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FOREWORD 

This guide was prepared f o r  quick and con- 
venient reference to GAO's reporting policies.  
I t  should be useful to report writers and re- 
viewers throughout the off ice .  It is designed 
to supplement the R e p r t  Manual and make it 
easier to use. It also should be used in  con- 
junction with the Checklist f o r  R e p o r t  Writers 
and Reviewers. 

There are two parts-one dea ls  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 

The page is 

report i n  chapter format. 
s ide)  highlights major points t h a t  should be 
considered i n  preparing a report. 
cross referenced to the R e p o r t  Manual where 
additional information may be found. 

The facing page ( left  

Part I1 gives step-by-step instruct ions 
on how to process a report  and illustrates what 
must be included i n  the signature and review 
packages. 

C m e n t s  and suggestions f o r  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 , I  

December 1979 
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P r n  I 

REPOF3 PREPARATION --- L 

I 

Experience has shown tha t  the t w o  basic 
fomts--chapter  and letter--are f lex ib le  
enough for u s  to effect ively discharge most 
of our reporting responsibi l i t ies .  The Office 
of Policy should be consulted before using 
any other  format. 

ChaDter Format 

The chapter format is preferred i f  the 
report  is lengthy. With few exceptions, the 
chapter format should be used i n  reports pre- 
pared f o r  the Comptroller General 's signature 
i f  the t e x t  w i l l  exceed 10 p g e s .  

The makeup of a report  i n  chapter format 
addressed to the Congress is i l l u s t r a t ed  in  
t h i s  part. 

Except for  some differences i n  the basic 
transmittal  letter, chapter format requirements 
fo r  reports  addressed to congressional requesters 
or agency o f f i c i a l s  are the same. Basic trans- 
mittal letters for  these reports  are i l l u s t r a t ed  
a t  the end of t h i s  part. 

Letter Format 

The letter format ( e i t h e r  with or without 
covers) usually w i l l  be appropriate when the 
information to be reported is re l a t ive ly  short  
or when there is some other  good reason f o r  not 
using the mre formal chapter format. Letter re- 
ports w i t h o u t  covers, including those signed by a 
division d i rec tor  or h i s  designee, w i l l  have a 
t i t le i n  the form of a subject l i ne ,  a report  
number and date, a B-number, and job assignment 
code on the f i r s t  page. (RM 9-4 and 9-15.) 

The d e t a i l s  usually should - not be in the 
body of the letter i f  the material is lengthy. 
Instead, the report  should be a br ief  transmittal  
letter summarizing the most important p i n t s ,  
including any recommendations, followed by en- 
closures: f inancial  statements or schedules, 
exhibi ts  and/or appendixes. Although not  required, 
i n  some cases it w i l l  be helpful to include 
a table  of contents. 



REFORT m R S  
REPO~6hNUAL - CHAPTER 9 

PAGE -- 
@CCNERSTYLES . . . . . . . . . . . . . . . . . . . . . . . . . . . .  9-7 

o Five cover s ty les ,  i.e., to the Congress, to cammittees, etc. 
n 

~ R E W W ' T I T L E ~ .  . . . . . . . . . . . . . . . . . . . . . . . . . . .  9-5 
o Specific,  informative, and constructive i n  tone, 
o Avoid abbreviations, acronyms, and dates. 
o Length limited to three l i n e s  of 3 or 4 words to a l ine.  
o Information Officer must review i f  repor t  signed by 

Cmptrol ler  General. (Unclassified only). 
o Mention names of Department and/or agency, i f  possible. 
o Unbound letter reports  w i l l  have a t i t le  i n  the form of a 

subject l i n e  on the f i r s t  page. (RM 9-4) 

o - N o t  permitted on c lass i f ied  reports. 
o Required on a l l  bound unclassified reports signed by the 

Cmptroller General or by directors.  
o Highlight the most important matters discussed i n  the report. 
o Avoid abbreviations, unless w e l l  known. 
o Names of Departments and/or agencies (unless  i n  t i t le)  
o Information Officer must  review i f  report signed by the 

Cmptroller General (unclassified only). 

Q ~ R S U  M M A H Y . . . . . . . . . . . . . . . . . . . . . . . . . . . .  9-6 

(RM 19-41 

@REFOIQNUMBER . . . . . . . . . . . . . . . . . . . . . . . . . . . .  9-6 
Identify, Division - Fiscal Year - Report Control No. o Unclassified: 

o Classified: 
division ident i f icat ion (e.g. C-LCD-80-1). 

o A l l  reports  should have a report number 

Report number should also contain a "C" before the 

~~ ~ 

GENERAL NOIES 

o Required on (1) class i f ied  reports, ( 2 )  reports  to the Congress 
( 3 )  reports  i n  chapter format, and ( 4 )  d r a f t  reports  released 
outside the office (FN 9-7). 

o Desirable on letter reports  

CCWERREQUIREME"..o......oo . . . . . . . . . . . .  o o . 9 - 4  

-Signed by the Cmptroller General - and l i k e l y  to receive wide 

--Over 10 pages long or which have numerous or lengthy enclosures. 
dis t r ibut ion.  

o Special artwork or design on covers must  be approved by the 
Director, Office of Policy, and the Information Officer. 

(RM 19-4) 

*** General notes continued on page I-3a *** 

1-2 



BY THE COMPTROLLER GENERAL 

Report ToThe Congress - 
OF THE UNITED STATES 

Speedy Trial Act--Its Impact 
On The Judicial System- 
Still Unknown 

District courts have not fully identified or 
documented problems of complying with the 
Speedy Trial Act. When it becomes effective 
July 1, 1979, the act will permanently estab- 
lish a 100-day arrest-to-trial time for disposi- 
tion of Federal criminal cases. 

No objective evidence exists for deciding if 
this time limit should be altered. Many dis- 
trict judges and US. attorneys anticipate that 
under most circumstances defendants will be 
processed within the required time, but they 
believe trade-offs will result that could de- 
crease the system's ability to promote justice. 

GAO recommends actions and suggests alter- 
natives which will allow the judiciary and the 
Congress to decide how the courts can fully 
comply with the act and minimize potential 
adverse effects on the judicial system. 
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COVER COLORS . . . . . . . . . . . . . . . . . . . . . . . . . . . . .9-7 
o Reports signed by the Comptroller General and by directors 

bution, including restricted congressional request 
assignments. 

proprietary data or when release may not be in best 
interest of the Government. Special markings or notices 
are required on these reprts. (RM 9-8, 5-15, 18-8) 

included. (RM 9-8) 

, 
-BWE COVERS on all reports available for general distri- 

--GRAY COVERS are used when reports contain classified or 

o Reports signed by other Washington and field officials 

o Staff studies require blue-green covers. 

--WHITE COVERS are used, unless classified information is 

I-3a 



BASIC TRANSMI?TAT, LETIER 
REPOKr To THE CONGRESS 
REPORT MANU= CRA€TER 10 

%NUMBER 
o Obtain 

. .  
frm 

. . .  
Index 

. . . . . . . . . . . . . .  
and Files, OGC, before f ina l  

2 PAGE - . . . . . . . . .  .19-5* 

processing . 
o Except for distribution paragraphs (see item 5 below), letters 

addressed to (1) the President of the Senate, 
( 2 )  the Speaker of the House of Representatives, and ( 3 )  the two 
of f i c i a l s  joint ly ,  are identical. 

o The Operations Manual - Supplement for  Secretaries and Typists 

@ ADDRESSEE, SALUTATION, AND COMPLIMENTN CLOSE . . . . . . . . . . .  .10-1 

;. 
@ OPENING sm- . . . . . . . . . . . . . . . . . . . . . . . . .  . l o - 2  

o A statement which is interesting, meaningful, and introduces 
the subject - - not  simply a repeti t ion or paraphrase of the 
report title. 

@WHY"HF,.REVIEWWMADE. . . . . . . . . . . . . . . . . . . . . . .  -10-3 
o Present the major reason for making the review. Secondary 

reasons, i f  any, should be stated in  the report. 
o This information should - not be repeated i n  the digest  or body 

unless a special purpose w i l l  be served. 
A c1> DISTRIBUTION NOTICE ( Jo in t  letter i l lus t ra ted)  . . . . . . . . . . .  10-3 

o The two individuallv'addressed letters should state that the - 
report - not  a copy - 

o A l l  three letters should include a statement that copies of the  
report are being sent  to the President (rare instances only) , 
the Director, CMB, and the heads of the  departments or 
agencies involved. 

