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EFFICIENCY EVALUATION STUDY DESCRIPTIONS 

1. Bureau of the Census: Study Alternatives for Compilation 
of Registration and Voting Statistics. 

An analysis of alternative methods for conducting the 
Survey of Voters .and Registration tinder the 1975 Amendments 
to the Voting Rights Act. The study will focus on . 
potential savings through use of documents rather than 
direct survey methods. 

Initiation: November, 1976. 

2. DIBA: Revision of Boycott Reporting M~thods. 

A survey of current procedures for required reporting 
by firms of all requests to participate in boycotts against 
countries friendly to the u.s. Existing forms and 
regulations will be completely overhauled to make reporting 
more manageable and less burdensome. 

Initiation: August, 1976. 

3. EDA: Streamlining of Application/Approval Process Under 
Title II, Business Loans. 

A review of application requirements and review procedures 
under the Title II program of loans and guarantees to 
increase job opportunities in redevelopment areas. 

Initiation: Octobe~ 1976. 

4. MARAD: Study of the Review and Coding of Ship Review 
Invoices and Summaries. 

Review of procedures and level of detail currently required 
for approval of subsidized ship repairs. Study will focus 
on simplified procedures for the ship industry as well as 
for Federal staff. 

I_nitiation: September, 1976. 

5. NOAA: Study of the Fish Inspection and Grading Program. 

A study of the number and manner in which fish inspectors 
are deployed and scheduled in order to determine if there 
are more efficient ways of operating within program constraints. 

Initiation: March, 1977 

Digitized from Box 35 of the John Marsh Files at the Gerald R. Ford Presidential Library
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6. NOAA: Study of the Chart Sales Program. 

A study of alternative distribution methods for 
aeronautical and navigational charts offered to the 
public for sale; efforts will be made to devise a system 
requiring fewer persons and/or lower cost to customers 
and the Government. 

Initiation: September, 1976. 

7. OMBE: Efficiency Study of One-Stop Centers. 

A comparative analysis of the performance of one-stop 
centers for the assistance of minority-owned businesses 
with their predecessors, categorical assistance centers. 
The study will review such factors as: administrative 
overhead, organizational staffing patterns, client 
service characteristics, and the like. 

B. Patent and Trademark Office: Evaluation of Systems to 
R~place Patent Reproduction System. 

A review .of the current system of patent file retrieval 
and reproduction, now operating at the rate of 80,000 pages 
per day, with emphasis on finding an. alternative system 
which can be operated in less space, with less manpower, 
and with higher quality reproduction. -

Initiation: December, 1976. 

9. USTS: Efficiency Evaluation of Literature and Brochures 
Distribution Program. 

Review of the effectiveness of USTS tr~.vel promotion 
literature and of the efficiency of its storage, distribution, 
and other use. 

Initiation: November, 1976. 

10. OS/Office of Organization and Management Systems/Office 
of Publications: Personnel Utilization Study. 

The Office of Organization and Management Systems will 
review current staffing levels, workload, and the match of 
staff type of function in order to determine ways of 
improving staff utilization in the Office of Publications. 

Initiation: Underway. 
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Presidential Management Initiatives 

DEPAR'l'MEN'l' OF COMMERCE ACTION PLAN 

:tNI'l'IA'l'IVE: 3 

~I'l'LE: Reduction in the Burden of Federal Reporting and Regulation 

R.ESPONSIBLE OFFICIAL: Robert T. Jordan TELEPHONE: 377-4217 

I. Reporting Burden Reduction 

Steps to reduce Federal paperwork burden on the public by 
at least 5% by the end of FY 1977 and an additional 15-20% 
by the end of FY 1978. 

A. Accomplishments ·to Date: 

As of June 30, 1976, the Department completed a very 
successful public-use reports reduction program in 
response to the President's mandate of March 1, 1976, 
and OMB's special reports reduction guidelines of 
March 2. 

Specifically, Commerce reduced the number of its 
public-use reports from 614 to 533, a 13.1 percent 
cut. Concurrently, it effected a 0.5 percent reduc­
tion in the number of public manhours associated with 
the reports. The annual public burden connected with 
the 533 reports remaining as of June 30, 1976, totaled 
4,425,202 manhours--the base figure for commencement of 
this Initiative f3 effort. 

A Department of Commerce goal to reduce the Federal 
paperwork burden on the public has been established 
for the Presidential Management Initiatives effort 
as follows: 

5 percent by September 30, 1977 
15 percent by September 30, 1978 

B. Action Steps 

\ Reviews of the public reporting burden will be con-· 
ducted by Departmental operating units per instructions 
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1. 

-- -to be provided by the Office of Organization and 
Management Systems (OOMS). Xnfor.mational outputs 

- . ·- ., .... 

from these reviews will be monitored with the intent 
of cancelling or attriting the public burden reports, 
reducing the number of respondents, reducing the 
frequency, and/or reducing the scope of the report. 

~he results of the initiative actions will be reported 
~o OOMS against the following milestones each quarter. 
By the end of FY 77, the plan is expected to yield at 
least the 5 percent manhours reduction goal for the year 
with, an additional 15' savings by the end of FY 78. 

· ·Kilestcmes · 
~ 

Yield 
Estimated 

Completion Date 

·. ON SCHEDULE 

. : 

Review all reports 
and categorize by 

authority 
utility to Depart­
amt 

· fmP1ementing 
instructions 
issued Departme 
wide .on Sept. 9 

- ati.li ty ~ public. -- - .. .. 

2. Xnitiate action aeek­
ing appropriate legis­
lative or Exec::utive 
change in mandated 
reports h&v.ing low 
utility. 

3. Plan reduction in 
low utility reports 
of Commerce origin. 

c. Effect reductions in 
Milestone 13 reports 
equivalent to at least 5' 
5' of total reports 
burden. 

5. l'ollow up on changes 
proposed unc!er 
Milestone 12 

December n' 19 7 6 
.• .. 
ON SCHEOCI.E 

Karch 31, 1977 

June 30, 1977 

End FY 1977 

I>ecember 31, 1977 
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J'o Sst.bulted 
---~-- .. 

-llilestones :Yield J=0!£1etion J)ate ~arks 
l 

~- Effect re!uctions, 
as approved ~ eMB, St 
i.n reports mandated 

March 31, 1978 

by Executive Office 
4irecti vea. -~- . . -... 

7. Finalize plans 
to reduce reports - June 30, 1978 
JDAnda tee! by 
statute; anc! · 

. 
8. Xmplement reduction 10, End FY 1978 

of statutory reports. 

\ -· ( 
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"Presidential ~agement :Xnitia.tives 

DEPARTMENT OF COMMERCE ACTION PLAN 

II. Regulation Burden Reduction 

Develop specific schedules for regular periodic 
review of regulations. 

A. Accomplishments to Date: Not applicable. 

B. Action Steps: This tentative schedule for review 
of DOC regulations is intended •to assure that 
administrative procedures and reporting meet only 
basic continuing needs for program management." 

Milestones Estimated 
Completion Date Remarks 

1. Inventory and categorize 
all program-governing 
regulations as follows: 

a. All rules and regulations 
governing programs and benefits 
set forth in the Catalog of 
Federal Domestic Assistance; 

00 SCllEOOIE: Inple­
uenting instruc­
tions issued Dept-

Dec. 31, 1976 wide on 9/9. 

b. All rules and regulations 
pertaining to licenses, permits 
and the like; Dec. 31, 1976 00 SCHEOOLE 

c. All regulations set forth 
in the Code of Federal 
Regulations (and not cate-
gorized in a. or b., above) March 31, 1977 00 SCHE:OOLE 

d. All DOC internal orders 
and directives which affect or 
impact the public (and not 
categorized i.n a. or b., above.) March l.l, 1977 00 s:HE:OOIE 

e. All standby rules and· 
regulations (e.g., any in the 
Code of Emergency Federal 
ltegula tions) • March 31, 1977 00 SCHEDULE 
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Milestones 
Estimated 
Completion Date 

.2. Xn .accordance with quidelines 
to be issued by the Department.. 
commence review of each of the 
above categories and report 
results at the end of five 
successive quarters, commencing: June 31, 1977 

Remarks 

,, 
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Presidential Management Initiatives 

DEPARTMENT OF COMMERCE ACTION PLAN 

INITIATIVE: 4 

~ITLE . . Contracting Out and Bolding Down Overhead Costs 

RESPONSIBLE OFFICIALS: 

Contracting Out 
Cash Management 

TELEPHONE: 

Identification of Overhead Costs -- Meir s. Gabbay (377-4407) 

~avel -- David S. Nathan (377-4547) 

ADP Practices -- Jack R. Wicklein (377-3201) 

Reproduction Equipment -- David Farber (377-3721) 

Audiovisual Activities 
Telephone·Equipment and Usage 
Mailing Practices 
Office and Other Space 
Record Storage 

Personnel Management 

Donald B. Moore (377-4501) 

-- John M. Golden (377-4807) 
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Presidential Management Initiatives 

.DEPARTMENT OF COMMERCE ACTION PLAN 

INITIATIVE: 4 

TITLE: Contracting Out and Bolding Down Overhead Costs 

l. Contracting Out 

Prepare and submit to OMB an initial plan (including 
schedules) for increasing reliance on the private 
sector. The plan should include the identification of 
at least five functio~s to be contracted out, as 
follows: 

1. Description of Function/Activity: 
2 • Location: 
3. Estimated transfer date: 
4. Number of Federal employees currently assigned: 
5. Function/activity size (annual operating costs 

or units of production): 

(Note: This information is to be developed in carrying 
.out the program described below.) 

Review and revise implementing instructions and procedures 
for contracting out (OMB Circular A-76) to ensure that all 
in-house commercial and industrial activities are reviewed 
and eliminated if not justified. 

A. Accomplishments to Date 

1. A temporary committee was convened to consider 
functions performed in the Department which could be 
investigated for contracting out. 

2. Based upon the recommendations of the committee, 
Assistant Secretary Kasputys selected the following 
five functions as the Departmental objectives for 
intensive review towards potential contracting: 

a. Automatic data processing 
b. Printing and reproduction 
c. Maintenance of equipment (other than ADP) 
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d. Warehousing and inventorying 
e. Selected program aervices, to include 

(1) Aviation weather observation 

(2) Maintenance of geodetic marks 

(3) Other program activities, as determined 
by review of the programs 

3. Work has already been started on: 

a. Revision of Departmental Administrative 
.order 201-41, which implements OMB Circular 
No. A-76 

b. Reviewing the following functions for 
potential contracting: 

(1) Maintenance of equipment (other than ADP) 

(a) Electronic technician program at NOAA 

(2) Selected program services 

(a) Aviation weather observations - NOAA 

B. Action Steps: 

Milestones 
Estimated 

CO""Pletion Date 

(1) Selection by Assistant Secretary for 
Administration of five functions 
based upon recommendations of 

Remarks 

temporary committee. August 11, 1976 COMPLETED 

(2) Formation of DOC Committee on 
Commercial and Industrial Activities 
and applicable subcommittees August 31, 1976 COMPLETED. 

(3) Development of instructions for 
taking inventory of commercial 
and industrial activities and for 
evaluating activities for 
contracting out Sept. 10, 1976 COMPLETED· 
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(4) Tr.:::.."lSltittal of instructions to 
p~imary operating units developed 
~c~:r ~lestone (3) •ith request 
!o= inventory of activities 

(5) S6mission of inventory of . 
~=tivities under the five selected 
functions by primary operating 
units to DOC 

(6) Approval of inventory by Assistant 
Secretary for Administratio~ 

__ (7) Evaluation by primary operating 
units of inventory taken under 
milestone (5) in accordance with 
the policy of PMB Circular No. 
A-76. 

a. Completion of the evaluations 
of 25\ of the activities. 

b. Completion of the evaluations 
of all activities. 

(8) Review by the subcommittees of 
the evaluations prepared by 
primary operating units 

(9) Review of subcommittees• 
recommendations by the DOC 
Committee and submission of report 
to Assistant Secretary for 
Administration 

l:r;ti:nated 
Com"Dletion D-~te ?~rks 

Sept. 15, 1976 COMPLETED 

Sept. 30, 1976 COMPLETED 

Oct. 15, 1976 

Dec. 15, 1.976 

Jan. 31, 1977 

Feb. 28, 1977 

Apr. 30, 1977 

ON SCHEDULE 

Due dates 
revised per 
OMB comment. 
of 9/16/76. 
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Presidential Management Xnitiatives 

DEPAR'I'MENT OF COMMERCE ACTION PLAN 

%NI'l'IA'l'IVE : . 4 

~I'l'LE: Contracting Out and Bolding Down OVerhead Costs 

II. Overhead Costs (Identification of Overhead Costs) 

Establish systems for routinely determining and 
analyzing overhead costs. 

A. Aecom"Olishments to Date 

l. A temporary committee was formed to review 
existing policy with respect to identifying and 
analyzing overhead. 

2. The committee developed a statement setting forth 
the procedures available within the Department for 
identifying ove~head. This statement is Ret forth 
.in the attachment. The committee .felt that no changes 
were needed, because current.procedures were 
adequat~ for identifying overhead. 

B. Action Steps: 

Action Completed. 



