o v v v v v v v v u e e e s o . 19-10
e Remove and retain this copy (pink) for division or office
files.,

AT

GENERAL - NOTES

e Allow at least seven working days for OP and OGC review.

e Allow at least two working days for review by the Deputy
Comptroller General and the Comptroller General.

e Complete only Part I of the form. The reviewing offices will
complete Part II.

o The reviewing offices will notify the divisions of any problems
with the reports and the divisions are responsible for seeing
that Editorial Services is advised of any changes needed to the
reports.

II-16
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By 6 COVEANMENT PRINTING OFFICE 1975631078

QA0 rorm 117 (REV 7.18) U s GENEMAL ACCOUNTING OFRICE
Previous edition sy be uesd
until aupply io exhausisd TRANSMITTAL OF REPORT FOR REVIEW
PART |
(TO BE COMPLETEL BY ORIGINATING DIVISION OR OFFICE)
To: OFFICE OF POLICY Forr [ ] ADVANCE REVIEW ——-'—-'-—ﬁ'
D OFFICE OF THE GENERAL COUNSEL E] FINAL REVIEW —_— !
RERSRY TIYLE
FPCD=76~173
Classification of Federal White-Collar  RURBER
Jobs Should Be Better Controlled B=123456
[ FOR INFORMATION CALL
Sue Mack, Ext. 55555
OTHER INFORMATION (Fer uae in diselosing any pesial points to be deted by inslud e to

or previous discussions on legal or poliay points pertinent to this report, any potentiaelly w’mmnulll wvr aeneitive mattera or other
pertinent matiars not ewident fram the revort)

We expect the issues discussed in chapter 3 will be controversial,
especially in the Washington area. The Office of General Counsel helped
prepare the chapter and formulate recommendations. OGC memorandum is
included in the report review package.

Priority processing is requested to help get the report issued
before hearings scheduled for May 5, 1976,

THE ACCOMPANYING REPORT MAS BEEN DETERMINED TO COMPLY WITH ALL OFFICE R QUIREMENTS, EXCEPT AS
SPECIFIED ABOVE.

4/25/76

(Date)

ATURE (Director)

PART Il
(TO BE COMPLETED BY REVIEWING OFFICE)

To : COMPTROLLER GENERAL
Thro: DEPUTY COMPTROLLER GENERAL
[_JASSISTANT COMPTROLLER GENERAL, PPP

DVE RECOMMEND THAT THE REPORT BE SIGNED.

D FOR THE REASONS STATED IN THE ATTACHED MEMORANDUM, WE RECOMMEND THAT THE
REPORT NOT SE SIGNED.

(Date) SIJGw'UR!
ORIGINAL
COPY NO. 1
COPY NO. 2
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