(ZJ SIGNER OF m m s  TO THE CCNGRESS. . . . . . . . . . . . . . . . . .  5-5 
o Always prepared fo r  the Ccanptroller General's signature. 

is being sen t  to  the other addressee, 

*** General notes on p. I-5a *** 
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B-163922 

COMPTROLLER GENERAL OF THE UNITED STATES 

WASHINGTON, D.C. 20548 

Q 

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

This report  points  out problems i n  two programs admini- 
stered by the Department of Labor under the Cmprehensive 
Elnployment and Training A c t  of 1973--the Apprenticeship Out- 
reach program and the National On-The-Job Training Program. 
We made this review to determine i f  these two programs are 
ef fec t ive ly  enhancing the employment opportunities of eco- 
n m i c a l l y  disadvantaged minority groups. 

W e  are sending copies of t h i s  report to the Director, 
Office of Management and Budget, and to the  Secretary of 
Labor. 

Ccmptroller General 
of the United States 

Q 

Q 
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GENERAL NOTES ___ 

%sic t r ansmi t t a l  letters are used to send a report to  t h e  

o D o  no t  use t o  summarize t h e  message o f  t h e  report i f  it conta ins  
a d iges t .  

o Avoid abbreviat ions 
o Do __ not  r e f e r  to the  report as  an enclosure.  
o The l ack  of  adequate advance review and comment or any l i m i t a t i o n s  

on the use of the  report information should be noted. 

C i t e  t he  appl icable  l a w  as a u t h o r i t y  f o r  ou r  a u d i t  when we are 
d i r ec t ed  to  d o  an  assignment pursuant t o  a s p e c i f i c  law. 

-__ 
addressee.  Sane o t h e r  matters which should be considered: 

(€84 10-1) 

(RM 10-4, 5-15, 6-1) 
o 

(RM 2-1 and 10-3) 

I-5a 



DIGEST 
--__I REPOIU? -CHAPTER 11 

QHEADINGS. .  . . . . . . . . . . . . . . . . . . . . . . . . . .  ? .  11-4 

@ FINDINGS AND CONCLUSIONS . . . . . . . . . . . . . . . . . . . . . .  11-2 

o T i t l e  should be the  same as t h a t  on t h e  cover. 

o Brief ly  and clear5 state the principal f indings and conclusions. 
o Examples are encouraged. 
o Include'dates,  or any l imitat ions on our work, which are im- 

portant i n  placing our findings and conclusions i n  perspective. 

0 PAGE AND/OR CHAPTER REFERENCES . . . . . . . . . . . . . . . . . . .  11-4 
o Use page and/or chapter references to  r e f e r  readers t o  

the detai led discussion i n  the body of the report. 

o Use the same number as on the cover (See page 1-21. 
@REPOHTNUMBER . . . . . . . . . . . . . . . . . . . . . . . . . . .  19-5 

(~JRECOMMENDATIONSORSUGGESTIONS. . . . . . . . . . . . . . . . . . .  11-2 
o Do not simply r e f e r  the reader to the body of the report .  

Summarize the principal recommendations and/or 
suggestions (1) to agency o f f i c i a l s  and ( 2 )  for  
congressional action. 

o Recommendations should be s ta ted  i n  the present tense, e.g., 
GAO r e c m e n d s  or is recommending. 

@ VIEWS OF RESPONSIBLE OFFICIALS . . . . . . . . . . . . . . . . . . .  
o Clearly show the  th rus t  of advance comments, whether 

wri t ten or oral, on our  findings, conclusions and 
recommendations together with any evaluative comments. 

o When we disagree w i t h  the agency's c m e n t s ,  the d iges t  
should make t h i s  clear. 

o If  comments were - not  obtained and the report  contains 
direct, indirect ,  or implied criticism of a person, an 
agency, or a non-Federal organization, state the  reason 
why comments were not solicited. (RM 6-1, 2 and 3 )  

o When advance comments were requested but not received, w e  
should disclose t h i s  f a c t  and the  related circumstances. 
(RM 6-1, 1 0  and 11) 

o I f  a division director believes it is desirable to obtain 

11-2 

comments from trade,  industry, professional or other  
interested organizations when our recommendations may lead to 
changes i n  Government policies or standards affect ing these 
groups, or those they represent, he should discuss t h i s  matter 
with the Camptroller General, the Deputy Comptroller General, 
or the Assistant to the Cmptroller General for Policy and 
Program Planning. (RM 6-2) 

* * * General notes on page 1-8 * * * 
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OoMpTROLLER GENERAL'S QUESTIONABLE NEED FOR 
REPORT TO THE CONGRESS SOME D E P W T  OF LABOR 

TRAINING PrnRAMS 
1 

D I G E S T  ------ 

The Small Business Adnhistration requires employees 
in key positions to file a statement of outside employ- 
ment and financial interest. Many employees making or 
influencing decisions do not file statements because 
regulations emphasize an employee's grade level rather 
than his duties. 
not closely reviewed by the agency. 

Also, statements that are filed are 

The regulations should 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.) 

@ EXAMPLEB 

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 (either used 
alone or in canbination with other drugs) reported 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 regulations and to improve its inspection 
program. (see p. ii.9 

- 

i -77-82 A 
(Illustration continued on page 1-9) 
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( DIGEST CONTINUED) 

GENERAL NOTES --I_ 1 

Except for classified reports, d iges ts  are required in  a l l  
chapter format reports signed by the  Comptroller General or by 
directors .  Because many recipients  w i l l  read only the digest ,  it 
must present the major issues covered i n  the report clear ly ,  l 

l accurately and fa i r ly .  Digests should: 
o Have s ide  captions when they w i l l  help the  reader. 

are not required, however. ( R M  11-4) 
o Use shor t  sentences and paragraphs and simple nontechnical words. 
o Use th i rd  person construction ("GAO r ecmends" ,  etc.). 
o U s e  only w e l l  known abbreviations which are approved by the  

Information Officer. ( R M  11-4) 
o S t a t e  l imi ta t ions  on report dis t r ibut ion:  

They 

-Unless r e s t r i c t ion  is based so le ly  on requester ' s  wishes 
to delay general dis t r ibut ion,  state why the  d is t r ibu t ion  
is restricted. (Underline for emphasis.) (RM 11-3). 

--Special not ice  may also be required. 
o Be reviewed by the Information Officer i f  the  reprt is to be 

signed by the  Comptroller General. (RM 19-4) 
o Alert the reader t ha t  an appendix e x i s t s  showing a complete 

l i s t i n g  of the Government e n t i t i e s ,  persons, and non4overn- 
ment organizations when some, but not a l l ,  th i rd  parties 
involved are ident i f ied i n  the  t e x t  t o  illustrate the 
problems. (€34 5-11) 

o - N o t  introduce f ac t s  or opinions not i n  the report. 
o N o t  exceed four pages except i n  those rare cases when a 

longer digest  is essent ia l  to ef fec t ive ly  cormmunicate the 
report's message. 

(RM 9-8) 

(HI 11-1) 

Classified reports w i l l  not contain digests ,  as discussed in  
Chapter 18 of t he  Report Manual. 

1-8 



@ EXAMPLE A - REcaMMENDATIONS To AN AGENCY HEAD 

GAO recommends that the Secretary of Health, Education, 

Medicare and Medicaid to the lowest charges widely and 
consistently available in a locality. Also, the Secretary 
should establish policy and instructions on handling 
charges for services claimed by physicians. (See p. 5.) 

i 
and Welfare limit allowances for laboratory services under 

(5) EXAMPLE B - RECOMM3WATION TO THE CONGRFSS 

The Congress should enact legislation to 

--eliminate the waiting period for Medicare coverage to 
resm for transplant patients who reject their trans- 
plants after 12 mnths and 

-encourage greater use of hae dialysis treatment by 
providing an incentive for medically and psychologically 
suited patients to select hme 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 recmendations and said proposed 
regulations 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' regular reasonable charge criteria. 
(See p, 16.) GAO believes these actions will meet the 
intent of the 1972 amendments. 

@ EXAMPLE B - AGENCl 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 system must be developed so that the Congress 
is informed. (See p. 24.) 

1-9 
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ABBREVIATIONS 

GAO General Accounting Office 
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identification. 
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INTRODLJ~RY INFORMATION 
REFOR" MANUAL CHAPTER 1 2  

@ CREATION AND PURFOSE OF AGENCY OR PROGRAM . . . .  
o Usually can be done i n  a sentence or two. 

n 

PAGE . . . . . . . . .  12-2 

. . . . . . . . .  12-2 WNA'IUREANDSIZE..  . . . . . . . . . . . . . . .  - 
o Brief descr ipt ion of the  nature and s i z e  of t he  a c t i v i t y  or 

program. 
program or a c t i v i t y  to he lp  the  reader gain proper perspective. 
Information on t h e  number of employees and loca t ions  may also 
be included. 

@ OEGANIZATICPJ AND MANAGEMENT. . . . . . . . . . . . . . . . . . . .  
o Emphasize areas which are t h e  subject of comments or 

reconanendations discussed later i n  the  report. 
o I n  a first report to t h e  Congress on an agency, descr ibe how 

it is organized to car ry  ou t  its respons ib i l i t i es .  