...__ 

- 38 -
Attacbment 

U. S. DEP.ARTMEN'l' OF Celo!MERCE 

Presidential Ma.na.gement lni tia.tives Program 

!DENtD'lCATION Am> ANALYSIS OF C7VERBEAD 

Overhead. is syst.ema.tica.l.ly identified. in the budget and. accounting 
records, because sepe.ra.te programs and. projects are established. for 
direct costs &Dd the indirect or overhead costs incurred. to support 
'them. Ina.smuch as ea.ch project is esta.blished. for a unique purpose, 
no difficulty is encountered. in assigning costs incurred. i'or a.n 
objective to its appropria.te project. Further an.e.lysis oi' overhead. 
is available, beca.use the costs chs.rged. to ea.ch project are a.lso 
identified. by object class and. by cost ca.tegory under the object 
class. 

Ill working ca.J)ital and. revolving tund.s, ma.na.gers a.re appointed. who 
are responsible for control.liilg indirect costs and. measuring them 
against pla.ns. Indirect ·costs incurred. under appropriations are 
the responsibility oi' program ma.na.gers. They a.re required to keeJ) 
indirect costs within due bounds in relation to direct costs. 

Through a. cooperative ei'i'ort between program ma.na.gers a.nd the finan­
cial ma.na.gement segments of the Department, overhead a.ctivities e.ncl 
costs a.re reviewed periodically to a.scertain their reasonableness and 
necessity. Where common bases eXist, analyses are ma.de which i.Dclude 
ratios aJ)J)licable to similar activities either in the Dej?Bl'tment oi' 
Commerce or other Federal agencies. In aJ)propriate circumstances, 
averages obtained fran industrial or commercial sources a.re a.lso used 
to measure overhead activities and. costs. 
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Presidential MAnagement Initiatives 

DEPARTMENT OF COMMERCE ACTION PLAN 

~I'l'LE: Contracting Out and Bolding Down Overhead Costs 

II. Overhead Costs (Travel) 

Identify areas for improvements as a result of the 
review of FY 1976 reports of travel savings and 
accomplishments: and indicate steps to be taken for 
improvement. 

A. Accomplishments to Date: 

1. Pursuant to Public Law 94-157 and OMB Bulletin 
No. 76-9, the Department carried out a program 
to hold down travel cost during fiscal year 
1976. 'l'he Department established a goal of 
reducing 1976 travel costs by $1.9 million. 
Actual travel costs for 1976 fell short of our 
goal by $0.4 million but were $1.5 million 
below the President's budget.. · 

The Department's 1976 program followed Secretary 
Dent's successful travel reduction program during 
~975. Onder this program, the Department 
achieved a greater than 10% reduction in planned 
travel, resulting in actual 1975 costs being 
held below the 1974 level. 

2. Transmitted guidance and tentative ceilings 
for 1977 travel to bureau budget officers for 
review and analysis. 

B. Action Steps: 

Milestones 

~. Bureaus respond to tentative 1977 
ceiling with programmatic impact 
state.m~ts identifying probl.E!l!l areas 

Estimated 
Completion Date Remark! 

for possible further savings. Aug. 20, 1976 ·~ 

.. ' 
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Milestones 
Estimated 
Completion Date Remark 

- ·· - - ·· "2. OBPA reviews illlpact statements and 
recommends to the Assistant Secretary 
for Administration specific reduction 
goals for each bureau. Aug. 25, 1976 CXM'U."llD 

3. Program managers notified of approved 
travel ceiling for 1977. Aug. 27, 1976 · ·a.M'LE'ltD 

4. Bureau submit plan by month for 
achieving ceiling. 

S. Formal plan transmitted t~ GSA. 

6. Bureau submit reports of 
actual travel costs and explanation 
of variances from plan. 

7. Conduct quarterly reviews to 
determine progress towards goal. 

8. Submit to GSA report of 1977 :travel 
costs and savings. 

Sept. l , 19 7 6 I:t-1 p:a:x;ru:ss 

Sept. 3 , 19 7 6 · ·a::MPI.Fm> 

Within 30 days 
of the close 
of the quarter. 

Within 30 days 
of the close of 
the quarter. 

Nov. 15, 1977 
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Presidential Manaqement Xnitiatives 

DEPARI'MENT "OF COMMERCE PROGRESS REPORT 

DI'l'IA'l'IVE: 

~I'l'LE: Contracting OUt and Bolding Down OVerhead Costs 

XI. Overhead Costs (ADP Practices-Revised Action Plan) 

o (Agencies with substantial ADP investments) Organize 
a program to achieve the six objectives listed in 
Summary Sheet (Issue 4, Item B.3.a) and to increase 
reliance on private sector for ADP services. 

o Prepare and submit to OMB a plan to accomplish each 
of the six objectives in terms of long and short 
range steps. 

A. Ac.complishments to Date 

o ~o reduce the unit cost of its data processing 
activities, the Department bas relied heavily 
on the Federal sharing and reutilization programs; 
made extensive use of third party and compatible 
equipment suppliers; availed itself of the GSA­
operated ADP Fund where the opportunity existed; 
replaced older equipment and techniques with 
newer, more efficient methods; consolidated 
requirements and procurements to the extent possible: 
and employed computer performance evaluation tech­
niques in some of the larger facilities. ~hese 
efforts have resulted in the cost-free acquisition 
of an interactive data base retrieval system from 
another agency: the reutilization of a Onivac 1108 
central processing unit, thereby avoiding a costly 
procurement: financing the purchase of two computer 
facilities predominately through the ADP Fund: 
replacing several Onivac high-speed printers with 

.faster and less expensive off-line printers: and 
combining a number of separate contracts with 
commercial sources into a bureau-wide time-sharing 
competitive contract (other examples are contained 
in succeeding paragraphs. ) · 

o Several operating units have begun an intensive 
review of ongoing applications to el~nate or ' 

• 
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·cc=bine processing runs and to reduce the 
number of aarg-inal or DOneaaent.ial reports. 

-~ reduce equipment rental costs, the J>epart-
~t has competitively procured equipment from 
third-party suppliers anc! plug-to-plug compatible 
equipment manufacturers. As examples, one of our 
bureaus was the first installation to use calcomp, 
Xntersc:ience Systems, Incorporated, and Xerox equip­
aent on a Univac system. One .faciUty with an IBM 
processor has installed equipment supplied by six 
different vendors, and another has acquired two 
million bytes of main memory fr01:1 a third party 
supplier. Yet another Univac: facility uses CDC, 
calcomp, IBM and AMPEX equipment, as well as 
equipment acquired from third-party vendors and 
through Government excess. 

. o ~he Department has tried to minimize the expansion 
cf its computer capac:;ty_ through sharing existing 
resources as noted above and by contracting from 
commercial sources in instances where one-ttme 
software development is involved or where it is 
simply more economical to do so. For example, the 
Department will use both the small business minority 
program and a GSA requirements contraet to obtain 
the resources needed (SO staff-years of software 
development effort totaling $2 million over a two 
year period) in support of the TIROS-N program. 
Further, the Oepartment has contracted for facili­
ties management at one of its larger facilities 
and is about to recampete for these services. ~he 
Oepartment has recently issued an administrative 
order amendment requiring A-76 comparative cost 
analyses to be submitted as part of requirements 
studies and calling for periodic reviews of (at 
least every three years) existing in-bouse facili­
ties to determine whether the functions should be 
perfor.med by commercial sources. 

o As part of a recent General Accounting Office review, 
the Department conducted an inventory of its auto­
sated decisionmaking applications (ADMA's), including 
those which result in the automatic issuance of checks 
and purchase orders. Based on OMB guidelines, the 
Department is preparing instructions to its operating 
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unit1 to update this inventory anc! review each • 
application to assess the possibility of inaccura­
-cies anc! to identify improvements. Mdi tionally, 
the nepart:ment is planning on devoting 50 workdays 
towarc! the independent review of aelected ADMA' s 
&!uring fiscal year 1977. Further, 'the !>epartment 
~s conducting an audit of one of its payroll systems 
and plans to review another ~uring fiscal 1977. 

o ~he Department's personnel are continually assessing 
their own computer facility security requirements, 
as well as actively participating in Federal stan­
dards activities relating to this subject. Recently, 
one operating unit installed·a security fence around 
its Suitland, Maryland computer facility. Another 
bureau has established an access control system for 
demand te~nal security en its Onivac 1108 systems. 
Based on FPMR lOl-32.17, the Department has also 
drafted an administrative order amendment on data 
security for ADP and telecommunications systems, 
especially pertaining to interagency, intra-agency, 
and commercial service arrangements. 

B. Action Steps 

The Department of Commerce ADP Management Program. 

The Department of.Commerce will conduct six major 
ADP installation performance evaluations during 
fiscal 1977. As a part of the evaluations, the 
management initiatives for ADP practices will Q8 
implemented in the organizations under review. 
The specific areas the review will cover include: 
(l) installations• implementation of their proposed 
computer systems as set forth in Departmental 
approved budgets and requirements studies, {2) 
utilization of ADP equipment, {3) procedures and 
controls to assure that only significant applications 
are computerized, (4) user charges for ADP services, 
(5) users' satisfaction with timeliness of services 
and accuracy of output, (6) installations' compara­
tive cost analyses for in~house versus contracted 
services required by OMB Circular A-76 and Department 
Admini·strative Order 212-1, and {7) installations • 
procedures and measures for security and protection. 

Shown below is a tentative schedule for conducting 
the performance evaluation program during fiscal 
1977. The order in which the six sites will be 
evaluat~~- is _r~la;i'!ely __ un~C?J;~t. ~t .~is. t~ _ 
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and is shown primarily for illustrative purposes. 
It is anticipated that, after completion of ~e 
first evaluation, •t least two evaluation teams 
will be assigned concurrently. An estimated total 
of 700 man-days of effort will be expended. . . 

Milestones 

1. Identify and assign 
performance evaluation 
team(s). 

2. Develop detailed program 
for evaluating the six 
areas identified above. 

3. Conduct field work for 
first evaluation - NOAA 
Boulder·(Colorado) facility. 

4. Based on initial testing of 
evaluation program, revise 
and refine program as 

Estimated 
Coritpletion Date 

November 1976 

December 1976 

February 1977 

necessary. MArch 1977 

S. Issue report on findings and 
recommendations for the first 
evaluation. March 1977 

6. Conduct field work and issue 
individual evaluation reports 
on remaining computer instal­
lations, as follows: 

a. NBS central facility -
Gaithersburg, Md. 

b. EDA facility - Commerce 
Bldg. 

c. Census facility -
Suit1and, Md. 

d. MarAd facility -
Commerce Bldg. 

e. NOAA facility -
Suitland, Md. 

May 1977 

June 1977 

July 1977 

August 1977 

September 1977 

Remarks 

ON SCHEDULE. 

ON SCHEDULE. 

ON SCHEDULE. 

ON SCHEDULE. 

ON SCHEDULE. 

ON SCHEDULE. 

ON SCHEDULE. 

ON SCHEDULE. 

ON SCHEDULE. 

ON SCHEDULE. 
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In addition to the Departmental reviews 
mentioned above, the individualbbureaus 
of the Department have developed plans 
for implementation of the management 
initiatives for ADP practices. ~e 
milestones for implementation of these 
plans are given below. 

o Reduce the unit cor.t of data processing. 

Milestones 

l. ·Maximize NBS use of available 
in-house ADP capacity by 
reviewing current use of 

Estimated 
Completion Date 

outside sources of supply. November 1976 

2. Adapt MarAd Bulk Commodity 
Simulation Model to meet 
Federal Energy Administration 
needs. December 1976 

3. Investigate NBS potential use 
of microform for high volume 
printer output. December 1976 

4. Investigate feasibility of 
satisfying NBS needs by 
sharing existing DOC computer 
facilities. January 1977 

5. Develop an automated system 
that will more effectively and 
economically respond to DIBA 
needs for export licensing 
reporting. March 1977 

... 

Remarks 

Funds requesti 
in 1978 budge1 
submission to 
OMB. 

• 

ON SCHEDULE. 

ON SCHEDULE. 

Funds re1fUeStE 
in 1978 budget 
submission to 
OMB • 
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Milestones 
Estimated 

Completion Date 

6. Initiate measures within 
MarAd to record ~e usage 
of terminals in user offices 
and terminal rooms to enable 
more economical and efficient 
distribution of equipment. June 1977 

7. Reevaluate all previous lease 
versus purchase determinations 
to assess whether existing dondi­
tions warrant conversion of leased 
equipment to purchase. May 1977 

B. Acquire front-end processor for 
Census 1100 series computers. Late 1977 

9. 
Extend MarAd's use of source 
data automation techniques to 
(a) ship container data and 
(b) cargo shipping analysis. 

10. As part of the Department ADP 

(a) December 1976 
(b) September 1977 

Management Program, perfqrm_ __ _ . . .. . . . - . . . .. -
~eviews of the management of 
selected ADP facili tifi!R . _ ... -­
including the utilization of 
AOP equipment. September 1977 

11. As part of the Department ADP 
Management Program; assure 
full cost recovery for work 
performed on a retmbursable 
basis. September 1977 

12. Consolidate operation of 
two NOAA hardware systems 
at the Georgetown site by 
replacement with a single 
system. November 1977 

Remarks 

Measurement 
program will b 
executed in 
November 1976. 

ON SCIIEDULE. 

ON SCHEDULE. 

ON SCHEDULE. 
ON SCHEDULE. 

ON SCHEDULE. 

