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DEPARTMENT OF ADMINISTRATION 
1978-1979 BUDGET SUBMISSION 

As depicted, the Department of Administration is trans­
mitting to the Joint Budget Committee (JBC) the Depart­
ment's budget request and justification in four parts for 
Fiscal Year 1978-79. The four parts are: 

Part 1 - "Summary" -- A brief recapitu!Cltion of 
the budget request, highlighting the over­
all organizati~n, key budget indicators, 
important requests, statistical summaries, 
and budget process. 

Part II - "Narratives and Schedules" -- The standard 
forms and support data required by the JBC. 

Part, III -- "Organization and Policy Manu.)I" -­
Dt;~~artmental organization relationships, policy 
statements, extracts of Colorado Revised Sta­
tutes, and Ex~cutive Order references that 
pertain to the Department. 

Part IV -- "Economic Justification!! -- Economic 
analyses to support and substantiat~ new 
resour-;e requests. 

This document is Part I . 
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J!',~TRODUCTION 

The purpose of this Execut~ve Summary is to provide the Governor, Legis­
lators, Joint Budget Committee,1 its staff analysts, and others wit"';1J condensaticl" 
of the Department of Administration budget request for fiscal year 1978-79. 
The Department's budget subm~ssion .includes $9,480,143 from the gener~1 fund 
and $13,16:0,740 in spending al.'lthority from cash funds. 

Department of Admini!,trution primary responsibilities include the provision 
of services to the citizens 0'/ Colorado and other agencies of St(,lte government. 
These services include~ 

• Centralized accounting, financial administration and fiscal control. 
Col Archival and public record management. 
• Automated Data Processing (ADP) planning, system development for 

12 agendes; centralized computer operation for 24 '1genl.~ies; and data 
creation for 16 agencies. 

• Maintenance of CClpitol Buildings. 
• Centralized printing, mail-messenger, stores, motor pool, microfilm, 

and other services for agencies in the Capitol area and four surrounding 
counties. 

• Operation of communication systems, e.g. voice and data viu microwave 
system and agency telephon"'! systems. 

8 Legal hearing services. 
• Purchasing coordination and services. 
8 Distribution of surplus property. 
• Management studies and consulting services. 

An overall organization chart of the Department of Administration is shown on 
tI e following page. 

-1-



DEPARTMENT OF ADMINISTRATION 
ORGANIZATION CHART 

I 

I 
AD'1::';,~~~~~VC I 

---

I 

..... DEPUTY DIRECTOR 

~ ADMiNISTRATIVE SERVICES 
SECTION 

~ DIV. OF ACCOUNTS ~_:~u 
CONTROL 

... DIV. OF ADP 

- - - ---

~ DIV. OF COMMUNICATIONS 

-.... DIVISION OF PURCHASING 

I 

I I SUR'LUSPRDP'RTY 
AGENCY 

I 
~ 

" /' I 

PERSOIliNEL SECTION 

-
I 

ASSISIANT DIRECTOR I--

DIV. OF ARCHIVES AND 
~ PUBLIC RECORDS 

i=OL BUILDINGS I-a I SECTION 
I 

DIV. OF CENTRAL SERVICES .. 
OIV. Ot' HEARING OFFICERS ~ 

DIV. OF MANAGEMENT 
~ SERVICES 

-? -



KEYBUDGET INDIC'A TORS 

Prior years' budgets have been analyzed to determine how this department has 
fared over the years in its annual budget process. 

Several interesting stotistit.:s have resulted from this analysis. 

First, the department has been 
albcated a decreasing percentage 
of the State's general fund budget, 
e.g. from 1.5% in FY 72-73 to 
less than .8% in FY 77-7H. If 
our Total request is authorized, 
the deportment's budget will be 
about .88% of the totai state's 
GenerOl Fund budget. 