I t  is desirable to  include f inanc ia l  da t a  on -the 

12-3 

@PRIORGAOREpoIyrs.. . . . . . . . . . . . . . . . . . . . . . . .  12-4 
o Refer to other reports issued on the  same, or a c lose ly  

re la ted  subject. 
-The B-number should be used i f  the report was issued before 

t h e  current  report numbering system was adopted i n  f i s c a l  
year 1975. 

@ OBJECTrVES OF OUR WORK . . . . . . . . . . . . . . . . . . . . . . .  12-4 
o Br ie f ly  state our  object ives  unless they are adequately 

covered i n  the  basic letter. 
o On a q u e s t  assignment, i f  less work was done than requested, 

state reasons. 

@ BALANCING STATEMENTS. . . . . . . . . . . . . . . . . . . . . . . .  12-4 
o Needed when a report may give the  reader a less favorable 

impression than j u s t i f i e d  by the facts& 

IDENTIFY SPECIFIC GEOGRAPHICAL LOCATIONS . . . . . . . . . . . . . .  12-3 
o I f  there  are too many a c t i v i t i e s  or locat ions to be conven- 

i e n t l y  discussed, list them i n  t h e  findings sec t ions  or i n  
a separate scope chapter. 

@ PERIOD COVERED BY REVIEW. . . . . . . . . . . . . . . . . . . . . .  12-3 
o Indicate  period covered or t h e  period when the  reported 

conditions existed.  

*** General notes on page 1-14 *** 
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CHAPTER1 

This report discusses the use of Federal funds provided 

Q 
by three formula grant programs--general public health,author- 
ized by section 314(d) of the Public Health Service Act (42 
U.S.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 of 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 
mre aware of their needs than the Federal Government and should 
be permitted to decide, within broad program categories, how to 
spend Federal funds. 
about $331million were available to the States to support the 
three programs. 

@ 

@ 

In fiscal year 19--, Federal funds totalling 

Our review included those elements of the three formula 
grant programs which appeared to need attention, rather than a 
comprehensive review of the programs. Our objective was to find 
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 programs. 

Q 
ROLE OF THE FEDERAL GOVERNMENT 

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 regulations and guidelines, 
and distributing the funds. 
given to the regional offices and the States in manuals. HEW head- 
quarters also evaluates programs and a percentage of each 
appropriation is available to cover this cost. 

Policy and program guidelines are 

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

(Illustration continued on page 1-15) 
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SCOPE OF REVIEW ...D..O...............................*. 12-4, 15-1 
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 introductory chapter eliminates the need for a separate 
scope chapter later in the report. 
Examples of scope statements are included in chapter 15 of 
the Report Manual. 
When included in the introduction, "Scope of Review" side 
caption must be used. (RM 12-1) 
When the subject matter or issues involved are likely to 
generate inquiries about the identities of persons or 
organizations, we should clearly state in the scope or 
introductory sections our reasons for not including the 
names in our report. (RM 5-12) 
The scope section of our reports should state to what 
extent we reviewed the agencies' internal audit coverage of 
matters relevant to our audit. (RM 15-3) 

LENGTH 
o If introductory information exceeds 3 or 4 pages, consider 

-I_-- 

including some of it in an appendix. (RM 12-1) 

SIDE CAPTIONS -___-- 
o If the chapter is long, it should be divided into a number of 

short sections, each with a side caption describing the topic 
discussed. (RM 12-1) 

o a0 not use captions such as "Background" or "General Information." 

FOOTNOTES AND REFERENCES - ~ - -  
o Illustrated in Operations Manual ~- - Supplement for Secretaries and 

Typists (Chapter 1 8 7 - 7  
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Grant program management has been decentralized by 
assigning HEW regional offices respons ib i l i ty  to 

-provide advice on programs, 

--conduct v i s i t s  t o  review programs, 

-do f inanc ia l  audi t s  of the  grants ,  and 

--review and approve State plans required by the  
three grant  programs. 

ROLES OF THE STATES 

States manage formula grant  programs day-to-day, 
including monitoring program a c t i v i t i e s  and evaluating 
resu l t s .  Each state must send reports to HEW regional 
o f f i ces ,  on its program a c t i v i t i e s .  

S t a t e s  m u s t  also prepare a plan f o r  each program. 
Although Federal law and regulat ions specify areas which 
m u s t  be addressed i n  a S t a t e  plan, the  S t a t e s  are free to 
determine how t h e  funds w i l l  be used within broad program 
categories. The S ta t e s  decide which heal th  programs w i l l  
receive gran t  support and t h e  amount of support. 
States also f u l l y  control  how the funds w i l l  be used 
to provide community services. 

The 

SCOPE OF REVIEW 

Q W e  interviewed State heal th  department officials res- 
ponsible for t h e  plans i n  Indiana, Kentucky, and West 
Virginia. 
ulat ions,  g ran t  files, and correspondence a t  HEW head- 
quarters i n  Rockville, Maryland; and HEW regional o f f i c e s  
i n  Philadelphia (region 111); A t l a n t a  (region I V ) ;  and 
Chicago (region V). 

W e  reviewed HEW in te rna l  audi t  reports, reg- 

Our review i n  Kentucky, Indiana, and West Virginia 
covered fiscal years 19- t o  19--. @ 
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FINDINGS CHAPTER 
- REPORT MANU& CHAFTER 13 - 

PAGE @ CHAPTER TITLE . . . . . . . . . . . . . . . . . . . . . . . . . . .  d13-8 

@ S  L P I M A R Y . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  13-8 

o Short, meaningful, and constructive. L 

o A brief charge paragraph a t  t h e  beginning of a chapter is helpful. o---- 3 SIDECAFTIONS..  . . . . . . . . . . . . . . . . . . . . . . . . .  13-8 
o Descriptive/constructive sidecaption should introduce each finding. 
o See Operations Manual - Supplement f o r  Secretaries and Typists 

(Chap. 18)  fo r  guidance on positioning i n  the  report. 

@ STATEMENT OF CONDITION . . . . . . . . . . . . . . . . . . . . . .  13-3 
o Describe the  s i t u z i o n  as we  found it. 
o V i s u a l  a i d s  are of ten  helpful. (See also page 1-26.] 
o State whether adverse conditions are isolated or widespread. 
o Include only important, re levant  information. 
o Ident i fy  important assumptions and opinions. 
o Examples w i l l  help i n  most cases but  do not  overdo it. 

5 C R I T E R I A . .  . . . . . . . . . . . . . . . . . . . . . . . . . . .  13-3 0-- 

0 
o C r i t e r i a  (such as laws, regulations,  and program object ives)  

used to evaluate the conditions observed. 

6 EFFECT.. . . . . . . . . . . . . . . . . . . . . . . . . . . . .  13-4 
o Explain differences between conditions and criteria. 
o S t a t e  i n  measureable terms, such as  dollars, time, number of 

transactions.  
o Convince reader t h a t  correct ive act ion is needed. 
o Explain estimates and projections. 

(May be actual  , potent ia l ,  or intangible. 

@ C A U S E .  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  13-4 
o Sta te  why t h e  deviation occurred (basic causes). 
o Good  recommendations depend on identifying causes. 
o Include lack of internal  audi t  or review, when appropriate. 

@ CLASSIFIED REPORT PAGE MARKINGS . . . . . . . . . . . . . . . . . .  18-10 
o Required when using either the blocked or paragraph s ty le .  

@ MARKING CLASSIFIED MATERIAL (BLOCKED STYLE) . . . . . . . . . . . .  18-11 
o Th i s  s t y l e  is preferred. Use of the paragraph s t y l e  must be 

j u s t i f i e d  i n  t h e  explanatory memorandum. (See RM 18-12.) 

* * * (Continued on page 1-18) * * * 
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W--- CONFIDENTIAL 

within 1 0  years t o  t h e  national average. I However, l i t t l e  progress 

-",as spent by t h e  Bureau during the  f i r s t  5 years of t h e  program t o  - 
educate some 50,000 Indian children, the Bureau estimated t h a t  Indians 
graduating from Bureau high schools still had only about a ninth-grade 
education as measured by standardized academic-aclhievement tests. 

a s  been made toward achieving the goal. Although about $500 mill ion 

CHAPTER 2 /u 

--@ 

A 4  
--- 

Tho blocked moteriol i s  
clossi fied os indicated. 
All other material on this 
page i s  UNCLASSlFIED. 

f I 1 
BUREAU EDUCATION P E W - -  

ARE THEY CILlSING THE EDUCATION GAP? 

L i t t l e  progress has been made by the  Bureau of Indian Affairs  

The Bureau's education programs a r e  not designed t o  achieve 
t o  c lose the education gap between Indians and other Americans by 
19--. 
this goal and its information system does not provide t h e  da t a  
necessary t o  e f fec t ive ly  manage the  program. 
ident i fy  educational needs and develop an information system that 
provides necessary data.  