ON SCHEDULE. 
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Milestones 

13. Acquire high speed memory 
(wire-plated memory) for 
Census to replace higher 
cost rented memory. 

14. Acquire data storage and 
retrieval system for 
Census. 

15. Replace seven installed 
~agnetic tape units at 
EDA with •plug-to-plug• 
compatible units. 

16. Reduce NTIS computer input 
processing by converting 
to optical character 
recognition techniques. 

Estimated 
eompletion Date 

1977-1978 

1977-1978 

June 1978 

July 1978 

Remarks 

Funds requestec 
in 1978 budget· 
submission to 
OMB. 

• • 

ON SCHEDULE. 

ON SCHEDULE. 

o Eliminate nonessential or marginal computer work load. 

1. Perform review to eliminate 
marginal or nonessential 
work load at the Office of 
Telecommunications. 

2. Evaluate all NFPCA computer 
applications. 

3. Identify and assess each 
program's information 
needs at PTO. 

4 •. Review Ceri~us Bureau 
outputs to determine those 
not essential and review 
application programs for 
efficiency. 

November 1976 

December 1976 

.. 
March 1977 

September 1977 

ON SCHEDULE. 

ON SCHEDULE. 

ON SCHEDULE. 

Foreign 'l'rade 
and National 
Crime Survey 
programs now 
being reviewec 
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Milestones 

s. Prepare results of continuing 
ADP report review within 

Estimated 
ComDletion Date 

MarAd. · September 1977 

6. Review DIBA applications 
associated with (1) new 
project requests, (2) increased 
requirements and (3) systems 
supporting programs which 
have undergone reductions. September 1977 

7. Review all !r.t'IS reports to 
reduce number of reports 
and/or number of copies. 

· 8. Review all NTIS systems 
eliminate or combine 
processing runs. 

9. As part of Department ADP 
Management Program, perform 
review of applications at 
selected operating units 
and follow-up on internal 
reviews described above. 

September 1977 

October 1977 · 

October 19 77 

Remarks 

ON SCHEDULE. 

o Reduce eauipment rental through increased competition. 

1. Prepare plan for implementation 
of GSA program for the increased 
use of •third-party• and •plug­
to-plug• compatible equipment 
contracts. October 1976 

2. Identify all leased equipment 
presently installed which is 
subject to availability from 
third-party suppliers and 
plug-to-plug compatible equip-
ment manufacturers. November 1976 

Development o1 
GSA's program 
has been dela} 
Our plan is nc 
scheduled for 
t~ovember 1976. 

ON SCHEDULE. 
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!W..ilestones 

3. ·Investigate potential for 
recampeting such leases 
and:initiate appropriate 

Estimated 
Completion Date 

action. December 1976 

4. Investigate the use of 
the ADP Fund to purchase 
core and drums for EDA's 
system. . December 1976 

S. As part of the Department 
ADP Management Program, 
review the management of 
selected ADP installations. September 1977 

o Analyze the need and methods used for expanding 
Government computer capacity. 

l. Review, ·at the Department 
level, requirements studies 
for the acquisition of equip­
ment, software and services 
to assure all alternative 
approaches have been 
evaluated. Continuing 

2. Revise and reinstitute 
Department ADP Planning 
System. MArch 1977 

3. As part of the Department 
AOP Management Program, review 
selected ADP installations' 
comparative cost analyses for 
in-bouse versus contracted 
services. September 1977 

Remarks 
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Milestones 
Estimate!! 

· Completion nat.e ltema.rks 

uter iasuance of inaccurate 
purchase or ers. 

l. ~ssue instructions to 
operating units to 
update inventory of 
automated decision-
making applications. 

2. Complete audit of NBS 
Payroll System. 

September 1976 

November 1976 

3. bview use of recent January 1977 
automation of NBS 
purchase orders and 
audit all NBS auto-
mated decisionmaking 
applications. 

4. Perform review of con..: . April 1977 
trols over computerized 
payroll processing 
operations at NOAA. 

S. Review c5esign and September 1977 
development of auto-
mated administrative 
systems. 

Delayed. Draft 
· ·instructions are 

in coordination 
stage: will be 
issued in Oetobei 

ON SCHEDULE 

ON SCHEDULE 

01-1 SCHEDULE 

ON SCHEDULE 

o Strenqthen aqenqy ADP management to overcome problems 
of computer fraud and security. 

1. Issue Department 
A.Cmi.nistrative 
Order amenc:!ment 
to require com­
pliance with data 
security measures 
contained in FPMR 
lOl-32.17. 

September 1976 Delayed. Awaiting 
signature. 



.. 

Milestones 

2. Survey requirements 
for c~uter aecurity 
within NBS. 

3. Install access con­
trol system and 
revise administra­
tive directives at 
Census. 

--·-· -· ·-----·----~ ---·-~------- ~--~- -~ ........ ___ ---"- ---
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Estimate~ 
Completion Date 

Bovember 1976 

December 197 6. 

4. Develop Census Bureau January 1977 
security gui~elines 
for data protection 
during transmittal 
from remote facili-
ties. 

5. Determine feasibility March 1977 
of installing a con-
trolled access system 
at two NOAA facilities. 

6. Review security measures 
at selected installa- September 1977 
tions as part of the 
Department ADP Mana9e-
ment Program. 

Jlemarks 

ON SCHEDULE 

ON SCHEDULE 

ON SCHEDULE 

\ 

ON SCHEDULE 

ON SCHEDULE 
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Presidential ~agement Initiatives 

INITIATIVE:' 4 

~I'l'LE: Contracting Out and Bolding Down Overhead Costs 

II. Overhead Costs (Cash Management) 

List actions taken or proposed to improve cash management 
practices. 

A. Accomplishments to Date 

l. A temporary cotmni ttee was formed to review 
existing policy with respect to the management 
of cash and to ascertain whether changes in the 
policy were desirable. 

2. The co~ttee developed a statement setting forth 
Department policy. This statement is set forth 
in the attachment. '!'he committee recommended no 

·change to existing policy, because it was of the 
opinion that the policy was fundamentally sound 
and was in conformity with. the Presidential 
initiative. 

3. The temporary committee selected the following area 
·for future improvements: 

a. Reduction of amount of outstanding travel advances 

b. Use of electronic transfer of funds to 
borrowers under EDA loan programs to reduce 
cash float under present system of check 
disbursement 

c. Renewed effort to obtain advances under all 
user charge programs in lieu of performing 
aervices and then obtaining reimbursement 
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.tlilestones 

1. Review by primary operating units 
of the potential for accomplishing 
the initiatives listed in A.3, above. 
Report finding to the Assistant 

Estimated 
Completion Date Remarks 

Secretary for Administration Oct. 31, 1976 ON SCHEDULE· 

2. Implementation of the initiatives 
and final report of accomplishments 
t¢ the Assistant Secretary for 
Administration Mar. 31, 1977 
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t1. S. IEPARDIENT OF CCMMERCE 

Presidentia.l. Mal:l&pment Initia.tives Program 

CASH MANAGEMENT 

~ policies of the Department of Cammerce with respect to ma.ne.gi.ng 
ca.sh a.re: 

Cash advances and 'billings. ~ use of cash advances is encouraged 
in connection With reimbursable work or user cbuges in preference 
to imoicing the customer a.fter the services be.ve been rendered. 
When other than a Federal agency is the recipient of the service and 
it is not possible to obtain an advance, the customer is iuvoiced 
monthly for services rendered tll:r011gb the end of the preceding month. 
Under loan programs, notices are submitted to 'borrowers sufficiently 
in ad:vance of aue dates to permit the 'borrowers to make timely 
remittances. 

Cash collections. In central accounting offices cash is required 
to 'be deposited no later than the first working day a.fter receipt. 
In remote locations, cash is deposited as expeditiously as practicable. 
When iuvoices have 'been rendered for services or notices sent tQ 
bOTrowers, reviews. are performed in the accounting offices to insure 
timely'collection. 

Cash disbursements. Al.l iriVoices a.re r011tinely sched"llled for p~nt 
in sufficient time to permit the taking of discounts offered 'by 
~ndors. It is neither economic nor efficient to segregate iriVoices 
imolvi.ng no discounts in order to delay peyment until the last 
possible date. Advances to grantees a.re governed 'by the policy set 
forth in Treasury Circular Eo. l075. Small advances are disbursed in 
fllll, 'but large advances are disbursed so that grantees receive the 
.tunds as they are needed. Letters of credit are used in a:ppropriate 
circumstances. Disbursements to 'borrowers (under loan programs) a.re 
made to provide .tunds to 'borrowers as the .tunds are needed. 

Implementation. Periodic reviews are made 'by the internal auditors 
to ascertain tbs.t a.ecounting offices are managing their cub in 
conformity with Depe.rtmental policy. 
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Presidential Management Znitiatives 

DEPAlt'l'MEN'l' OF COMMERCE ACTION PLAN 

INITIATIVE : 4 

~ITLE: Contracting Out and Bolding Down OVerhead Costs 

II. OVerhead Costs (Reproduction Equipment) 

o List actions taken or proposed to require more 
efficient use of reproduction equipment and maximize 
centralized field duplication services. 

A. Accomplishment to Date 

Issued revised Office of Publications Department 
Organization Order 20-9 to include new responsibilities 
for·administrative control of copiers. Issued 
interim guidelines relative to copying machines 
acquisition and utilization in consonance with the 
General Accounting Offices' March 9, ~976 report 
on •opportunities For Reducing Office Copier Costs 
In Multi-Agency Federal Buildings.• 

B. Action Steps: 

Milestones 
Estimated 
Completion Date Remarks 

1. Conduct survey of all copying 
machines. Start survey­
Sept. '76. Nov. 76 ON SCHEDULE 

2. Publish copying machine 
guidance manual. 

3. Recommend to A/S admin­
istrative procedures to· 
improve utilization of copying 
machines. 

4. Issue finalized guidelines. 

Nov. 76 ON SCHEDULE 

Dec. 76 

Jan. 77 
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o Review efforts an&5 report on aavings ..-.hat have been 
or can be realized. 

A. Accomplishments to Date 

A comprehensive series of surveys is being conducted 
of all printing plants within the Department of 
Commerce. ~his will involve review of operating 
procedures and compliance with Joint Committee on 
Printing, Government Printing Office and 
Departmental regulations with special emphasis 
on A76 requirements. Written reports with findings 
and recommendations will be submitted to program 
officials and Assistant Secretary for Administration. 

Surveys have been completed of 4 printing plants 
with efforts underway to increase commercial procure­
ment of printing, duplicating and copying services. 
Finalized plan is targeted for January 1977. 

B. Action Steps 

.Milestones 

1. Additional printing plant 
surveys: 

a. Maritime Administration, 
Kirigs Point, Long Island, 
New York 

b. NOAA: Asheville, N.C. 
Boulder, Colo. 

Estimated 
Completion Date Remarks 

Sept. 76 

Sept. 76 
Oct. 76 

ON SCHEDULE 

ON SCHEDULE · . 
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Presidential Management Znitiatives 

DEPARTMENT OF COMMERCE ACTION PLltN 

ZNITIATIVE: · 4 ·. 

~ITLE: Contracting Out and Bolding Down Overhead Costs 

II. Overhead Costs (Audiovisual Activities) 

Prepare detailed plan to (1) revi~w existing facilities 
with the purpose of eliminating or consolidating when 
possible, (2) establish controls to prevent acquisition 
of unnecessary equipment and supplies (3) and use 
Government-owned resources in lie"\ of acquisitions, 
where possible. , 

A. Accomplishments to Date: 

A directive has been issued to require all operating 
units of DOC to inventory all audiovisual facilities . 
and equipment including conference rooms, training 
facilities, photographic studios, auditoriums and 
libraries. Reported information will include type 
of facility, location, principal usage, average 
per week and a complete list of all serially 
numbered equipment used in the facility. The 
completed inventory will provide information for 
eliminating and consolidating facilities and to aid 
in centralized facility planning. 

B. Action Steps : 

Milestones 

1. Review existing facilities 
with the purpose of elimi­
nating or consolidating 
where possible. 

a. Zdentify all audiovisual 
activities. 

b. 1nitiate and conduct 
reviews. 

c. ?ormulate recommendations. 
c!. Accomplish consolidations 

and aliaiutions. 

Estimated 
Compl. Dates 

Nov. 5, 1976 

·Nov. 30, 1976 

nec. 15, 1976 
Mar. l, 1977 

Remarks 

ON SCHEDULE' 
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l'ilestones 
·•stblated 

pompl. l)a tes 

- •· ~viae OMB of ·un:al ··Dumber liar. 15, 1177 
of facilities eliminated, 
number of jobs affected 
and of any resultant 
personnel savings. 

2. Establish controls to prevent 
the acquisition of unecessary 
equipment and supplies. 

a. Review existing equipment Oct. 15, 1976 
requisitioning and approval 
procedures. 

b. Modify procedures and 
issue improved instruc-
tions, as necessary, to 
atrenqtben controls. 

~- lteview existing equipment 
management practices and 
utilization criteria. 

d. Develop and issue new 
management instructions 
and utilization criteria, 
as appropriate. 

e. Report excess under-
utilized equipment to GSA. 

f. Advise OMB of amount of 
excess equipment identi-
fied and of any expected 
savings resulting from 
step. 

3. Use existing Government-owned 
films and other audiovisual 
productions in lieu of new 
acquisitions. 

Oct. 25, 1976 

llov. 30, 1976 

Jan. 15·, 1977 

Mar. -1, 1977 

Mar. 15, 1977 

a. Develop procedure for Dec. 15, 1976 
obtaining information on 
availability of existing 
Government-owned produc-
tions from GSA's National 
audiovisual Center. 