Second f while the workload of 
the department has dramatically 
increased, the total number of 
FTEls has de:::reased, e.g. from 
609 in FY 72-73 to 556 in FY 
77-78. After making adjustments 
for gains or losses attributed 
to chOf'lges in functions, the de-
partment suffered the loss of 
45 FTE positions while performing 
its continuing responsibilities. 
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IMPORTANT REQUESTS 

This subsection highlights the kl~y l$sues i~ the department's request by 
division. 

• Office of Executive Director -_. 
.. Approve $45,000 for studies which -will result in improved financial 

management and enhanced efficiency. Examples of the type of studies 
that may be mquired 8 months from now are: Forms Management, 
security of State Capitol Buildings Comple~, expansion of Central 
Services, or others as emergency needs dictate. 

Reasom Unexpectt.~d rE!quirements ari~e during any fiscal year that 
dictate the necessity for immediate study and resolution. These funds 
would provide the resources to meet such exigencies. 

•• Revert the office's organization, for funding purposes, to the structure 
utilized through Ff 75-76. That organization includes the program 
functions af Manag9ment Services, Administrative Services, and Per­
sonnel Section. The previous two years' budgets h'ld these organizations 
funded sepurately in the Long Bill. 

Reason: This arrangement has not been acceptable as it reduces manage­
ment flexibility and iru:reases internal accounting workload. 

•• $40,000 requirement for implementation and operation of a wor~ pro­
cessing-billing capability for Administrative Sarvices..' 

Reason: As depicted in Part II of this budget submission, the ~wotkload 
of this section has increased dramatically without any addition\llresources. 
While productivity increases have been'realized, this section has not 
provided acceptable service to its customers. Various alternatives 
have been examined and it has been determined that a word processing­
billing capabiiity is urgently needed to handle the present workload 
and to accommodate any future volume increases generated by the 
pas3age of 5B 2A5. Part IV of the department's budget submission 
contains the econo:'nic analysis and justification for this requirement. 

•• Modify the ratio of general fund to cash fund support of Managemen'j 
Services from the current year 75-25% to 60-40%. 

Reason: In the current year, FY 1977-78, Management Services was 
supported, for the first time, as a partial cash-fund agency. Previously 
this function was 100% General Funded; it is now 75 % General F'unded-
25% cash funded. For next year, this budget increased the cash portion 
to 40%. Sufficient time, 3 to 4 years, is needed to complete the change 
to cash funding in order to ensure that customer agencies have adequate 
consulting service and study funds to reimburse Management Services 
for their support. 



•• Empower Management Services to accept more funded projects from 
!:ustomer agencies, if the situation arises, than its cash funded budget 
would normally authorize. 

Reason: 11'\ the event that agencies request more consulting engage­
ments than we have cash funding capacity to handle, prior authorIty 
is necessary to accept the additional workload. Past experience in­
dicates that the other alternative, the supplemental route, is not 
sufficiently responsive or timely enough to accommodate the situation. 

'I: 

• Division of Accounts and Control 

.. Approve $30,000 for an accounting study. The study would ascertain 
the needs of those managers who require financial management infor­
mation and would determine the effective computer methods to sCltisfy 
those requirements. -

Reason: The.basic design of the Centra! Accounting System is nine 
years old. Periodic criticisms, comments, and complaints are received 
that indicate better and more timely financial management informution 
is required by various levels of mtJn~gement. 

" Authorize $57,500 additional cash funds to employ 4 more FTE's in 
the division's debt collection unit. 

Reason: Additional uncollected accounts exist in various agencies. 
By increasing the staff, at no cost to the State, it is anticipated that 
additional revenues, in the amount of $230,000, will accrue to the 
State. In the event the increased workload and revenue, predicted 
in the justifying economic analysis containeC: in Part IV of this budget 
submi:o;sion, materializes the four additional FTE's will be incrementally 
hired to meet the volume of busines3. If the increases do not ma'teriaiize, 
the additional FTE'swill not be hired. 