The Bureau should 

N E E D T O C U B E T H E  @ 
EDUCATION GAP 

In  recent years both t h e  President and the  Congress have dis- 
cussed continuing problems w i t h  Indian education. 
91-501, en t i t l ed  "Indian Education: A National Tragedy--A National 
Challenge", recommended tha t  t h e  Federal Government set goals  for 
giving equal educational opportunity f o r  Indian children, including 
the achievement of pa r i ty  between Indian high schools and national 
norms. The report pointed out  t ha t  Indians graduating from Indian 
high schools generally had the equivalent of a ninth-grade education. 
This  compares t o  t h e  national average of an 11th grade education. 

Senate Report 

0 

/@ CONFIDENTIAL 
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FINDINGS CHAPTER (CONTINUED) 
I_- ----- 

@ CONCLUSIONS. . . . . . . . . . . . . . . . . . . . . . . . . . . .  13-9 
o Each f inding sec t ion  or chapter  should have a clear statement 

o f  o u r  f i n a l  posi t ion.  
o Must be reasonable and log ica l .  
o A s ide  capt ion may be used, b u t  it is n o t  mandatory. 
o KO opinion should be expressed on s p e c i f i c  i s sues  to  be resolved 

by t h e  courts without prior approval by t h e  Comptroller General. 
(RM 5-17) 

-- 
I 

( R M  13-9) 

@ RECOMMENDATIONS.. . . . . . . . . . . . . . . . . . . . . . . . .  14-1 
o Include i f  our work ind ica t e s  a c t i o n  is needed. 

D o  no t  include i f  t he  agency has  - completed the des i red  ac t ion .  
( R M  14-18) 
Avoid recommendations to (1) make a study,  ( 2 )  continue to do 
something, un le s s  t h e  report shows t h a t  it is being discontinued, 
and ( 3 )  ~- consider  doing sanething i f  t h e  evidence supports  a 
recommendation f o r  co r rec t ive  act ion.  
Must follow l q i c a l l y  from t he  information provided -- i n  t h e  report. 
Should always be  d i r ec t ed  to  an off ic ia l - -not  t h e  agency. 
reports-to the  Congress , committees, or members they are addressed 
to  agency heads. 
Should c l o s e l y  follow the  f inding to which it relates, r a t h e r  than 
i n  a separate chapter.  
Use "we recommend t h a t ,  etc.," (RM 14-16) 
S ide  capt ion required.  
Consider recommending termination o f  programs r a t h e r  than admini- 
s t r a t i v e  improvements i f  t h e  program is n o t  meeting its intended 
objec t ives .  (RM 14-10) 

I n  

( R M  14-2, 14-16) 

(RM 14-17) 

@ RECOMkNDATIONS AND/OR MATTERS FOR CONGRESSIONAL CONSIDERATION ~ - -  . . 
Recommendations are prefer red  over  "matters f o r  considerat ion."  

14-4 

Be as s p e c i f i c  and d i r e c t  as possible .  
Congress should do something we should recommend a c t i o n  r a t h e r  
than considerat ion.  
&commendations to change ex i s t ing  or e s t a b l i s h  new legislation 
should be coordinated with the  Of f i ce  o f  t he  General Counsel. 
(RM 14-11, 1 2  and 13) 
When congressional po l i cy  is involved, we should avoid t h e  
appearance of  usurping congressional prerogat ives .  I n  such 
cases, t h e  matter should be discussed with t h e  Camptroller General 
before  the  report is s e n t  o u t  f o r  advance coment .  (RM 14-4) 
Spec i f i c  l e g i s l a t i v e  language should be included when w e  are 
recommending changes i n  laws. 
recommendations requi r ing  special considerat ion see pages 14-8 
t h r u  14-14 of t h e  R e p o r t  Manual. 
Recommendations t h a t  may be incons is ten t  with t h e  Privacy A c t  
should be coordinated with the  Log i s t i c s  and Communications 
Division. (RM 14-13) 

I f  w e  be l ieve  the  

For guidance on t h i s  and o the r  

*** Continued on page I-19a *** 
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CONCLUSIONS @ 
Because educational needs have not been identified, the 

1 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 Canmissioner 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. 

geared toward the management needs of Bureau 
education program officials. 

2. Programoriented financial management reports 

RECOMMENXTION TO THE CONGRESS 

Q 

We recommend that the Congress enact legislation author- 
izing the Bureau to collect the information discussed in this 
report. 
being made in improving Indian education. 
language is in Appendix 11. 

This information can be used to evaluate the progress 
Suggested legislative 

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 
education program. (App. I.) 

According to the Department, from 5 to 10 years would 
be required to prove increased effectiveness through student 
test results. 
departmental and congressional ccmmitments and progress to 
improve education opportunity for the American Indian. 

The Department noted we did not recognize 

8 

Q 

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 
to available data. 
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Findings Chapter (Continued) 

@ A G E N ~ ~ ~ M E N T S  . . . . . . . . . . . . . . . . . . . . . . . 
o The report should fairly present the agency's cments on our' 

conclusions and recmendations. 
o Our presentation of the findings should reflect cments on the 

findings and any general comments. 
o Comments which oppose our findings and conclusions must be 

rebutted. (RM 6-11) 
o When cments are received frm other than the head of an 

agency, they should be attributed to the agency rather than 
to the official who provided them. 
say "The Department of Labor said * * *'I rather than "The 
Assistant Secretary for Administration said * * *.'I 

6-1 

For example, we should 

(RM 6-8) 

- GENERAL NOTES 

PRESENTING FINDINGS AND FUXCMMENDATIONS 
o The preferred report format is a series of chapters, each presenting 

an individual finding or group of related findings with information 
pertaining to that finding, i.e., conclusions, recommendations, agency 
cments, etc. 
ations and the agency cments should be avoided in reports with 
multiple findings. 

Separate chapters with our conclusions and recommend- 

(RM 13-7 and 14-17.) 
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APPENDIX OR ENCLOSURE 
REPOKI' M A L  PAGE 9-3 

-- 
__- 

@ FORMAT 

o Use "APPENDIX" for bound reports. 
o Use "ENCLOSURE" for unbound reports. 
o Locate heading on r i g h t  - and lef t  margins. 
o Use Roman numerals. 

@ HANDLING PAGE REFERENCES I N  
AGENCY RESPONSE (ILLUSTRATED) 

o I f  practical the  page numbers shown should be changed to agree 
wi th  those i n  t h e  f i n a l  report. (RM 6-12) 

GENERAL NOTES - 

o Other items which may be included are 
--copies of  congressional reques ts  (See also RM 15-2) 
--lists o f  earlier GAO reports on t h e  same or a r e l a t e d  s u b j e c t  (See 

o Comments w i l l  n o t  be "whited out"  and de le ted  from the  agency's 
response i f  they result i n  material being dropped from t h e  f i n a l  
report. Also, a l l  material changes r e s u l t i n g  from the  comments 
w i l l  be explained e i t h e r  i n  t h e  bcdy, foo tnotes  to t h e  comments, 
or an appendix to the  report. ( RM 6-12) 

o The job assignment code w i l l  be placed i n  parentheses  i n  the  
lower l e f t  corner  of the  l a s t  pr in ted  page of bound reports and 
i n  t h e  lower r i g h t  o f  t h e  f i r s t  page i n  unbound letter reports. 
(RM 19-5) 

also RM 12-4.) 
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APP~NDIX I APPENDIX I 

) United States Department of the Interior 
3, 

OFFICE OF THE SECRETARY 
WASHINGTON, D.C. ,20244 

Mr. J .  Dexter Peach 
Director, Energy and Minerals Division 
U.S. General Accounting Office 
Washington, D.C. 20548 

Dear Mr. Peach: 

We appreciate the opportunity to review the GAO draft report entitled, 
"Aluminum in Oil Shale: Obstacles to Mu1 tiple Mineral Development 
on Public Lands" 

Jhile we agree in principle with the recommendation made on paqe 20 
re take issue with the conclusion reached on page 16, t h d t  "the 0eparti;lel;t 

o f  the Interior has formulated oil shale disposition policy which 
jeopardizes future development of sodium/aluminum-rich oil shale." 
This conclusion is drawn from statements made on page 10 - -  that 
the Department was criticized for not including a sodium/alurninum-rich 
oil shale tract in the prototype program and in response stated in 
the environmental impact statement ' I .  . . the importance of such mineral 
products to overall economic viability is uncertain at this time." 
The report continues: "This statement disregards the fact that a 
primary purpose of the program was to allow private industry to 
settle some o f  the uncertainties facing commercial .shale oil development." 