Jtem&rks 

COMPLETED 
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iJ:lestones 

-- -

Bstimated 
pompl. Dates 
... .. 

-·-~ 
i .: .a,; xa•ue iirective nqidr!Dg-Oct. 25, ·1176 

ordering activities to 
review and consider 
existing productions prior 
to contracting for Dew 
productions. 

c. Advise OMB of estimated ~. 15, 1977 
production aavings(num-
ber of titles and contract 
cost avoidance) resulting 
from step. 

4. Increase reliance on private 
sector for audiovisual ser­
vices. 

a. Conduct reviews, in Jan. 15, 1977 
accordance with OMB Cir-
cular A-76, of all audio-
visual facilities justi-
fied for retention in 
Step 1, above. 

b. Identify facilities that Mar. 1, 1977 
are not justified for in-
house. retention in accord-
dance with Circular A-76 
policy. 

c. Develop time-phased plan Mar. 1, 1977 
for phasing out facilities 
that are not justified. 

d. Promulgate internal Oct. 25, 1976 
policies requiring strict 
review and compliance vi. th 
Circular A-76 for all new 
starts and any expansions 
of existing facilitie~. 

e. Advise OMB of Dumber of Jul. 1, 1977 
inhouse facilities phased 
out and total jobs affected 
as result of Step. 

llemarks 
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Presidential ~agement Initiatives 

DEPARTMENT OF COMMERCE ACTION PIAN 

INITIATIVE: 4 

~ITLE: Contracting Out and Bolding Down Overhead Costs 

II. Overhead Costs (Telephone Equipment and Usage) 

Review existing equ~pment and usage and report to OMB 
on steps taken/proposed and savings achieved/expected. 

A. Accomplishments to Date: 

~he Department has established a goal of reducing telephone 
costs by 10 percent by the end of FY 77. A directive has 
been issued to all operating units requesting economy 
efforts in the following areas: 

o All long distance calls must be made over the 
F'l'S not on the commercial network. 

o Authorization for telephone credit cards will be 
highly restricted and their issuance will no 
longer be approved without a full written 
justification. Operating units must review 
billings to identify credit card calls made 
to private residences in the Washington area. 

0 

0 

0 

0 

0 

Private lines (PL's) will be eliminated in all 
but the highest executive offices. 

'l'elecopier service must be centralized in each 
building, and those not part of the central 
facility will be returned to the vendor. -

Except for Secretarial Officers no employee 
will have more than one instrument. 

Mail grams will be used in lieu of telegrams. 

Codaphones will be restricted to one and two 
~ offices in the field. , 
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o ~he Main Commerce centrex •ystem involves 
individual billing for all local calls. 
Operating units will be furnished a list 
of those numbers Baking over 200 calls a 
month. 

o 1n organizations where it is not necessary for 
every employee to have a telephone#operating 
units are required to identify such work 
areas and eliminate unnecessary equipment. 

o Onderutilized terminals requiring dedicated 
telephone lines must be eliminated. 

B. Action Steps: 
Estimated 

Milestones Completion Dates Remarks 

1. Operating Units will report Aug. 30, 1976 
on (a) actions taken and (b) 
actions planned for the · 
following reporting period. 
Reporting will always include 
(1) Total number of employees, 

COMPLETED 

(2) Total number of telephones, 
and (3) Total of toll bills for 
the preceding month. 

2. Submit report to OMB on 
telephone savings Sept. 3, 1976 COMPLETED 

3. Second report Feb. 1, 1977 ON SCHEDUL 

4. Third report July 30, 1977 ON SCHEDUL 

5. Fourth report Oct. 30, 1977 ON SCHEDUl 

In the Main Commerce Building, the new Centrex II system will 
enable us to eliminate most private lines(PLs). An intensive 
review of the need for telephone credit cards is underway. 
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Presidential Management Initiatives 

J)EPAR'l'MEN'.l' OF COMMERCE ACTION PLAN 

%NITIATIVE: .f 

~ITLE: Contracting Out and Bolding Overhead Costs 

II. Overhead Costs (Mailing Practices) : 

o Issue instructions on the most economical 
utilization of available services (based on 
NARS guidance) • 

o Provide adequate training for employees to implement 
above instructions. 

o Monitor mail practices to ensure that mail is 
sent by most economical means. 

0 Seek assistance of NARS and the Postal Service 
to· effect economies in mail handling, and report 
to NARS on achieved and expected savings. 

A. Accomplishments to Date: 

A directive has been issued to all operating units on 
this initiative. The Department's goal is to reduce 
mailing costs by S percent by the end of FY 77, 
assuming no postage rate increases. Operating units 
have been asked to follow the guidelines in NARS 
publications, •Managing the Mails" and "Prepare 
With Care.• The directive included the following guidelines: 

o Letter-size mail must be used whenever possible. 
Folding and inserting machines are encouraged 
-for use because of their cost effectiveness 

0 

in handling press releases and other high­
volume issuances. When volume does not warrant 
the use of folding machines, materials will be 
hand folded if their contents will fit into a 
regular-size envelope. Flats are discouraged. 

Registered mail will be used only when required 
by statute, executive order or other equivalent 
qovernmentwide directive. First-class mail 
will be given primary consideration in the 
.ailing of important or valuable documents. 
When first-class mail is deemed inappropriate, 
certified mail will be used. 
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'l'he Main Commerce mailroom ia enforcing these 
rules. 

o Multiple letters to the aame address should be 
accumulated and aent out in one or more 
packages each day. Because the use of Direct 
Firm Pouch Mailing can move aome kinds of mail 

·more quickly than regular mail and at less 
cost , its use is being strongly encouraged. 

0 

0 

Efforts will continue to be made to eliminate 
envelopes and convert as much mail to self 
mailers as possible. Envelopes bearing postal 
indic'ia may never be used for intra-office 
mail: u.s. Government Messenger Envelopes will 
always be used because they can be reused many 
times. · 

Mailing lists must be purged and updated 
frequently.Addressees on mailing lists must 
be queried annually to determine their interest 
in remaining on t~e mailing list. Those who do 
not respond affirmatively must be removed from 
the list. 

o All mass-mailings must be presorted by zip code 
and the lowest cost postage wi~l be used except 
for those items which are time critical and 
require the speed of first-class mail handling. 

o Periodicals and other publications must be sent 
by the lowest-cost postage. A detailed guideline 
has been prepared and distributed for use in 
determining the appropriate postage category 
for each publication. 

o Operating units must provide training to their 
employees on mailing practices and maintain liaison 
with their local CuStomer Services Representative 
from the Postal Service to assure they are using 
the lowest postage and to gain Postal Service 
cooperation in rapidly moving the government's 
mail. 
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o Mdi tiona.lly, operating units were directed to 
provide a complete inventory of all periodicals 
published by them in the following format: 

~ame of Periodical 

B. Action Steps: 

Milestones 

Ouantity 
Mailed 

Date -

Former 
Postage 
Cateqory 

New 
category 

Remarks 

1. Operating units September 15, 1976 COMPLETED 
report on actions 
taken and savings 
achieved 

2. Intensively 
examine on a 
case-by-ca~e 
basis the use 

September 15 - ON SCHEDULE 
December 15, 1976. 

3. 

4. 

of first-class 
mail for Commerce 
periodicals. 

Submit report to 
NABS on achieved 
and expected 
mail savings 

Negotiate with 
GPO on improving 
maili~g practices 
on Commerce publi­
cations. 

Sep.tember 21, 1976 

September 30 -
October 30, 1976 

S. Implement new mass January i, 1977 
mailing practices 
on publications 
and peri~dicals. 

COMPLETED 

ON SCHEDULE 

ON SCHEDULE 

Annual 
Savings 

~- . 
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Presidential Management Xnitiatives 

I)EPAR'l'MEN'l' OF COMMERCE ACTION PLAN 

%NITIATIVE: 4 

TITLE: Contracting Out and Bolding Down Overhead Costs 

II. Overhead Costs (Office and Other Space) 

Review present space utilization and submit plans to 
GSA to assure per person square footage of space is 
kept to a minimum. 

A. Accomplishments to Date: 

In order to achieve the Department's goal of 
reducing the use of space by adherence to FMPR 
office space standards, a directive has been 
issued that requires all departments to submit a 
space utilization study and tighten controls on 
all future space allocations. A copy of the 
_;!i_recti ve ;_s attached. The submissions res~l ti_!!_g __ 
from the directive will provide the basis for 
space utiliz~tion plans to be desc~ib~d in th~e~-------
proqress reports listed below •. 

B. Action Steps: 
Estimated 

Milestones Completion Date Remarks 

l. Completion of Initial Report 
required by the directive J.ug. 25, 1976 COMPLETED 

2. Report on Retrenchment 
Projects Oct. 15, 1976 COMPLETED 

3. Quarterly Report on Space 
SCHEDULE. tJsage Oct. 30, 1976 ON 

4. Quarterly Report on Space 
ON SCHEDULE. tJsage Jan. 30, 1977 

s. Quarterly Report on Space ON SCHEDULE Osage Apr. 30, 1977 
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'lbe President's M!ma9ertent Initiatives: Space Mmagenent 

'lbe ~t' s goal for this initiative is to reduce the use of space ~ 
adherence to GSA standards as c:onta.ined in ~ 217-7. 

By August 17, each prll'nary operating unit will sW:mit to this office a 
report c::ont:aining the follow.ing infOiltlat.ial: 

1. total lJilmber of square feet of office space 
2. total rnmt.er of square feet of storage space by classification 
3. total mmJber of square feet of special pll:FOSe space by classification 
4. total IJJJmber of errployees s. the average number of square feet per persoo (item l divided by 

l.tsn 4). 

Entitlem:mt nay be detel:mined by obtaining the total runber of personnel 
in each grade and by nultiplying this number by the square feet of entitle­
Dent as shoNn in the standards. The sum for all giade levels will be the 
entitlem:mt for the operating unit. 'l'his report will be S\Jl:mi. tted within 
30 days of the end of each quarter in addition to the August 17 sul:Inission 
date in order to enable ~&P to establish goals for red.ucinJ space ooldings 
and to m:mitor their achievertent. 

Each prilte.ry operating unit will conduct a study of its use of space to 
identify blocks of space which can be excessed to GSA am rem::7\7ed fran 
SW: bil.linqs by retrench..i.n; to the a:m:unt of space authorized ~ the 
standards.. Retrenchnent projects shcW.d be inplemented if the cost in 
partition changes am other renmration expenses to reduce the arramt of 
xequired spaCE'! is less tha.11 the first year savings in SIDC c:harges. 
Operating units mJSt report an their retrenc:haent projects ~ o:tober 10. . -
In the acquisition of additi.cnal space the follcMing items mJSt be 5\lb-.­
Jiitted in addit.icn to the c:c:mpleticn of FcJ:m SF 81, Jequest for Space. 

l. A carpleted GSA Fcmn 1476, Space Jequiranent 1t:lrksheet, CO\'ering all 
personnel of the operating unit in the b,; Jding ar the instaJ.l,at.ion in 
vhic:h the expanded requirelent exists.. 



-":' .. . ~ 

.... ' 

, 
- 67 -

2. A signed stat:em!mt by the apprqxd.ate bldget Clffioer that persormeJ. 
ceiling slots have been ~ for the ~. 

3. A statement by the llffltcpriate reccu:ds manager that there are no 
noords in the ewJ i ~ b'i Jding or instal.latial which ahcW.d have been 

· disi:ose::i of or mtired. 

4. A statement by the space Dli!lnagem:mt official to the effect that 
no space classified as office space in the SWC invento%y is used to store 
fumi'blre, publ.icaticns, fa:ms or Jq:plies. 

'Effective ilmediately partit.ial changes; upgradings of furniture, ca:rpet 
and drapes will be pm:mitted only under extraordinary circlmlstances unless 
they are needed to make ncre intensive use of space. 

~ office lardscaping or open design fol:mat is :prescribed for cx:cupying 
new space, retrenching into a reduced am:::unt of space or \ortlenever a need 
arises to relocate personnel. Private offices shall be l.United to those 
few officials wtx> have a functiC'Zla.l need for them. 

In hlildings or installations lnlsin; a l..ibraJ:y, an intensive effort 
sholld be made to centralize library holdings and to eliminate ac::curtUl.a­
ticrls of books in office areas. 

Assistance in the preparation of reports and studies required by this 
merrcrandum may be obtained fran Bc7.erd Spicer, 377-4017. 

(V~PB.M~ 
&r; B. !OORE, Directar \ 
Office of Admi.nistrative Services 
and Procuremmt 
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P~esidential Management Initiatives 

J)EPARTMENT OF COMMERCE AC'l'ION PLAN 

%NI~IA~IVE: .C 

!l'ITL!:: Contracting Out and Bolding Down Overhead Costs 

II. Overhead Costs (Records Storaqe) 

Dispose of or retire records to storage in accordance 
with records control schedule. 

A. Accomplishments to Date: 

Commerce has NARS-approved Records Control Schedules 
for every operating unit except DIBA and OMBE. The 
DIBA schedule has been developed and is undergoing 
the final stages of a revision made necessary by 
a recent major reorganization. OMBE is using a 
General Schedule and is undergoing a records 
management survey at this time. A directive has 
been issued to all operating units requiring 
compliance with the following guidelines. 

o Only those records authorized ~or retention 
by an approved Records Schedule or General 
Schedule may be located in office space. 
Records Officers must make a 100 percent 
inspection of all offices under their 
jurisdiction. 