• Division of ADP 

" Approve the computer upgrade, at the cost of $423,400 for the central 
processor and $75,900 for the peripheral equipment. 

Reason: The anticipated growth in computer workload that will occur 
in FY 77-78 will saturate our present capacity and users will experience 
serious degradation in service performance. For additicmal information 
and complete justification, refer to the economic analysis contained 
in the task force'S report entitled "Study for the ADP General and 
Financial Management Steering Committee" which will be provided 
separately to the JBC. 



• Capitol Buildings Section 

.. Approve the additional 2 FTE's at a cost of $301000. 
, 

Reasor.: We are- requt~sting $21,000 to fund one FTE required to establish 
and maintain a PreventaTive Maintenance System for all the buildings 
and equipment in the Capital Complex. This section has historically 
operated under a corrective maintenance policy which meant that 
equipment wa~, repaired after a failure or prcblemhccurred. We need 
to establish a systerr!which would: inventory all equipment;, obtain 
pertinent operating and maintenance manuals; develop a do'lIy, weekly~ 
monthly, quarterly, annual, etc. maintenance tickler list; and establish 
records of maintenance performed. 

The budget includes $9,000 to employ one additional janitor in the 
State Capitol in the attempt to improve its daily appearance and 
cleanliness. 

•• Increase utility appropriation by $298,000 which is composed Cif this 
year's shortfal! of $150,000 and a predicted new inflation requirement 
of $140,000 for FY 1978-79. 

Reason: Increased costs of all forms of utilities necessitate. additional 
funds. 

• Division of Central Services 

I • 

2. 

3. 

4. 

5. 

6. 

7. 

•• Authorize the cash fund increase of 5.2 million and 90 FTE's that are 
required to accommodate the increased responsibilities of providing 
common services throughout the four counties surrounding the Capitol 
that was 11uthori7.ed by Senate Bill 285. 

The 5.2 million dollar incr~ase is composed of 90FTE and $4,234,192 
in operating expense. . 

The 90 FTE and the $' ... ,234,192 are broken down as follows: 

0eerating Exeense FTE 

Inflation $ 222,192 ° 
Consolidation of Department 
of Revenue Mai Iroom 500,000 

, Copiers 804,000 ° 
Printing & Graphics 1,024,GOO 54.0 

Office Supplies 953,000 20.0 

Mail Room 521,000 8.0 

Microfilm 210,000 8.0 

TOTAL $ 4,234,192 90.0 FTE 



The above list ,sin priority order. Items I and 2 are required to continue 
operation and to complete the Capitol Complex consolidation. Items 
3 through 7 are required to implement consolidation within the four­
county area during 1978-1979. 

Reason: When Central Services was created in fiscal year 1975-1976 
to provide common services in the Capitol area, the State achieved 
savings in excess of $500,000 by consolidating functions and eliminating 
redundant services and positions. The same situation may be possible in 
the four-county area as Central Services absorbs and consolidates 
common functions currently being performed by other agencies. Ad­
ditional positions will not be created; some existing positions will be 
transferred to Central Services, and others will be eliminated. A 
detailed economic analysis justifying this request is contained in an 
appendix to part IV of this budget submission. 

• Division of Communications 

•• Approve one additional FTE, in the telephone program, who is needed 
to perform studies of agency telephone requirements in order to develop 
telephone systems and prepare Requests for Proposals. 

Reason: Significant savings could be realized if this division could 
conduct the telephone studies that are currently backlogged. These 
backlogs have existed for over two years but due to lack of quali fied 
personnel the division has not been able to provide the necessary support 
to other agencies. An e;:onomic analysis justifying this requirement 
is contained in Part IV of this budget submission. 

• Division of Hearing Officers 

•• Authorize two additional FTE's who are required 1.0 handle the volume 
of hearings at our customer agencies. 

Reason: The staffing of hearing officers was predicated on the case­
loads of FY 76-77's actuels and FY 77-78 forecasted. The volume 
of cases has dramatically increased, by 28%, and an increase of 2 hearing 
officers, or 18%, is necessary to handle the workload. 