The prototype program was designed to determine the economic and 
environmental viability of oil shale production. In arlnouncing the 
decision in November 1973 to implemont the oil shale prototype program, 
the Secretary of the Interior listed four program goals: 

(EMD. Released 5/4/79). 

1. To provide a new source of energy tc the Nation by 
stimulating the development of commercial oil shale 
technology by private industry; 

2. To insure the environmental integrity o f  the affected 
areas and at the same time develop a full range o f  
environmental safeguards and restoration techniques 
that will be incorporated into the planning o f  a 
mature oil shale industry, should one develop; 

To permit an equitable return to all parties in the 
development of this public resource; and 

3.  

* Page numbers have .been changed to correspond to the final report. 
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.- BASIC TRANSMI’ITAL LETTER 

REFOW MANUEL CHAPTERTO 
CONGRESSIONAL REQUESF 

PAGE QB-NUMBER . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  19-4 
o Obtain from Index and F i l e s ,  OGC, before  f i n a l  processing. 

ADDRESSEE, SALUTATION AND CCNPLIMENTARY CLOSE. . . . . . . . . . . .  10-1 
o Address let ter to requester .  
o Reports addressed to two or more reques t e r s  r equ i r e  a basic 

letter f o r  each and a j o i n t  letter for report copies. 
o For letter address, s a l u t a t i o n  and complimentary close see 

(RM 10-3) 

Operations Manual - Supplement for Secretaries &d Typists 
(Chap. -- 8) .  For j o i n t  letters, call Editorial Services 
f o r  assistance. 

OPENING STATEMENT . . . . . . . . . . . . . . . . . . . . . . . . .  10-2 
o S r i e f l y  introduce t h e  subject matter o f  t h e  report. 
o Include genera l  re ference  to the reques t  or inquiry. (I7M 10-4) 

@ RESTRICTIONS . . . . . . . . . . . . . . . . . . . . . . . . . . . .  10-4 
o State important r e s t r i c t i o n s  on the  use of the  report information. 

0 LIMITATIONS ON AWANCE REVIEW AND COMMENT . . . . . . . . . . . . .  10-4 
o If  requested no t  to g e t  wr i t t en  or oral advance c m e n t s ,  state 

this as t h e  reason f o r  n o t  following o u r  usual  pol icy.  CAUTION: 
Do no t  use the  expression “AS agreed wi th  you (or your o f f i c e ) . . . ”  
( R M  6-3) 

@DISTRIBUTIONNOTICE . . . . . . . . . . . . . . . . . . . . . . . .  10-5 
o Refer to s p e c i f i c  aqreementwith r eques t e r  on d i s t r i b u t i o n  of 

report to others outside the  Office.- 
o The Office o f  Congressional Rela t ions  should be  consulted before  

agreement is made with reques te r  t h a t  f u r t h e r  d i s t r i b u t i o n  w i l l  
be delayed beyond 30 days. (RM 10-7, 20-1) 

o Restricted reports w i t h  r e c m e n d a t i o n s  to  the head of a Federal 
agency should no t  be d i s t r i b u t e d  i n  advance of the established 
date for unres t r i c t ed  d i s t r i b u t i o n  unless  approved by the 
reques te r  or t h e r e  has  been public release of the report’s 
contents  by t h e  requester .  (€@I 10-6 and Ch. 15, CAM) 

(Ch. 15,  CAM) 

h cz) SIGNERS OF CONGRESSIONAL REQUEST REPORTS . . . . . . . . . . . . . .  5-5 
o The Camptroller General w i l l  sign-= reports including those 

to comittees and individual  members when t h e  subject matter 
or i s sues  involved warrant the added weight of  h i s  s ignature .  
The Of f i ce  o f  Congressional Rela t ions  should be consulted when 
the d iv i s ion  director determines that he and n o t  t he  Comptroller 
General should s ign  a report to a committee or individual  member  
of Congress. 

*** General notes  on page I-23a *** 
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COMPTROLLER GENERAL OF THE UNITED m A T E S  
WASHINGTON, D.C. 20848 

B-123456 -Q 

P 
/ 

The Honorable John Doe 
Chairman, Cmit tee  on Armed Services 
United States Senate 

Dear M r .  Chairman: 

Q A s  requested in your June 24, 19--, letter, this report 
discusses the defects  i n  the R-99 a i r c r a f t ,  including those 
i n  the a i r c r a f t ' s  elevator. I t  also shows the estimated cost 
to correct these defects. 

Li t igat ion has s ta r ted  a l l q i n g  that Zero Co. is l i a b l e  
f o r  damages leading to the  R-99 crash near Camden, New Jersey. 
C l a i m s  have been f i l ed  against  the United S ta tes  Government, 
and the Government may also be involved i n  l i t i g a t i o n  i n  the 
near future. This report  contains information which may be 
prejudicial  to  the in t e re s t s  of both Zero Co. and the Government. 

A t  your request, we did not obtain agency ccanments. 
A s  arranged with your off ice ,  unless you announce its 
contents earlier, we plan to d i s t r ibu te  t h i s  report  to coin- 
cide w i t h  the release of its contents during the  A i r  Force 
budget hearings. Should the hearings be postponed, however, 
we w i l l  send copies to  interested pa r t i e s  and make others 
available upon request 30 days from the date  of the report. 

@ 

Q 

@ 

Sincerely , yours, 

Q 
Camptroller General 
of the United States  
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GENERAL NCrrES 
o Do not refer to discussions with congressional staff members. Use 

such wording as "Our representatives were informed that you.. . ' I  or 
"In accordance with discussions with your office..." (RM 15-2) 

o Our audit authority should not be cited. (RM 10-4) 
o Reference to the provisions of Section 236 should not be made, 

but should be included in non-basic letters to the officials 
to whom recommendations are addressed. 

__-_ 
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WB-NUMBER.. . . . . .  
o Obtain frm Index 

BASIC TRANSMITTAL LETTER 
AGENCY OFFICIALS 

REPORT MANU& CHAPTER 10 
, PAGE . . . . . . . . . . . . . . . . . . . . . . .  19-4 

and F i l e s ,  OGC, before f i n a l  processing. 

-- 

ADDRESSEE, SALUTATICN AND COMPLIMENTM CLOSE . . . . . . . . . . .  10-1 
o The address w i l l  carry the  name of t h e  o f f i c i a l  and h i s  or 

her  t i t le.  
o Reports addressed to two or more o f f i c i a l s  requi re  a basic 

letter to each official and a j o i n t  letter f o r  repor t  copies. 
o For letter address, sa lu ta t ion  and ccanplimentary close see 

Operations Manual - Supplement f o r  Secre ta r ies  and Typists - 
(Chap. ‘ 8 ) .  

WOPENING STATEMENT. . . . . . . . . . . . . . . . . . . . . . . . .  
o Brief ly  introduce the  subject matter of t h e  report. 

~ W H Y T H E R E V I E W ~ ~ E  . . . . . . . . . . . . . . . . . . . . . .  
o The e s sen t i a l  reason or reasons f o r  making the  review. 

10-2 

10-3 

o Generally, t h i s  information should not  be-repeated elsewhere 
i n  t h e  report. 

o Our audi t  authori ty  should not  be c i t e d  except to meet some 
special purpose. (RM 10-4) 

(5JRESTRICTIoNS.. . . . . . . . . . . . . . . . . . . . . . . . . . .  10-4 
o S t a t e  r e s t r i c t i o n s  on the  use of t h e  report. 

@ PIMi7ISIONS OF’SECTION 236 . . . . . . . . . . . . . . . . . . . . . .  10-5 
o Use only when the  report includes recommendations to the  

head of a Federal agency. 

@DISTRIBUTIONNOTICE. . . . . . . . . . . . . . . . . . . . . . . . .  10-5 
o Advise rec ip ien t  of our plans f o r  d i s t r ibu t ing  copies of the  

report to subordinate agency o f f i c i a l s ,  o f f i c i a l s  of other 
agencies, or congressional cmit tees  or members. 

SIGNERS................................. 5-5 
o Prepared f o r  t he  Cmptroller General’s s ignature  when t h e  

subject  or issues  warrant it. 
o Directors sign: 

--reports addressed to the heads of  departments and 

-reports to lower leve l  agency o f f i c i a l s  i f  d i s t r ibu t ion  

o See page 5-6 of the R e p r t  Manual f o r  s igners  of  reports 
addressed to o f f i c i a l s  below the  Secretary or cmparable  leve l .  

independent agencies 

to  members of  Congress is anticipated.  
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UNITED STATES GENERAL ACCOUNTING OFFICE 
WASHINGTON, D.C. 20548 

LOGISTICS AND CO IMUNICATIONS 
DIVISION 

J3-123456 Q 
Q 

The Honorable Harold Brown 
The Secretary of Defense 

Dear Mr. Secretary: 

and suggests ways to reduce duplicate systems.. 
This report discusses the Department's transportation data 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- 
They said the data included as appendix I1 is porated their mnments. 

s'ibject to verification by the individual Services and should be used 
with this qualification. 