0 Records holding areas must be in space 
classified as storage or warehouse spaoe under 
GSA's SLUC billing system. 

o Records Officers are required to bring to the 
attention of top management such conditions as 
hoarding of supplies or publications in file 
cabinets or boxes; theexcessive accumulation 
of books and periodicals; and the establishment 
of unauthorized mini libraries in areas 
adequately serviced by a central library. 
Librarians have been called upon for assistance 
in this project. 
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~e c!ireeti ve requires a speedup in the reporting 
cf the annual report to NARS on records management and 
requests supplemental reporting en number of file cabi-

-~ets released, linear .feet cf -ahelving releaaed, 
and square feet of office space relea•ed. 

B. Action Steps: 

Milestones 

1. Submission of 
HARS and 
Supplemental 
Report 

2. Completion of 
DIBA Records 
Schedule 

3. Completion of 
OMBE Records 
Schedule 

Date Remarks -
September 16 1 1976 COMPLETED 

October 30, 1976 ON SCHEDULE 

December 15, 1976 ON SCHEDULE 

A personnel services contract has been let to develop a com­
prehensive Records Control Schedule for the Office of Minority 
Business Enterprise, the only DOC bureau without any records 
schedule. 
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Presidential Management Initiatives 

DEPARTMENT OF COMMERCE ACTION PLAN 

INITIATI\i"E: 5 

TITLE: Personnel Management 

RESPONSIBLE OFFICIAL: John M. Golden TELEPHONE: 377-4807 

I. Executive Selection and Development 

Identify and train personnel having executive promise; and 
develop incumbent executives. 

A. Accomplishments to Date: 

In the last four years the executive development effort 
of the Department of'Comrnerce has accomplished the 
following: 

o Doubled the resources applied to executive 
development and training {now exceeds $1,000 per 
management position). 

o Acquired Congressional support-{annual budget 
line item of $197,000 for executive development). 

o Established Manpower Resources Boards in all 
operating units. 

o Designed and tested an evaluation system for 
executive development which will be operational 
October l, 1976. 

o Identified 789 management positions Departmentwide. 

o Stimulated management training. {Example -
735 incidents of management training within 
above-identified positions in last two years.) 

o Systematically developed three Management 
Seminars to meet the needs of 3 levels of 
management. (New managers, incumbent managers, 
senior managers.) {600 payments annually in 
the above categories.) 
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o Developed the capacity to provide specialized 
management skills training (i.e. decisionmaking­
executive presentations - speedreading-Congressional 
liaison). 

o Three new courses are being designed. These 
courses are personnel management for supervisors, 
managers, and executives. 

B. Action Steps 

Milestones Estimated 
Complet:Lon Date 

Remarks 

l. 

2. 

Identify (or 
establish) 
model system 

Establish com­
parable but 
tailored sys­
tems in all 
components. 

September 30, 1976 

COMPLETED 

Feb. 28, 1977 
(Revised) 

ON SCHEDULE 

a) Review May 31, 1977 
each (Revised) 
bureau 
system 
approxi-
mately 
after 
three months 
of operation. 

3. Implement "high Feb. 28, 1977 
potential" identi- (Revised) 
fication system. 

A model system was 
developed by an 
executive development 
committee composed of 
bureau-level Employee 
Development Officers. 
The system is contained 
in Department Adminis­
trative Order 202-412 
which is in draft form. 
(See attachment) 

Each major line component 
_will be required to 
initiate a system in 
accordance with DAO 202-412 
within 60 days of the 
effective date of the 
administrative order. 

ON SCHEDULE 

System is described in 
DAO 202-412. It requires 
Executive Manpower Resource 
Boards to identify indi­
viduals who have high 
potential for filling 
identified management 
positions. ON SCHEDULE 
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4. 

5. 

Prepare indi­
vidual devel­
opment plans. 

Design and 
present 
special 
training 
programs in 
personnel 
management 
for high 
potentials and 
incumbents. 
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Feb. 28, 1977 
(Revised) 

Mar. 1, 1977 
(Revised) 

The requirement for each 
Executive Manpower Re­
sources Board to oversee 
the preparation of IDP's 
for identified high 
potentials is contained in 
Administrative Order 202-
412 • ON SCHEDULE 

Two courses specially 
designed for: (1) managers 
and identified high po­
tentials and (2) executives 
will be added to manage­
ment training center 
offerings for FY 1977. 

ON SCHEDULE 

II. Work Force Quality 

Evaluate employee programs which affect overall work force 
quality. 

A. Accomplishments to Date: 

A new system for personnel management evaluation has 
been formulated and tested. The new system is based 
on the following basic tenets: 

o Field and headquarters will be reviewed every 
3 years. 

o The target installations for reviews will be those 
sites with 50 or more employees and Departmental 
satellite installations within the area of the 
target installations will be included for review. 

o Each major personnel program element will be 
rated against established criteria. 

o Evaluation review schedules will be published six 
months in advance. 
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The program has been tested in the field and the rating 
criteria are in the process of being placed in final 
form. The new system will be installed and in place 
FY 1977. 

B. Action Steps 

Milestones Estimated 
Completl.on Date 

1. Evaluate December, 1978 
quality of 
programs for 
recruitment, 
career ad-
vancement, 
managerial 
incentives, 
and training. 

2. Identify pri- Septe.mber~30,_l977 
ority steps 
for improving 
overall work 
force quality 
through 
changes in 
these programs. 

Remarks 

Quantitative goals have 
been established for 
each personnel program 
element. (Attached are 
short-term, quantified 
goals for major personnel 
program elements.) 

ON SCHEDULE 

ON SCHEDULE 

III. Position and Classification Management 

Systematically reexamine internal systems, and take 
appropriate corrective action to restrain grade escalation 
and to eliminate duplication of work or under-utilization 
of personnel. 

A. Accomplishments to Date: 

The position classification and position management 
processes were reviewed earlier this year and three 
new systems were installed to improve position 
classification and position management and restrain 
grade escalation. These systems are: 

... 



-V o Average Grade Control Process 

oo Reinforces a stringent review of each vacant 
position 

oo Requires each operating unit to report on 
a quarterly basis: 

total vacancies during quarter; 

the number reviewed with operating 
officials; 

the number of positions changed in 
grade as a result of the review; 

the number of positions abol;shed outright, 
i.e., resulting in a ~oss oflheadcount; 

the number of positions abolished where the 
space is used to establish a different 
position bearing no relationship to the 
vacancy; and 

total grades saved during quarter. 

o Position Survey Process 

oo Requires each operating unit to review each position 
within its organization on an annual basis. 

oo Where there is any discrepancy or disagreement in 
a position as a result of the survey process, the 
position will be desk audited. 

oo If the total desk audits under the above-mentioned 
process do not reach 20 percent, additional 
positions will be desk audited to bring the total 
to 20 percent. Positions selected in this manner 
will be those most likely to produce constructive · 
results. 

oo Requires the participation of managers and 
employees. 

oo Examines the utilization of resources on problem 
cases. 
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oo Misclassifications will be analyzed to determine 
cause. 

o PME Program 

oo Wide coverage of headquarters and field positions 
requiring an indepth review of the two above­
mentioned processes. 

oo Evaluation process for classification and position 
management requires onsite desk audits and 
onsite review of vacancy management system. 

oo Evaluation process not only looks at the 
effectiveness of classification and position 
management systems but also focuses on the 
competence of position classifiers. 

oo Evaluation system disseminated in advance 
forcing managers to do homework to prepare 
for classification and position management 
reviews. 

B. Action Steps 

Milestones Estimated 
CompletJ..on Date 

-Remarks 

1. 

2. 

Assessment of 
agency's 
organizational 
capability for 
classification 
management. 

Evaluated 
operational 
quality of 
position 
management 
and classi­
fication 
systems. 

Continuing, however, 
initial assessment 
will be completed 
by March 31, 1977. 

September 30, 1977 

ON SCHEDULE 

ON SCHEDULE 

Three inputs will be 
used to assess the 
operational quality of 
position management and 
classification systems: 

o an assessment of the 
maintenance review 
surveys after approx­
imately one year: 
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3. Conduct 
special 
reviews of 
grade 
escalation 
in weak or 
suspect 
areas. 

4 • Take prompt 
corrective 
action. 

5. Conduct nor­
mal internal 
personnel 
management 
evaluations 
of position 
management 
and report 
to esc as 
prescribed. 
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o An assessment of the 
Department's average 
grade control system 
throughout the vacancy 
review process. 

o An assessment of 
position classifi­
cation specialists 
through the personnel 
management evaluation 
process. 

Continuing, however, ON SCHEDULE 
initial thrust based 
on esc reviews and 
internal personnel 
management reviews will 
be completed by 
September 30, 1977. 

As. the situation 
warrants. 

Continuing (See point II (Work Force 
-Quality), under Issue 5, 
Personnel Management. 

IV. Productivity Measurement 

~prove productivity measurements and extend such 
measurements to functions not presently covered. 

A. Accomplishment to Date: 

OVer the past several years, the Department of 
Commerce has developed a work load and performance 
(productivity) measurement data base which has been 
used as a bas"i.s for internal management and decision­
making purposes for some of the key program areas. 
These measurement systems are capable of measuring. 
the productivity of 7,800 of the Department's 34,200 
employees or about 23 percent of the total work force . 

... 
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Analysis of this data by the Bureau of Labor Statistics 
indicates that since 1967, measured outputs have risen 
8.6 percent while employment has declined 3.7 percent. 
The resulting productivity gain has been 12.9 percent. 

B. Action Steps 

While inroads towards measuring and enhancing the 
Department's productivity have been substantial, 
there still exist opportunities for even greater a­
chievements. To maximize future accomplishments 
in the shortest time frame, a comprehensive Department 
Productivity Action Plan is being developed. This 
Action Plan is designed to: 

o Expand Departmental productivity measurement and 
enhancement efforts; and 

o Seek.out ways to assist the private sector in 
improving the productivity of industry. 

Milestones for each of these two elements of the 
Productivity Action Plan are as follows: 

Milestones 

1. Review 
current 
measurement 
activities to 
(a) expand 
coverage, or 
(b) refine 
existing 
measurement 
systems. 

Estimated 
Complet1on Date 

January 1977 

2. Set FY 77 January 1977 
improvement 
goals in 
functions 
currently 
measured; 
include 
projected 
improvements 
in FY 78 
budget request 

. Remarks 

ON SCHEDULE 

ON SCHEDULE 
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3. Establish February 1977 
projected 
improvements 
in FY 78 budget 
request 

4. Extend August 1977 
measurements 
to areas 
presently 
not covered; 
report 
progress 
in FY 78 
budget 
submission 

s. Increase use of September 1977 
measures for 
management 
evaluation. 

a. System-
~ matically 

review 
and 
evaluate 
Departmental 
operations to 
identify 
opportunity/ 
potential for 
productivity 
improvement. 

b. Establish a 
productivity-
enhancement 
team to 
coordinate 
this prductivity 
effort. 

6. Develop means September 1977 
to assist 
private 
sector in 

f\. 
improving 
industrial 
productivity. 
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v. Employment Ceilings 

Take steps to assure adherence to President's employ­
ment ceilings and avoidance of Congressionally-mandated 
minimum employment levels. 

A. Accomplishments to Date: 

Decision made to assign to Office of Personnel 
the responsibility of monitoring ceilings (FTP 
and OT) as well as employment levels. 

B. Action Steps 

Milestones 

1. Evaluate internal 
system for adminis­
tering personn~l 
ceiling and for 
providing flexibility 
for intra-agency ceil­
ing reallocation. 

2. Assign to Office of 
Personnel internal ceil­
ing monitoring system. 

a) Tie-in to SF ll3A 
reporting system 
by having operating 
units add ceiling 
allocations for: 

o Total OMB ceiling 
o FTP OMB ceiling 
o Other OMB ceiling 

Estimated 
Completion Date 

October 1976 

November 1976 

3. Develop early warning so December 1976 
that responsible officials 
ca~ be advised if and when 
their employment levels 
reach dangerous proportions. 
System should contain: 

a) Memorandum advising official 
of employment level versus 
ceiling. 

Remarks 

ON SCHEDULE 

ON SCHEDULE 

ON SCHEDULE 

·• 
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b) Request for plan of action 
regarding bureau's program 
with respect to staying 
within authorizing ceiling. 
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DEPARiMENT 
ADMINISTRATIVE 

ORDER SERIES 

Purpose 
Authority 
Policy 
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Program Responsibility 
Program Elements 

DEPARTMENT 

Attachment 
TRANSMITT At 

ADMINISTRATIVE ORDER 202-412 ---.,...-----

Section l. 
Section 2. 
Section 3. 
Section 4. 
Section 5. 
Section 6. 
Section 7. 
Section B. 
Section 9. 

Training and Developmental Resources 
Program Records, Evaluation and Review 
Implementation Schedule 
Effect on Other Orders 

SECIION l. PURPOSE • 

• 01 This order sets forth Departmental poiicy and provides general 
instructions for the oper:,ation of the Department 1 s executive develt~pment 
program •.. 

• 02 This revision is is~ued to confo~ to the pro~am guidelines fo~­
lated jointly by the Office of ~~nagement and Budget and the Civil Service 
Commission. 

SECTION 2. AU'l'HORI'IY.. 