@ 

This report 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 suhit a written statement on actions taken @ 
on our recommendations to the House Committee on Government Operations 
and the Senate Cmittee on Governmental Affairs not later than 60 days 
after the date of the report and to the House and Senate Committees on 
Apropriations 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 Cmittee on Government 
Operations, Senate Cmittee on Governmental Affairs, the House and 
Senate Camittees on Appropriations, and Armed Services; the Secretar- 
ies of the Amy, Navy, and Air Force; and the Director, Defense Supply 
Agency. 

@ 

Sincerely yours, 

Director 
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VISUAL AIDS 
REPOIYT MANUAL CHAPTER 17  ___-- 

. . 
Use to emphasize a p i n t  or to illustrate a product being 
discussed. ( R M  17-2) 

Do not use photographs which might adversely a f f ec t  or 
tend to s ingle  o u t  f o r  praise persons or non-Federal 
organizations without discussing the circumstances first 
with the  Office of Policy. ( R M  17-4) 

Whenever possible, use black and white 8" x 10" glossy p r i n t s  
with good contrast  f o r  best results. ( R M  17-5) 

Always use a caption. 
"picture  of" should not be used. 

Phrases such as "view of"  or 
(RM 17-5) 

Name the source i n  the t ex t  or in  the c r e d i t  l ines .  ( R M  17-3) 

Do not write on photograph. 
on the back. 

Tape the information needed 
( RM 17-3) 

Provide an index of s i z e  when possible, such as a ruler, 
person, etc. (RM 17-5) 

The Procurement Branch, OAS has cameras available for s t a f f  use. 
(RM 17-2) 

CHARTS, GRAPHS, MAPS 

o General visual  aids (pa r t i cu la r ly  maps) should be placed i n  
the opening pages of reports. (RM 17-4) 

o Look fo r  opportunities where visual  aids w i l l  make the report 
clearer and more concise. 
and understand without long explanations. 

The material  should be easy t o  read 

o Color pr int ing should not be planned f o r  ou r  reports, except 
i n  very unusual circumstances. 
to have color material printed.)  ( R M  17-3) 

(6-8 weeks must be allowed 

o Place visual  a i d s  close to where the subject  is discussed. 
o Certain specific requirements have to be met before visual a ids  

can be used i n  a report. 
o I f  you need help contact the Graphics Section. 

t r a t ing  should be submitted on GAO Form 317 a t  l e a s t 1 0  work days 
before the report is expected to be printed. 

o See page 17-4 of the R e p o r t  Manual for other  suggestions. 
o Guidance on preparing tables  or f inancial  schedules can be found i n  

the Operations Manual - - Supplement for Secretaries and Typists -- 
(Chapter 18) .  - 

(RM 17-4) 

( RM 17-1) 
Request for i l l u s -  

(RM 19-3) 
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P r n  I1 

REPORI' PROCESSING 
REPOFiT'MANuAL CHAPTER 19 

This part highlights operating divis ion respons ib i l i t i es  i n  
processing reports  and illustrates the following items: 

PAGE - 
Nonbasic transmittal  Letter (signature package only) . . .II- 4 
Comptroller General's Explanatory Memorandum . . . . .II- 6 
GAO Form 115 (Approval for  Distribution of R e p o r t )  .II- 8 
GAO Form 371 (Transmittal Slip). . . . . . . . . . . . .II-lo 
GAO Form 116 (Request  f o r  Report Processing Services). -11-12 
GAO Form 117 (Transmittal of Report f o r  Review). . .II-14 
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REFXlR!I' PROCESSING STEPS --------- 

STEP 1 - DIVISION PROCESSING 
o Prepare Master Report Folder consisting of one or more red expansion 

folders  w i t h  ident i f icat ion labe l  (GAO Form 279) affixed to the  
back, upper r igh t  corner of each folder. (RM 19-1) The folder 
should contain: 
-Referenced d r a f t  and a l l  referenced changes. Comments by the re- 

ferencers and reviewers annotated to show t h e i r  disposition. 
-Copy of draf t  approved for  external release for advance review 

and c m e n t .  
-Copies of drafts reviewed by internal  report  reviewers, and d r a f t s  

revised a f t e r  considering the  reviewer's c m e n t s .  
-Digest and cover sheet proposed by the Information Officer. (RM 19-2) 
--Originals of pertinent congressional requests and agency comments. 

' 

( I f  they are to be reproduced i n  the report  they should be included 
in  the signature package discussed belm. ) 

( l e g i b l e  copies). 

signature package. 

-Pertinent contact memorandums and other  correspondence 

-A por t fo l io  containing copies of the material included i n  the  

o Include in  the signature package the following items 
(or ig ina ls  except as noted) : 
--GAO Form 115. This form is illustrated on p. 11-8. 
--Cmptroller General's explanatory memorandm and time breakdown 

--Advance copy of the  report. 
--Basic and nonbasic transmittal  letters. 
--Congressional r eques t  letters and agency c m e n t s  to be reproduced 

--Visual aids. 
--Other per t inent  material ( l eg ib l e  copies) such as contact 

memorandums. 

attachment. This memorandum is illustrated on p. 11-6. 

i n  the report. 

" E S :  1. Attach Action Routing S l i p  (GAO Form 319) to the port- 
fol io .  
Report Manual pages 19-9 and 19-10. 
Divisions are responsible for insuring t h a t  a l l  director- 
signed reports are processed through the Distribution 
Section so they w i l l  be picked up on the  various 
information systems. 

Specific routing instruct ions can be found on 

2. 
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REPOKT PROCESSING STEPS (CONTIMJED) -- --__--- 

o Although not a part of the Master Report Folder, the following items 
for  the OP and OGC report  review packages should be assembled a t  t h i s  

-W FOM~ 115. 
-Cmptroller General's explanatory memorandum w i t h  resource and time- 

-Congressional request letters, i f  not included in  the report. 
-Pertinent congressional contact memorandums. 
-Comments on d r a f t  by adversely affected parties. 

* 
)I time. Must be leg ib le  copies or w i l l  be returned. (RM 19-7): 

frame information attached. (RM 19-10 and 1 2 )  

NOTES: 1. Provide a cmple t e  set of wri t ten agency comments 
annotated to show how and where they are handled i n  
the f ina l  d raf t .  

2. For oral CCanments, include adversely affected 
parties' writ ten concurrence on report treatment 
or GAO's written sumnary of the comments confirmed 
by them and annotated as to GAO's disposit ion of 
the comments. (RM 6-7) 

--Other per t inent  information which w i l l  f a c i l i t a t e  the review, 
e.g. Office Memorandums or GAO's congressional testimony. 
(See also RM 19-8.) 

STEP 2 - REDUESTING OP AND OGC REVIEW 

o Make two copies of the f ina l ,  edited draf t  report ,  as approved by 
division director, and basic transmittal  letter(s) and in se r t  
one leg ib le  (clean copy i f  available) copy in to  each of the OP and 
CGC report  review packages prepared in  Step 1 above. 

o Prepare - t w o  GAO Form 117s (one for OP and one for OGC). 
discussed on p. 11-14. 

o A f t e r  ge t t ing  the division directors approval send the report review 
packages cmpleted i n  Step 1 above to OP and OGC using the  appropriate 
GAO Form 117. 
NOTES: 

This form is 

1. OP and OGC reviews are required for  a l l  reports  to be 
signed by the Cmptroller General. 
requested fo r  other reports. 
Seven work days should be allowed f o r  OP and CGC review 
and a t  least two working days f o r  review by the Deputy 
Comptroller General and the Comptroller General. 

These reviews may be 
(RM 19-6) 

2. 
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REPOIYT PROCESSING STEPS (CONTINUED) - -------- 

3. Division representatives are responsible for seeing that 
changes made based on the OP and CGC reviews are 
reflected in the final report. 
Reviewing offices should be notified of changes made 
to  the version of the report which they have recornended 
be signed. (FN 19-8) 

.I 

4. 

STEP 3 - FINAL PREPARATION AND PRINTING 

o A camera copy consisting of final typed pages, pictures, graphs, 
agency camments, etc. should be taken, together with GAO Form 
116 (Discussed on p. 11-12. ) I to the Copy Preparation Section 
for a quality check of the material to be printed. ( R M  19-13) 

o After the report is signed by the Comptroller General, the 
division returns the camera copy to the Lithographic Section for 
printing and assembling. 