.01 The basic authority for employee development and training is provice5 
by chapter 41 of titl~ 5, u.s. Code, Part 410 of the Civil Service Regcla­
tions, and Chapters 410 and 412 of the Federal Personnel Manual • 

• 02 Policy goals for executive development are promulgated in a memoran­
dum, dated September 14, 1971, addressed to the heads of depart=ents and 
agencies by the Director, Office of ~~nagement and Budget •. 

• 03 Federal Personnel Manual Letter No. 412-2, January 29, 1974, and 
Appendix A to FPM Chapter 412 pro\~de the guidelines for executive 
development in the Federal service. 

SECTION 3. POLIC"i. 

lt is the policy of th~ Dcportm~nt to ~ssure maximl~ competence on 
the part of present and future ~nagers through an institution~lizcc pro­
gram of executive dP.Val.opmcnt. Key off:i.ci~ls at all levels will bt: in-

' ''nlvc-cl in plannin~ "ncl rlirc-r.t-;n~ tht:- P'""~nm ~nd will COl!!!'li ~ the T"C!:;C\l.!rc·H 
nP.Ct!SSary t•1 .,t:.;u::mli•·h j·j;,. :'li.'l·•.-i.l··, t'bjC" ·j ,. ··• n •• _, •. ,.,.::m· U , .. i•·ic· .. ·· .. ; : ~ .·..: 

·mr~d·c on the. b~sis .. ot ;,e:cti~z: ci.c·n~~::ci;: vt·~~~~--v.::p;;.;.;n~· u;;d tu~~-i~,~;i;.i 
the efficiency of the service·, \1i thout rcg:trd to race, colo1·, religion, 
natinn~l ori~in, ~ex, a~c, or pollLic~l a~£lli~tion. 

I 
I 

. I 
I 
' 
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SECTION 4. PROGR.Mt RESPONSIBILI'l'Y~ 

.01 Assistant Seeretarv for Administration. Program leadership will be provided 
by the Assistant Secretary for Administtation {the J...ssistant Secretary) -..<rho is the 
principal official with primary responsibility for the direction, coordination and 
evaluation of the executive development program in the Department of Commerce. 

· · .02 De'Oartmental E.::ecuti"e }'.an'OO'I:,.er Resources l)oard. 'l'he Executive Manpower 
aesources Board (Ela!) will provide general guidance on matters of policy and 
allocation of resources, and will report annually to the Secretary concerning 
progress tO'I:n.rd organization and program objectives, after a revie~.r of each opera• 
ting unit 1 s plans to make certain that they conform to overall policies, reflee t 
Department priorities, support the attainment of Department goals and objectives, 
and insure that progracs are receiving the necessary resources to accomplish pro• 
gram objectives. In addition to the general responsibilities above, members of 
the DlP..:S will monitor executive develop:ent efforts in the operating units with 
which they are normally concerned. In order to provide for concurrent considera­
tion of the develo?mental and assignment needs of the Department, the membership 
of the Elm! will be the same as that of the Executive Assignment Board established 
by Department Administrative Order 202·305, and the membership of each board is 
hereby augmented to include the Administrator, National Fire Prevention and Control 
Administration, and the General Counsel • 

• 03 Executive and ~.anu:ement Irainin~: Ad\,.isorv Panel •. A:n E.xeeutive and 2-lar.ageme.n-e 
!raining Advisory Panel (tl'u:: ?anel) t-:ill act ior the EHR:B in the selection 9:: 

-~\ recom::nendation oi DC!.partment•level candid~tes for significant develcpl:lental oppor­
tunities such as the National War College, Industrial College of the Armed Forces, 
Career Education .Awards, and similar cc:r::rpetitive opportunities. 1-le::l.bers of the 
I.NR:B will designate representative.s to serve on the Panel, and the Director of 
Personnel '"'"ill se.rve as Cbairr..an. The Panel also may consider :tnd advise on 
other executive development activities as deemed appropriate by its Chairman or 
by the nm:a . 

• 04 Det>art:'"~ntal E'~ecutive Han'Oov~er l-1ana~e."':lent Officer. The Director of Personnel 
is designated as the Deparcent 's .Executive l·.ianpot-'er l:.ianagement Oifice:r (:::!·!:10), 
~ith responsibility for serving as ~~ecutive Sec::etary of the Er2~ and maintaining 
its official reco:r~s, providing guidance and assistance to operating units in all 
=atters relating to executive developcent, maintaining liaison with the Civil Ser\'• 
ice Co~~ission, the Office of }mnagement and :Budget and the General Accounting 
Office on executive development matters, and conducting such periodic evaluations 
of the executive development program as the Assistant Secretary may direct. In 
performing these functions, the El~10 may utilize other in~ividuals or organization• 
al resources, such as the E=ployee Development ~nd Awards Divi~ion,which coordi­
nates executive development activities nnd operates the Department's ~anasement 
Trainin~ Center • 

• 05 Ac!mir.istrAtion in o.,craUn-; llni.ts. The bead of each operating unit shall 
provide for the issuance of a policy directive for the executive development 
program for the operatina unit, and furnish copies to the EHHO of the Department. 
\..'h~::rc collaborntion a~n~ opcratin~; unlt~ t;h~rlnz the s:·,.~c pcrsor:nc:l office ~~~:l~.cj 
b:· :.clv~-:-:t:l:?;t~l"'.:-:, the hc::ldc of :;ueh :·~i::; r:--•Y ju!.ntly i!.::u:: .:: t!.n;;lc p..:licy c.::,·;:, •. -
tlvc. I:.ach directive =:b:;.ll be a~ c:unsistcnt :u; is pr~:.:t.ic~bh: with the- ~uhh:Hr.~;:;; 
of the Civll Sarvicc Com .. ni:::s.i.uu and the pruvi.:::ions of thi:: urdcr, cmph~si?.ing top 
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management support and establishing both an EMR! and an EMMO for ~he operating I 
unit(s) with responsibilities parallel ~o those •~ the Departnental level. With­
in 60 days of the effective date of this Order, each nu shall: 

-- review and recommend Changes o.r additions in ~he operating 
unit policy directives 

- assure ~bat the program of the operating unit contains the 
elements required in Sectiou 5 of this Order 

-- assure an accurate management position. identification process 

determine managerial skill and ability requirements for key 
positions 

•• ·estimate executiv~ and management position turnover and future 
staffing needs. 

identify individuals with high-potential for adva~cement into 
management position vacancies 

-- review Individual Development Plans for identified high potentials 

determine appropriate training programs and allocation of resources 
for training and developmental activities. 

SECT! ON 5. PROGRAM n;ntn.'TS. 

Each ope:ating unit's executive development program will include tbe elements 
specified in paragraphs 5.01 through 5.06. !hese program elements offe: sufficien 
flexibility for each unit to develop a program within established staffing practi: 
and to meet its unique needs • 

• 01 !dentiffcation of Manuement Positions. 

.•· 

a. Each operating unit will identify the management positions within tbe organi• 
:ation. A m£nagement position is one in which the incumbent (1) directs the work 
of an organintion, (2) is held accountable for the success of ·specific line 5. 
staff progrL~, projects, functions, or activities, (3) monitors the progress of . 
the organization toward goals and periodically evaluates and makes appropriate I . 
judgments, and (4) performs nost of the managerial duties listed by the Civil : 
Service Commission in its guidance on executive development (currently, see · 
AttaChment 1 to Fl'M Letter 412-2). ~ 
b. current information should be kept on each management 
Information about each management position should include: 
~jor ~unctions, and the key man~serial skills, knowledges 
to fun~tion effectively in the position. Position5 sh~~ld 

-· - -
position and incu.mbent. ·4 
title, grade, series, ~ 

and abilities required :-s · 
also be c~tes~ized 
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.. 
•~cording to the type of a~tivity managed--administrative, scientifi~, techni~al, 
legal, program =anagement, et~. Information about each incumbent should include: 
name,.date and type of appointment, recruitment soUr~c, date of birth, edu~ation 
level, years of Federal service, and date of latest Individual Development Plan • 

• 02 Im~lem~ntation of a Ri~h ~tential !dentifi~ation ~·stem. Each operating · 
unit will implement a formal system for identifying individuals with hish manage­
ment potential. These individuals should be potential candidates for filling 
vacan~ies as they occur in the op~rating unit's identified management positions. 
care must be taken to insure equitable consideration of all qualified candidates 
consistent with merit system principles. Units may develop, refine and expand 
the methods of nomination, selection, identification, notifi~ation and ~ounseling 
to meet unique needs and situations. In addition to individual merit, £a~tors 
affe~ting the identifi~ation process include the size of the managerial population 
in a particluar operating unit, the number of anticipated va~ancies, organizational 
gru~th patterns, cost, turnover, recruitment difficulty, and other factors •. Le~a~s~ 
organizational needs may change, the system shall provide for periodic re~onside~a­
tion of those not initially identified as high potential candidates for management 
positions • 

• 03 }1ana~ernent Position Analysis. Each operating uni,t will specify managerial 
skills, kn~~ledges and abilities required for maximum effectiveness in each 
ider.tified managerial position in the unit. To facilitate determination of trai·r:-
ing and developmental experiences needed by ps=ticular individuals, environ=ent~l 
knowledges, interpersonal abilities and personal qualities needed should also be 
determined for each position • 

• 04 Asses~ent of Mana2erial Kn~~led2cs and Abilities._ Each unit will deter­
mine the extent to which new managers or rea~signed managers possess the skills, 
kn~wledges and abilities identified as requirements f~ their new positions. 
This assessment may draw upon the various appraisal systems already existin; in 
the personnel management system of the operat:i.ng unit. The objective of the 
assessment of the individual vis-a-vis the position is to determine the training 
or developmental experiences needed, which will take form in the individud 
develop~~nt plans. · 

.05 The !ndividual nevelopment Plan. An !ndividu~l Development Plan (IDP) 
1m.1st be prepared within three months of appointment, or identifi~ation, for 
(l) all newly selected managers, (2) all reassigned managers, and (3) individuals 
identified as having high potential fer assignment to a managerial position. 
lOP's should also be prepared for all other managers who are in need of training 
or developmental experiences to acquire or· sharpen the knowledge and abilities 
required fer maxi~~ job effectiveness. The IDP must (1) specify developmental 
objectives and needs, (2) contain a schedule of appropriate developmental e:-:peri­
ences to meet these individual needs, and (3) be approved by the individuals' 
immediate supervisor and the appropriate E~n-50 or an oHicial desi.gnated by the 
E~~O to approve all IDP 1 s in the context of ov~all review of the executive 
development program. An IDP shall be prepared only after as~essment of the 
indi.vidu::~l's trZLining needs and tli.scu::sion of thos.c n~ecls wi.lh Lhc ind.ivit1ual. · 

~. J.D!":; mu!::t·bc pcricdicnlly upcbt,.c to rC'f1cct ct;rrcnt indi-:ldu~1l ~C'vc:L~j:-:-·':-.:: 
n<:c:tl~. After approval, a copy "[ the IDr [or each high-potcnti;1l iudiv.i.\lu;1•l 

~'!!::!..e:!::"!l:lll=-:lal---:.a-..-.... ---------------·-· -="-"'X'""-'ffl-··":"""---.:-;:;.:--::-.·:o:.• ...:-=·"-' .. ·-·==----.:o·••::...!"';:·:.:.:;;..~~~·~·.::;- .... 
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shall be forwarded to the -oepa=~ntal n~tO fer review. 'the appropriate IDP also 
~st be included with all requests- for executive personnel actions submitted to 

the Department. ; 
.06 career oounselin£· Operating units shall designate the officials responsi• 
ble fer assessing the training needs of commerce managers and potential managers, 
and for conducting discussions cr career counseling sessions with them. These 
functions may be performed by individual supervisors, by combination of super• 
visors, by the EMRB, or by other boards or panels formed for this purpose • 

.§.ECI!ON 6. 'I'RATh'r!NG Ah"D 'DEVELO'P!-tEi'-'TAL RESOURCES 

Each operating unit shall provide appropriate·training and development opportu• 
nities and resources to meet the needs of the managerial work force on a continu­
ing basis as indicated in this order. This necessarily includes provision o£ the 
staff manp~·er needed to instit~tionalize executive and management developwent 
and make it an integral part of personnel management operations. Aggregate m3n• 
agement training needs will be determined annually, and formal training that is 
appropriate and within resource limitations should be scheduled. The follcrw-ing 
training resources shot!ld be included in the planning of -each operating unit· 

.01 Unit Traininq. Training identifiep as unique to a particular operating 
unit, including management skills training tailored to specific organizational 
needs, should be developed and provided by the operating unit. Each operating 
unit must also p:-ovide a reasonable nutr.i:Ser of appropriate developmental oppo::­
tunities (i.e·, assignments to other positions, special projects, etc.) as 

indicated by individual development plans • 

• 02 Depa-rtment Trainin2 P:;;os:-ra.-:~s. Department programs ha'\•e been developed to 
help commerce managers understand the management process and develop the skills 
to meet their management responsibilities. General management training needs 
may be met by attending the following programs, or the equivalent: 

a. cer.:merce 'Hanagement Seminar--detigned for supervisors and for potential 

manasers. 
b. comuerce Advanced ~~nageroent Seminar--designed for advancing managers and 

reouired for new managers. 
C• Qommerce E:tecutive 5eminar••designed for senior managers and executives; 
renuircd for reassigned and advancing managers at the level of GS-14 and above. 

d. Personnel Management for Managers--designed for ~nagers at all levels who 
need broader knowledge of their responsibilities in the Federal personnel systCw• 

Developmental assignments between ~jor organizational uni~s within the Depart• 
ment arc encouraged, and the E~t10 will assist operating units in arranging for , 

appropri~te assignments·. 