NOTE: The division will review a cmplete grinted reprt 
before it is sent to  distribution. 

o Distribution is made in accordance with the instructions on GAO 
Form 115. 
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NOTES 
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PAGE 
I @ ADDRESSEE, SALUTATION AND COMPLIMENTARY CLOSE . . . . . . . . . .  10-7 . 

o See "@rations 'flanual 1 'Scipple&nt -- for Secretaries and 
Typists" (Chapter 8) 

@SPECIALNESSPX;k. . . . . . . . . . . . . . . . . . . . . . . . .  10-7 
o Must be meaningful. (more than simply transmitting a copy of 

the report) 
o T e l l  the agency head about any inordinate delays i n  receiving 

agency comments. (RM 10-8) 

o U s e d  only when report contains recommendations to the head 
of a Federal agency. 

o Nonbasic letter to agency should include language shown 
i n  the example. 

o Unless there is a special message i n  addition to the Section 
236 notice; GAO Form 371 (See p. 11-10) should be used to 
send copies of our reports to the House Camnittee on Govern- 
ment Operations; Senate Committee on Governmental Affairs;  
and the House and Senate Cmittees on Appropriations. Form 
371 can also be used to  send copies of the report to the Director; 
Office of Management and Budget. I f  a nonbasic letter is used; 
the f i r s t  sentence of the  Section 236 statement i l lus t ra ted  
should be revised to read "This report contains recommendations 
to the Secretary of * * * on page 

@DISTRIBUTION NOTICE . . . . . . . . . . . . . . . . . . . . . . .  10-9 
o Aqency heads and Governors should be told of d i s t r ibu t ion  

to subordinate officials. 
o Ale t te r  should not be prepared fo r  the so le  purpose of 

notifying a Federal o f f i c i a l  of such dis t r ibut ion.  

o As a rule;  the letters are signed by the o f f i c i a l  who 
signs the report. 

o Letters addressed to the President of the United States and 
Governors are f o r  the Comptroller General 's signature. 

@ S E T r O N 2 3 6 ~ ~ I k k & f $ l % a  . . . . . . . . . . . . . . . . . . . .  10-7 

II 

@SIGNERS. . . . . . . . . . . . . . . . . . . . . . . . . . . . .  10-9 

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

--Officers of the Conqress 
-The President 
-State Governors and o f f i c i a l s  of non-Federal organizations 
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COMF'IROLLF,R GENERAL OF THE UNITED S'ATES 
WSHINGI'ON, D.C. 20548 

B- 123456 

Q 
The Honorable Patricia R. Harris 
The Secretary of Housing and 

Urban Developnent 

Dear Madam Secretary: 

The enclcsed report  questions ren ta l  increases a t  two 
subsidized housing projects  i n  Pennsylvania. 

We are recanmending t h a t  the Conqress revise the leg- 
i s l a t ion  f o r  these projects. 

This report  also c a t a i n s  recanmendations t o  you on 
page 9. As you knm, sect ion 236 of the Legislative Re- 
organization A c t  of 1970 requires the head of a Federal 
agency to  suhni t  a writ ten statement on actions taken on 
our recanmendations to  the House Canmittee on Government 
Operatias and the  Senate Camittee on Gwernmental Affa i r s  
not later than 60 days a f t e r  the date  of the report and to  
the  H o s e  and Senate Cmi t tees  on Appropriatims with the 
agency's first request f o r  appropriations made more than 
60 days a f t e r  the  date  of the report. 

Q 
Q 

W e  are sending q i e s  of t h i s  report t o  your Assis tant  @ Secretary for Housing Management and to  your Inspector 
General. 

Q 
Sincerely yours , 

Cunptroller General 

Enclosures - 2 Q 
of the United States 
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n 
1 CONGRESSIONAL INTEREST . . . . . . . . . . . . . . . . . . . .  .19-10 c) 

o Disclose any special congressional interest or sensitivity. . 
o Indicate possible requests for GAO testimony. 
o Unless otherwise obvious, cite the specific reason(s) why 

the report is being sent to the Congress. 

o Refer to previous or succeeding reports coming out of the 
same assignment or dealing with the same subject. Q SPECIAL OR UNUSUAL MA'ITERS . . . . . . . . . . . . . . . . . .  .19-11 

o Information which may interest the Comptroller General @ COC>RDINATION . . . . . . . . . . . . . . . . . . . . . . . . .  .19-11 
o Statement on coordination which has taken place with other 

GAO divisions and offices. If coordination was not con- 
sidered necessary, or if coordination resulted in no unre- 
solved issues, state this. If there are unresolved issues, 
give enough detail to help others understand areas of 
difference, the rationale for opposing views and the steps 
taken to resolve the differences. 
division's or office's comments to the explanatory memorandum. 

Q GAO REPoRrs. . . . . . . . . . . . . . . . . . . . . . . . . .  .19-11 

Also, attach the reviewing 

Q RESOURCE AND TIMEFRAME INFONTION. . . . . . . . . . . . . . . .  19-12 - 
OI'HJ3R IMpoIiTANT INFORMATION (NOT INCLUDED IN EXAMPLE) 

Sensitive or potentially controversial issues (FN 5-15) 
--Matters involving congressional policy 
-Disclosure of contractor's business information 

-Referrals to the Department of Justice 
-Pending or ongoing litigation (RN 5-17 through 5-19). 
Problems getting agency cooperation; access-to-records 
problems; delays in obtaining advance comments, etc. 
Findings which may apply internally 
Problems on congressional request assignments including 
-Disagreements on the scope 
--Method of reporting, staffing, etc. 
An explanation should be added if the agreed reporting 
date will not be met on priority I congressional 
request assignments. 
When report has not been fully referenced, describe what 
alternative quality assurance procedures were used. 

covered by 18 U.S.C. 1905 

GENERAL NOTES 

REQUIREMENTS . . . . . . . . . . . . . . . . . . . . . . . . . .  19-10 
o Explanatory memorandum required on all reports signed by 

the Comptroller General if 50 or mre staff-days were spent 
on the assignment or where there are important matters 
to bring to his attention. 

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). 



UNITED STATES GOVERNMENT GENERAL ACCOUNTING OFFICE 

morandum 
TO : Comptrol ler General 

FROM : Director, CED - Henry Eschwege 

SUBJECT: RED 79-12: Transmittal of Report for Signature 
Department of Agriculture 

We are furnishing for your signature a report to the Congress, 
on "Student Participation in the Food Stamp Program at Six Selected 
Universities." A prior report "Observations on the Food Stamp Pro- 
gram" (RED 75-342, February 28, 1975) dealt with the lack of manage- 
ment data on groups of program participants, including college students. 
The food stamp program i s  administered by the Food and Nutrition Service, 
Department of Agriculture. 

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

Q These sample results, 

We recommend the Department and the Service routinely obtain 

Hearings before the Committee on food stamp reform 

from States and counties. data to determine the size and composition 
of various segments of the program's target population and its 
participants. 
areexpected to continue at least through.Apri1 or May. 
no indication we will be asked to testify on our report, but a 
request to testify is possible. 

There is 

The House Agriculture Committee staff conducted its own analysis 
of food stamp participation based on State 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 
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eA0 FOm 115 
APPROVAL FOR DISTRIBIPTION OF REPORT 

REPORT MANUAL DISCUSSION . . . . . e . . . . . . . . . Chapter820 
(See Cmprehensive Audi t  Memorandum No.  2 for detailed instruct ions)  8 

@ BASIC TRANSMITTAL -- LETIER 
The o f f i c i a l ( s )  to whom the report  is addressed. 
to the Congress, check the  Speaker of the  House and the President 
of the Senate. 

----- 
For a report 

@) NONBASIC TRANSMITTAL -- LETI'ER (See page'II-4) - - 
(3) - TRANSMITTAL SLIP (Facsimile on p. 11-10) 

o U s e d  to send copies to the House and 
Senate C o m m i t t e & s  on Appropriations, the  House 
Cmi t t ee  on Government *rations, the Senate 
Committee on Governmental Affa i r s  and t h e i r  sub- 
committees and to the Director, Office of Manage- 
ment and Budget 

o Used when the following conditions are met: 
-Distribution is unrestricted or the  r e s t r i c t ion  on dis- 

t r ibut ion has been l if ted by the requester or he has 
publicly released the  reports' contents. 

of the report. 

-The report has recommendations to an agency head. 
-A tailored nonbasic letter is - not being used to send copies 

NOTE: The divis ions should provide special instruct ions on the 
Form 115 f o r  the Document Distribution Section when a Form 
371 w i l l  be used to send a r e s t r i c t ed  report which has been 
released f o r  d i s t r ibu t ion  to the  committees and aMB. 
Distribution should be instructed to stamp the  Form 371 
transmittal  with the  date the  report was released to 
the agency. 
(CAM 2 po 17-18) 

A 

NOTRANSMITl'XDOCUMENT 
All  other recipients .  

@ Total nwnber of copies to be dist r ibuted to other rec ip ien ts  as 

@ Used to send copies of unrestricted reports to the ranking minority 
m e m b e r s  of  those committees and subcommittees who are to g e t  copies 
of the report (divis ions do not f i l l  i n  the quant i ty) .  

ident i f ied on GAO Fom 115-1 (Continuation Sheet). 