. . 
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.03 lntera~ency Trainin~. Operating units are encouraged to use interagency 
trainins opportunities to meet trainins needs tha~. cannot be met internally or 
through Department programs. lt is recommended that the seven-week Residen~ial 
Program in Executive Education at the Federal Executive lnstitute be used as· 
the m~jor training facility for those commerce execut~ves in grades GS-16 throu;~ 
CS-18, or equivalent. Those who are new to the executive grade levels (GS-16 
through cs-18) and are filling a career ~nagement position are required to 
attend either the seven-week program or the three-week program during their 
first twelve months in the supergrade ranks. This requirement may b~ waived by 
the Departmental E~10 for good cause--for example, recent completion of the sa:e 
or similar program, or a firm plan (IDP) to participate in equivalent trainir.g • 

• 04 lnter~~vernmental Trainine. Operating units are encouraged to use the 
authority .of the Intergovernmental Personnel Act (5 u.s.c. 3371 et seq.) when 
an assignment to a state or local government or a public institution of higher 
education is considered to be an appropriate developmental experience for an 

individual • 

• 05 Non-Government Trainine. i:hen similar training opportunities are not 
available through federal facilities, operating units are encouraged to utilize 
universities, private institutions, and other training organizations to meet 
group and individual formal training needs. 

SECTION 7. PROGRA~1 RECORDS. EVALUATlON .!>1-ID REV'!Ei-'• 

.01 l'1aintenanc.e of Records. The analyses and decisions made under this O:'d~r 
by each operating unit \o1ill be recorded in sufficient detail to facilitate the 
annual repor~ing and evaluation requirements of this~ section • 

• 02 Annual Unit Review. Each cperating unit will establish review procedures 
to ensure the continuing appropriateness of its executive develo~ent pro£Z~· 
At least annually, the EMRB of the operating unit wi 11 revie-w the accor.:plisi":­
ments under section 6 and paragraph i.Ol of this Order. SUch review sbculd al£: 
enco=.pass any special studies on executive development which were completed in 
the pGst year, any studies planned for the next year, evaluation of any trair.i~; 
that was introduced during the past year, identification of areas in whic.h 
executive development needs special attention with plans or proposals designed 
to accomplish necessary adjustment, and recommendations for changes· in the 
Executive Development P.rog.ram, if any • 

• 03 Reportin~ Reouircmcn~s. Each operating unit shall report annually to the 
Depc.rtment 's E}~HO the status of its Executive Development Program for the yea-: 
including: 

number of·management positions 

number of new ~nagers (i.e., those appointed to a management 
position during the calendar year) 

-- numucr of "higi• potcntin1" inclividu.:~h idcntirl.~d 

------------------------------·--..... --.... -~.-.:;;-__ ., ....... ~..,... ~. -···--=--· 
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- number of managers and "high potentials" receiving management training 
.. 

-- program costs - all costs of the z.xecutive Development Pro;ram, 
including staff salaries but not participant salaries • 

• 04 Annu~l DeP~rtmental ~eview. Through onsite su-rv~ys, the Departmental 
~10 will periodicallY evaluate the operating unit executi,•e and management 
development programs to determine adherence to this order and to assess progr~ 
strongths and weaknesses. AnnUally, but DO later than -ch 1, the Departmental 
El~SO will analyze the information provided by all operating units and prepare an 
overall evaluation report on the Department's Executive Development Program for 
the El~B. Evaluation will cover accomplishments, areas needing continued atten­
tions, .future needs, and recommendations. This report and the reports of th& 
operoting units most be available for periodic review by the Civil service Com­
mission, the Office of Manasement and Budget, and the General Accounting Office. 

StC1'10N :;. !MPL"Of£}."'TA!!ON SCH'EDULt • 

• 01 Qoeratin~ Unit lmDlementation. ~ithin 60 days of the effective date of ibis 
Order, all operating units will have institutionalized al:l program ele:nents in­
cluded in Section 5 of this Qrde~ and should be able to meet the review and 
reporting requirements of Section 7 of this Order • 

• 02 Croeratint: Unit ~e,r.-rts. By Februaey 1, 1977, and each February thc:re.after, 
.. ~ operating unit shall forward an executive development report as required b; 

paragraph 7.03 of this Order • 
• 03 !~lO Evaluation ~e,ort. By March 1, 1977, and each Harch 1 thereafte:-, the 
Depare<>ental E>~lO shall prepare an evaluation ropon on e><ecutive develorent in 

the DepartmP.nt of commerce. 

StC1'10N 9. EFFECT ON OTHER ORDERS • 

This order supersedes Department Administrative Order 202-412, dated Septerr~er 
22, 1972 .• 

Direc~or of Personnel 

Approved: 

Assistant Sec.ret..ary ior Adn.inistration 

£Hicc o! Prir.~_.ry lntc:-c~t: 
Oflice oi P~sonncl 

------------------------------------------------------------~~~ .. .---~-~=~~:. -
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Attachment 

The Office of Personnel h lnstnlling a newly revised personnel management evaluation (PME) system 
to begin operation" in FY 1977. 

The baRic objective h to conduct PME reviews in all of the major (50 or more full-time people) 
Departmental installations and as many other installations as practicable within a 3 year period. 

On a yearly bash, a minimum of Z5 major installations will receive PME reviews. Included in this 
total is a minimum of 8 district (DIDA) or regional offices. 

The actual reviews themselves will .consist of program elements or areas of emphasis as follows r 

·,:_; 

posftion management and position classification - immediate objectlve is to 
achieve a 90-95 per cent accuracy rate. and the PME program element goal 
is to track the achieving of the accuracy rate through a sampling system of 
position and vacancy reviews 

Merit staffing - immerliate objective is t? achieve a 90 percent technical 
accuracy rate in the administration of our merit staffing programs and the 
PME pr·ogram clement goal ls to track achievement through a· sampling 
system of recent actions in filling positions. 

equal employment opportunity- immediate objective h to review a minimum 
of ZOO equal employment plan action items on a yearly bash, from a variety 
of Departmental ofUccs, to track s,uccessful contpletlon 

supervloory training and executive development - immediate objective ls to 
achieve a 90 - 95 per .cent compliance rate with Civil Service Commission 
requirements on training of supervisors and executives and the PME program 
clement goal ls to track achievement through a sampling of individuals 
identified as supcrvisors.and executives. 

incentive awards - immediate objective is to achieve a distribu~lon rate by 
grade levels, minorities, and females conshtent with the representation of 
these categorieo in the organizational population. PME reviews of dlstribu.tlon 
of awards will be tracked along these lines 

00 
00 

. ( 

I 



) 

. " 

fair labor standards - immediate objective is to achieve a 95 per cent compliance 
rate with positions being identified as exempt or non-exempt in accordance with 
Civil Service Commission requirements. This will be tracked through sampling 
in PME reviews 

labor management relations - immediate objective lB to have managers cost out 
items in 100 per cent of those· contracts that are about to be negotiated or are 
about to be renewed. Those contracts falling under the above stipulations will 
be 'reviewed under PME. · 

00 
\0 
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EXECUTIVE OFFICE OF THE PRESIDENT 
OFFICE OF MANAGEMENT AND BUDGET 

WASHINGTON, D.C. 2.0503 

Noverr~er 17, 1976 CIRCULAR NO. A-113 

TO THE HEADS OF EXECUTIVE DEPARTl1ENTS AND ESTABLISHMENTS 

SUBJECT: PREPARATION AND SUBMISSION 
General Information and 
Requirements 

OF MANAGEMENT PLANS 
Policies, General 

1.1 Puroose: This Circular prescribes general guidance and 
responsibilities for the preparation, submission and 
execution of management plans by Federal agencies. 

1.2 Authority. Reorganization Plan No. 2 of 1970 
transferred to ·,the President several specific management 
responsibilities formerly assigned by law to ·the Director, 
Bureau of the Budget. The President has delegated certain 
management responsibilities to the Director, Office of 
Management and Budget. These responsibilities are 
identified primarily in Section 209 of the· Budget and 
Accounting Act.of 1921, and in Section 305 of Title 5 of the 
United States Code. These responsibilities include issuing 
guidance to agencies for reviewing and improving their 
operations and assessing agency management • 

1.3 Applic~tion of instructions. This Circular applies to 
all agenc~es of the executive branch of the Federal 
Government required to submit budget estimates to· the Office 
of Management and Budget {hereinafter called 11 0MB") pursuant 
to OMB Circular No. A-11, unless exempted in vrriting by OMB. 

1.4 General definitions. The' definitions set forth in 11.2 
of Circular No. A-i1 are applicable to these instructions. 
In this Circular, "management plan 11 means a management plan 
pursuant to this Circular; A:...11 means Circular No. A-11. 

1.5 Time for submission of management olans. Management 
plans . will be subnii tted- by each agency to 01-113 for the 

.consideration of the President at the time provided for 
submission of such agency's initial budget materials to OMB 
pursuant to Section 11.3 of A-11. Management plans for FY 
1977 will be submitted no later than December 15, 1976. 

(No. A-113) 



c-. 1.6 Hearinqs on aqencv plans. 
11.7 of A-11--shall also be 
rr.anagement plan. 

. ..,. .. .. 
The provisions 

applicable to 

General Policies 

2 

of Section 
a submitted 

2. 1 Authority ::.and respunsibility of the a.gency head. 
Subject only to such priorities and direction as are 
established by law or Presidential action, the agency head 
has both the authority and responsibility for proper 
management of the agency, and for the preparation, 
submission, and implementation of management plans pursuant 
to this Circular. 

2. 2 Objectives of !-!anaqement Eff.ort. The term management 
has many meanings, but as used in this Circular it includes 
for each agency, the initiation and implementation of 
systems: 

(a) to assure that policies and programs that an 
agency is charged with administering are carried out in a 
manner which, consistent with carrying out fully the intent 
of such policies and programs, {i) maximizes the potential 
for reducing costs and errors, ~~d (ii) minimizes the burden 
imposed on those served or regulated; 

(b) to assure that; to the maximum extent practicable, 
all relevant factors are considered in agency decision­
making and in agency recommendations to the President, the 
Congress and others (including consideration of possible 
impact on the policies or progr~~s of other agencies and on 
competing national objectives), and that toward such end the 
agency undertakes broad consultation with others including, 
except where clearly inappropriate, extending the public the 
opportunity to be heard -- by submitting views in writing 
and/or by testifying at hearings; 

(c) to assure that decisions of the 
other agency managers are promptly 
implemented; 

agency head and 
and ·effectively 

(d) to assure that-the policies and programs that an 
agency is charged with administering are analyzed on a 
periodic basis to3rrnine (i) the extent to which they 
have achieved and can be expected to achieve their 
objectives, (ii) the costs thereof on outlays, burdens 
imposed and negative effects with respect to other 

(No. A-113) 
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objectives or goals, and (iii) whether modification or 
elimination of any policies or progr~~s (with or without 
alternative approaches) is necessary or desirable; and 

{e) to assure that short-term obj8ctive= o~ the agency 
are formulated, tracked and implemented in accord~nce with 
the intent of the management-by-objective system described 
by A-11. 

In this Circular, "improved operational efficiency" 
encompasses the objectives set. forth in (a) above, "improved 
decision-making processes" encompasses the objectives set 
forth in (b) and (c) above; "improved program impact 
evaluation" encompasses the objectives set forth in (d) 
above, and "obives of this Clar" encompasses all of 
the objectives set forth in this sub-section 2. 2·. 

2.3 Organizational Arrangements Necessary for Prooer 
:_ c .Management.-- Given- the wide variation in the purpose and 

nature of Federal programs, the organizational arrangements 
necessary to carry out the objectives of this Circular will 
also vary among agencies. This latitude is preferable to 
mandated standard organizational arrangements for every 
agency. However, such arrangements .for each agency should: 

(a) clearly identify.the authority 
of each operational unit within the 
personnel within such unit, for carrying 
of this Circular; and 

and responsibility 
agency, and of the 

out the objectives 

(b) include an organizational unit responsible and 
reporting directly to the agency head and with the mandate 
from the agency head the requisite personnel to assist the 
agency head in an _ unbiased manner in carrying out the 
objectives of this Circular and coordinating such actiOns 
with the agency's budget process. 

2.4 Priorities. Achievement of the objectives of this 
Circular requires many different kinds of actions by·each 

-• agency. Within such a spectrum, the management activities 
.w~ich need the highest priorities at a particular time will 
_dl.ffer from agency to agency, and also vary over time for 
each agency. Therefore, it is essential that for each 
budget year such priorities and plans for accomplishing them 
be incorporated in the agency's management plan. 

(No. A-113) 
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Information Required for the Management Plan 

3.1 Orqanizational Arrancrements. The organizational 
arra~genents of the agency to carry out each of the 
objectives of this Circular should be briefly described. 
Such statement should focus on (a) identification, 
functions, and staffing of the organizatic:&lal unit 
contemplated by sub-section 2.3(b) above, (b) the mechanisms 
for coordinating the work of each such unit with the bureaus 
and with budget and a~~inistrative personnel of the agency, 
(c) the system for coordinating the development and 
implementation of the agency's management plan with its 
budget, (d) an evaluation of how well such arrangements are 
in fact working -- with a brief description of the manner in 
which such evaluatio~ was conducted, (e) material changes 
since January 1 of the year in which the management plan is 
submitted, and (f) proposed changes. 