* * * (Continued on page 11-10) * * * 
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NOTE: This is onlv an example. Each GAO Form 115 must be adapted to the 
individual report using Comprehensive Audit Memorandum No. 2 guidance. 

(CAM NO. : GAO Form 115 (REV. 10-781 
IDertrov preuious edltlonsl U.S. GENERAL ACCOUNTING OFFICE 

APPROVAL FOR DISTRIBUTION OF REPORT No. 1 of 1 
TITLE OF REPORT (md Requester on Conm?ssronal Assimmcnts) 

Lack o f  Authority Hampers Efforts to Ensure Cosmetic Safety 

REPORT NUMBER E-NUMBER ASSIGNMENT CODE DATE ISSUED 
B-164031 (2) 10859 CHECK ONE HRD-78-139 

THE ACCOMPANYING LETTERS ARE FOR SIGNATURE BY: 00 UNRESTRICTED 

0 RESTRICTED 

0 CLASSIFIED- 
D THE COMPTROLLERGENERAL 0 DIRECTOR, 

SPECIAL INSTRUCTIONS: I---- This restricted report will be available for 
general distribution. 

O-davs after issuance 

When notified by OCR 

If  this distribution IS to be made after 
issuance to basic addressee1s)- 

0 Distribute ,days after issuance 

I INITIAL EXTERNAL OlSTRlBUTlON 

RECIPIENT 

/Q ;o 
,Q 
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GAO FORM 115 (CONTINUED) 

@ Quantity obtained from the  Information Officer by t h e  divis ion 
a t  the time of the Information Off icer ' s  review of a report's 
title, cover smary ,  and digest .  

, , . 
@ Quantity based on information furnished by the division. 

@ Must be signed by the Division Director or the  acting director. 

0 Continuation Sheet (GAO Form 115-1). 

0 Total the  number of copies on Form 115-1 and record on Form 115 
in  block labeled " m R  RECIPIENTS. 'I 

o When del ivery to any rec ip ien t  is to be expedited, the form 
should be marked "Hand Carry to Addressee." 

o Provide room nwnbers, street address, etc. for a l l  rec ip ien ts  
added to GAO Forms 115 and 115-1. 

FACSIMILE -- 
T"SMIT'r.AL SLIP (GAO FORM 371) 
I 

The accompanying General Accounting 
Office report contains recommendations to the 
head of an agency. Under the provisions of 
Section 236 of the Legislative Reorganization Act 
of 1970 the agency is required to submit a 
statement to the Senate and House Committees 
on Appropriations, the Senate Committee on 
Governmental Affairs, and the House Committee 
on Government Operations advising the Com- 
mittees of the action taken with respect to the 
recommendations. 
GAO-371 (REV. MAY 1977) 
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GAO EORM 116 

* ,  @ REPOIF CONTROL NUMBER 
o Sequential control n m b r  for reports. The nunber is 

assigned by the divis ion or off ice .  

Q oluw (XILOR 
o Check the  appropriate block. 
o For s t a f f  s tud ies  check the  block marked "Other" and 

i n s e r t  "Blue Green". 
o Classif ied reprts-check Gray and type "with red border". 
o Check "Gray1' f o r  r e s t r i c t ed  reports with proprietary or 

other sens i t ive  material. @ INTRADIVISICNAL PROCESSING SERVICES 
o L i s t  the spec i f ic  sexices requested. 
o Ident i fy  any fac tors  which should beconsidered by the  

writer/editor s t a f f .  
n 

PRINTING AND DISTRIBVTION SERVICES 
o The designee w i l l  normally be the  writer/editor 

handling the  f i n a l  processing for the  Director. 
o Indicate  whether there  are any unusual procedures 

to be followed i n  pr int ing or d i s t r ibu t ing  the 
f i n a l  prcduct. 

- GENERAL NOTES 

o This form is used in te rna l ly  by t h e  divisions.  
also used to request pr int ing and d i s t r ibu t ion  of reports 
and s t a f f  studies.  

I t  is 
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I 

GAO FORM 116 (REV. 5.791 

Welfare Payments Reduced: 
f o r  Detec t ing  Erroneous Welfare Payments 

An Improved Method 

REPORT COVER COVER COLOR 

YES 0 NO BLUE 0 GRAY 0 OTHER 

REQUEST FOR INTRADlVlSlON PROCESSING SERVICES 

U.S. GENERAL ACCOUNTING OFFICE 

DATE 
10/12/79 

SPECIFY SERVICES REQUESTED 

Edi t ing  and typ ing  

REQUESTED COMPLETION DATE 
For Priority 

Services Only 

SIGNATURE 

201 
FOR FURTHER INFO. CONTACT PHON E a o m  

J.  Dandv 375-8765 

c a r r y  t h e  xeroxed cop ie s  to  t h e  addressee .  
show t h e  same release d a t e  as t h e  advance copies .  

The p r i n t e d  r e p o r t  should  

NO.OF COPIES 

INITIAL 



GAO FORM 117 
REFORT %@k CHAPTER 19 

* PXE QREVIEWINGOFFICE.. . . . . . . . . . . . . . . . . . . . . . .  19-g 
o A separate form m u s t  be prepred  fo r  CIP and 06c. 

@AWANCJ?,REVIEW.. . . . . . . . . . . . . . . . . . . . . . . .  19-6 
o This block should be used to request (1) advance reviews and 

(2)  reviews of draft reports which are to be released. 
o A valid reason for  t h i s  review m u s t  be shown i n  the "Other 

I n  forma tion" section. 
o Following advance reviews the reviewing off ices  w i l l  advise 

divisions of problems or suggestions. 
not sent to the Canptroller General. 

o An advance review is - not a subst i tute  for a f ina l  review. 

@FINALREVIEW.. . . . . . . . . . . . . . . . . . . . . . . . .  19-7 
o Check t h i s  block when requesting f ina l  review, Le., the 

A reccmnendation is 

reviewing of f ice  w i l l  forward the form 117 with its recosmnenda- 
t ions to the Ccmptroller General. 

o The final edited draf t ,  as approved by t h e  division d i r e c b r ,  
should be sent to t h e  reviewing offices. 

WlE: The title, cover sumnary and digest  should be reviewed 
by the Information Officer before the report  is sub- 
mitted to OP and fo r  f ina l  review. 

o Provide a leqible  copy (clean copy i f  available) of the reprt. 

o Saneone who can answer the reviewer's questions. 
@FOR.INEYXMATIONcaLL.. . . . . . . . . . . . . . . . . . . . .  19-7 

o Telephone number. 

@UI'HERINFORMATION.. . . . . . . . . . . . . . . . . . . . . . .  19-6 
o 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. 
(RM 19-12) 

@DIVISION OROFFICE'OPY. . . . . . . . . . . . . . . . . . . . .  19-8 
o Remove and r e t a i n  t h i s  (pink) fo r  division or of f ice  

f i les .  

* * * General notes on p. 11-16 * * * 
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U S GENERAL ACCOUNTING OFFICE 
‘SA0 FORM 117 IREV 7-711 

-Previous edition m a y  be uaad , 
r until eupply Is exhausted TRANSMITTAL OF REPORT FOR REVIEW 

Classification of Federal White-collar 
Jobs Should Be Better Controlled 

REPORT NUMEER 

FPCD-76-173 

6-123456. 
&NUMBER 

_L. 
FOR INFORMATION C A L L  

Sue Mack, Ext. 55555 

T H E  ACCOMPANYING REPORT HAS BEEN DETERMINED TO COMPLY WITH 
SPECIFIED ABOVE. 

51 GNA TURE fDiraetotJ 
4/25/76 

(Dote) 

PARTII  [ 
( T O  B E  COMPLETED BY R E V 1  WING OFFICE)  

To : COMPTROLLER GENERAL 

Thru: DEPUTY COMPTROLLER GENERAL 
- t o  t h 6  0 ASSISTANT-COMPTROLLER GENERAL, PPP 

A 

0 WE RECOMMEND THAT THE REPORT BE SIGNED. 

0 FOR THE REASONS STATED IN THE ATTACHED MEMORANDUM, WE RECOMMEND THAT THE 
REPORT NOT BE SIGNED. 

(DDetaJ SIGNATURE 

ORIGINAL 

i 
COPY 1 

COPY 2 I 
I 
! 

Ji 
DIVISION OR OFFICE COPY 



G m  hmES 

o Allcw at least seven workinq days for OP and OGC review. * I  

I 

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

o Complete only Part I of the form. 
cmplete Part 11. 

o The reviewing offices will notify the divisions of any problems 
with the reports. 
that changes resulting from Policy or General Counsel 
reviews are made in the final report. 

The reviewing offices will 

The divisions are responsible for seeinq 
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