3.2 Imoroved Decision-making Processes. The systems and 
guidelines manager's checklists -- to improve decision­
making processes should also be briefly described. Such 
statment should focus on (a) a description of the systems 
and guidelines used and the. type and level of decision­
making in which they are used, (b) evaluations of how well 
the systems and guidelines for improved decision-m·aking 
procesies are in fact working -- with a brief d~scription of 
the manner in which such evaluations were conducted, (c) 
material changes in such systems and guidelines since 
January 1 of the year in which the management plan is 
submitted, (d) proposed changes, (e) a listing of those 
issues upon vlhich the public was given an opportunity t_o be 
heard before decision (as conternplated.by sub-section 2.2(b) 
of this Circular)· since January 1 of the calendar year in 
which the plan is submitted, excluding such opportunities 
required by law, (f) a similar listing, to the extent known, 
of issues to·,be -so openedc to public comment during .c.:·the 
period through the end of the budget year, and (g) 
opportunities for public comment that had been scheduled to 
occur after January 1 but were not carried out (together 
with reasons). 

3.3 Improved Operational Efficiency -- Program Reviews and 
Modifications. It is expected that programs will be 
reviewed periodically in a systematic way to bring about 
improved operational efficiency. It is recognized that the 
appropriate review cycle will differ program-by-program. 

(No. A-113) 
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(:_--- 3. 3. 1 F.evievl Desiqn. Each such periodic review should 
include a fresh look at the flexibility afforded by 
governing lav:s, proper program design, identification of 
burdens not required by such laws, balancing the uses served 
by current requirements against the costs, possibilities of 
error and burdens such requirements entail, and making or 
proposing - the administrative and statutory modifications 
that appear advisable. h~erever appropriate such periodic 
reviews should afford the public the opportunity to be 
heard. 

Although the program content will largely determine the 
design of the review of a particula~ program, the objectives 
of the review must include careful assessment of 
opportunities to reduce regulatory and paperwork burdens. 

(a) Regulation Burden Reduction. Whether" regulations 
se~k tp _ control actions or simply s_et forth conditions of 
assistance -- for example, whether they regulate the manner 
in which businesses are conducted or specify what an 
individual, state, local government or other institution 
must do to qualify for a federal grant, loan, etc. -­
regulation reduction, clarification, and simplification 
should be achieved whenever possible. 

(b) Paperwork Burden Reduction. Paperwork 
requirements are a form of regulation. Improvements should 
be sought not only in terms of reduction in the number of 
forms but also, more importantly, in terms of gross and net 
reduction in the hours and expertise require for compliance. 

3.~.2 Identification of Programs for Review. The systems 
anc actions taken to-assure such periodic review should be 
briefly described. Such statement should (a) list all 
programs that have been identified as being appropriate 
programs for such periodic"operational efficiency· reviews, 
with notation as to when each such program was last so 
reviewed and when scheduled for next review, (b) list those 
programs for which such periodic review appears 
inappropriate (with the reasons in each case), and (c) 
describe the principles that were applied to determine 
whether programs should-be so· reviewed periodically, the 
order in which programs will be so reviewed, and the 
contemplated review cycle for each. 

3. 3. 3 Review Completed and Scheduled. Such s·tatement 
should also focus on (a) n brief description of such review 
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completed since Janua~y 1 of the calendar year in which the 
management plan is s~b~itted (including opportunities 
afforded for public c::.:nment not required by la't.;) , (b) the 
results of each such revievJ, and plans for the ne}:t review 
of each program so reviewed, (c) a similar listing of such 
reviews planned to be completed or started during the 
current yeary the budget year and the budget year+ 1, and 
(d) reviews that l"'.ad previously beeti targeted for completion 
which were not undertaken or completed (together Wltil the 
reasons therefore). 

In reporting the results of completed reviews, state~e~ts as 
to improvements· in operating efficiency -- better program· 
design, regulatory and paperwork burden reduction, 
improvement in productivity, reduced processing time, etc. 

should be specific and, to the extent praqticable, should 
be quantified. 

3 • ..,.4' Improved -cnerati-cnaT- -- -Efficiency ··· · =.- ·: -· Day-tG-Day -- · 
Initiatives. Although the periodic progra~ effiCiency 
rev1ews referred to in section 3.3 are expected to result in 
substantial improvement in programs toward achieving 
missions and toward :improved operation efficiencies -- the 
effort to improve efficiency must not be restricted to 
periodic review cffo:;::-ts of this _kind. Set forth below are 
exru~oles of the kinds of things that the agency should work 
at in a systematic way throughout the year for achieving 
improved operational efficiency of all its programs. 

3.4.1 Recrulation and Paperwork Burden Reduction. 
Opportun1ties to reduce regulatory and paperwork burdens and 
to clarify and simplify requirements are often identified 
apart from periodic reviews -- for exa111ple, by the bureaus, 
from corr~unications of those affected, in testimony given by 
others to Congress, GAO reports and reports and evaluations 
of advisory conunittees, nonprofit institutions and_ interest 
group organizations, etc. The statement should briefly 
describe (a). the system or systems in place to identify 
promptly and take adv~,tage of such opportunities, (b) any 
significant reductions in such regulation and paperwork 
burden made since January 1 of the calendar year in which 

· ' the: management .pian- i:sc :submitted (not already CO"'irered in the: 
statement vlith respect to results of periodic program 
efficiency reviews pursuant to 3. 3 abov.e} and (c) any work 
currently under way or planned in this area for the period 
through the budget year. 

(No. A-113) 
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actions, taken and proposed, vd th respect to OMB Circular 
7!.-76. The statement should focus on: (a) the systems to 
~ssure A-76 com~liance, (b) fu~ctions previously carried out 
in-house that -were contracted out since January 1 of the 
calendar year in ·•<'lhich the management plan is submitted 
together with a brief statement of realized and expected 
saving's, (c) functions carried out in-house which were 
scheduled for A-76 examination during the same period which 
were not coLtracted out -- together with the reasons and (d) 
functions scheduled for such examination during the period 
through the end of the budget year and for the period of the 
budget year +1. 

3.4.3 Overhead Cost Reduction. The management plan should 
briefly describe,-rn-manner s~milar to that provided in 
section 3.4.2, systems and actions, taken and proposed, with 
respect to reducing all types of overhead costs. In 
addition to such other targets as the agency or OMB may 
~dentif¥-..... .f:r.om ":time ..t.o t-ime,_ ±he~ statement.-Jnus~ inc.lude_.focus_~- -----·--
on the following (except to the extent that the agency can 
demonstrate no material application): 

(a} Office and other space utilization. 

=·--{b)-c= Record retention and storage. 

(c) ADP practices. 

(d) Data collection, analysis and reports. 

(e) Cash management. 

(f) Account-ing systems. 

(g) -·Reproduction equipment and usage. 

(h) Travel,. both local and distant. 

(i) Telephone and other communication equipment and 
usage. 

3.4.5 
and 

(j} A~diovisual equipment and usage. 

(k) Mailing practices. 

Personnel Management. Proper selection, development 
utilization of personnel is of critical importance to 

(No. A-1 13} 
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(-- every agency. The statement should briefly describe (a} the 
systems in place to improve and monitor the agency's 
performance with respect to: (i) executive selection and 
development, (ii) personnel position and classification 
management, (iii}- productivity measurement, both scope and 
improved methods, (iv) work force and management quality, 
develoFUlent, and incentives and (v) emplc:yrnent ceilings, -·(b} 
evaluations of how well each of such systems is in fact 
working--with a brief description of the manner in which 
such evaluations were ·conducted, (c) material changes in 
such systems since January 1 of the year in which the 
management pl~n is submitted, (d) proposed changes, and (e) 
specific, and - to the - extent practicable, quantified 
improvements since such January 1 with respect to items (i} 
through (v) above. 

3.5. Improved Progrw~ Impact Evaluations. As indicated by 
section 2.2(d), these evaluations attempt to determine 
whether a program is effectively meeting its funda.I!\ental 
objectives as established (or assumed} in the statutes or 
regulations and to determine costs of such program! 
including unintended adverse consequences. The ultimate 
question probed in such an evaluation is whether it is 
worthwhile, on- balance, to continue the program at all_~ 

Such ·evaluations are often difficult to design properly. 
They sometimes require a nUmber of years to design and 
complete. Their design also may necessitate multi-program 
mix and interagency cooperation to implement. 

Not all Federal activities are appropriate for such 
evaluation inasmuch as the continuing need for some 
activities may be clear. Further, even though programs 
which should be so evaluated should be re-evaluated at 
intervals, the proper interval between evaluations will 
vary. 

Wherever appropriate, such periodic reviews should afford 
the public the opportunity to be heard--both with respect to 
evaluation design and, as the evaluation proceeds, with 
respect to program benefits, costs, burdens and 
alternatives. 

The systems and -actions taken to schedule, 
conduct such periodic reviews should be briefly 
+-b.e management plan. Such statement should 
c-ame kinds of information as ar_e required 
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operational efficiency reviews in subsections _3.3.2 and 
3.3.3 above, except that programs outside of the agency that 
should be included in _ a particular evaluation should be 
identified and, as to item (c) of subsection 3.3.3, the 
period to be covered should also include the budget year + 
2. 

If the agency has submitted a new progyam proposal as part 
of its budget submission, the management plan must also 
indicate the agency's plans for periodic program operational 
efficiency reviews and periodic progr~~ impact evaluation 
and, to the extent practicable, incorporate such plans in 
the legislation or regulations, as the case may be. 

3.6 Missions and objectives. The management plan should 
include a stat~~ent of the missions or goals of the agency-­
herein called "goals" -- as determined from statutory and 
administration policy, together with a notation of changes 
in such goal~s from th-e last· management Plan,-.- ~ ~- ..... ,. __ L.._ - ---- · -

The same goal is often shared by a number of agencies. F'or 
example, one of the goals of every agency having programs 
related to housing is a decent horne for every American. 
Accordingly, the development and review of a statement of 
goals by any one agency.must be closely coordinated with 
similar work of other agencies so that the statements will, 
where appropriate, be the same or complement each other in 
the proper manner. 

The agency should briefl3 list under each goal the programs 
of the agency intended to work toward accomplishment of such 
goals,.together with a notation of changes in such list from 
the last management plan. 

Sections 13.1 and 24.5 of A-11 set forth requirements for 
~-.bqd_ge__t_. _ . y_ear , management-.by--.Qbj ecti ves { "MBO") . _ -program_ 

objectives. Under A-11 such an objective is, unlike a goal 
as described above, a short-term objective that focuses on. 
producing a tangible result at a specific point· ·in time-­
usually not more than 18 to 24 months from the time the 
objective is determined. 

As indicated by item {3) of 
objectives developed pursuant to 
include those related to carrying 
Circular. 

section 24.5 (a) of A-11, 
the MBO process should 

out the objectives of this 
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':'he state..-uent should·· briefly describe (a} the systems in· 
plcce or proposed for the identification, tracking and 
achieve;T~ent of HBO' s, and an evaluation of how well such 
existi~g syste..~s are working--with a brief description of 
the manner in which such evaluation was conducted, (b)· as to 
each objective scheduled for achievement during the calendar 
year in which the- mahagement· plan is submitted, (i) the da:te· 
the c~jective was achieved, or (ii) if not achieved, the 
previously reported date for completion, the reasons not 
co~pleted, and the revised scheduled achievement date and 
(c) the agency's new objectives scheduled for achieva~ent 
during the period through the end of the budget year ~nd, to 
the extent possible, into or through the budget year+ 1. 

For each new objective, the descriPtion should include (i) 
the scheduled date for ?Chievement, (ii) the primary tasks 
required for achievement, (iii) the timetable for each such 
task..~and,. _(i~- tha--t.rack-ing--- system.· to. _be .. used __ to_ .. track ... 
progress on each task and final achievement. Henceforth, to 
avoid duplication of this planning effort, agencies subject 
to this Circular shall be required to identify r1BOs in the 
budget submission pursuant to A-1 i only as necessc..::y or 
advisable in the context of the agency's written 

·· · justification material: submitted pursuant to sectien ·24 •. 4. of 
A-11. 

Completion of Plan, Publication, Changes and 
Periodic Reports 

4 ~--1-- Completion ·and· PU.blicat'1cm of Management" Plan-~-~···The · ·····~ --~--~ 
agency will be responsible for completion of the management 
plan, the original submission of which shall be revised to 
conform to changes, if any, developed in the course of 
review or called for by Presidential determination. 

4; 2 Sumrriaries ·of su·ch' plans, --or portions thereof,~ will be 
prepared by the agency in accordance with OMB guidance to be 
made available for public distribution simultaneously with 

- presentation of the President's Budget, or within such time 
thereafter as o~m may approve. 

4.3 Each agency will report any proposed material change 
and its management plan to OMB at least 14 days in advance 
of the proposed effective date for such change. 

(No. A-1 1 3) 
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4.4 At ouarterlv intervals, to .be soecified by OY~, each 
agency will submit to O!·ffi a statem<::nt briefly describing its 
progress, variations from baseline submission, problems 
encountered and contemplated solutions in carrying out its 
management plan. 

JN·1ES T. LYNN 
DIRECTOR 
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