• Division of Purchasing 

•• Authorize $25,000 for a self-insurance study. 

Reason: The State is currently spending over $1.2 mlllion to secure 
liability, fidelity, and fire coverage from commercial carriers. Despite 
the incre<Jsing premium costs, the State is encountering ever increasing 
reluctance from the carriers to bid on liability insurance. It is essential 
that a self-insurance study be performed, as early as possible, before 
the State finds itself uninsured for a catastrophe. 



Sure Ius Property Agency 

•• Approve an increase of 4 cash flin<led FTE's in order tc handle the 
additional workload created by the expansion of the surplus program 
under Public Law 94-519. 

Reason: Public Law 94-519, effective October 17, 1977, extends 
eligibility to obtain federal surplus from the current 688 agencies 
to approximately 1800. The additional personnel are essential to 
handle the anticipated workload. In the event the increased workload 
materializes, as predicted in the economic analysis·contained in Part 
IV of this budget slibmission, the additional FTE's will be hired incre­
mentally to meet the increased volume of business. 
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5T A TISTICAL SUMMARY 

The General Fund budget reflects 
the in~rease for those requirements 
which the department needs to 
function properly. ";"he individual 
increases wh1ch comprise the 
$1.42 million are clescribed and 
substantiated in Port II of this 
budget submi!;sion. 

'II 

This table summarizes the cash 
funded budget request in com­
parison to the C\Jrrent year. Of 
the $5.38 increase, $5.30 million, 
or 98.5% results from a new Stat~ 
or Federal statutes. The remair.ing 
increase is attributed to increased 
workload or to a change of funding 
from Generul Fund to cash hmding. 

Genera\ FUnd Bud,~t 

19TI-78 19;3-19 77-;8 •• ~-79 
EsUe.ted Requntvd. S 

Dtvhloll Expendlture. Ar~roprtatloll tner,u. 

. tle~\t1ve Dlr«tor 1(\,312 ~31,961 2ia.' 
P~rsen~~l S.~~ion o,n~ 4\,767 2." 
A~!nistr&tlv~ S~rl1ces 179,~49 .:n.171 23.3 
.:a.:-.• ~e:le::~ !::er-~! cel 174.2~6 1~2,3~6 (1.8.3) 

DlYlalclI Tot~l ~~~712 (.43~ 9.8 

Account. a.r.1 Ccctrol 860,7U 8:)5,311 .. ~~ 10 

Archlves & ?.;!lllc Records 255,la76 2~,559 ( .03) 

A~tC=lIted ~.~a !To~esJing 2,n5,6SIa 3,-;e6,25l\ 2".1 

Cap1t~1 E~11~ICL' 2,4S0,S;8 3,o6B,~03 23.1 

Ce:ltr&l Sel"nce¥ 

Coc-:.;.:nlcatler.. e8,,3B6(1) 922,387 ".2 

P.e&rlng ertlcer, 

Pu.rchutng 275.211 :109,861- ~.6 

S=p1~. I'rcperty 

DerlUt::ellt Total .8.C~9.2~4 g.l~ 11.6 

(l) lnclu~tS IUN,leuctal Ilppropr~lIt1on or $1~9,m 
1 ror t.bree ::.onth tu."I,Ulli or lel"pholl ... cttoe 

C •• h and rederal Fund B~1,ete 

1977/78 1918/79 71/180.;518/19 
!STI:iATl:D RtQUF.STED 't 

l)lvtS!IJM Expend truro. Appropct.tlOft lncn ••• 
Er.ecutlv. Oitector 
P.rl~nn~1 S~ctlon 4,770 1.5!)1) (66.7) 
Ad~Ir.I.tratlv. Secvlce. 
:~n.,~c:,,:cnt: S"fvtC •• 5~ ,21"- __ '10,91'4 .. 61.~ 

Dlvhton totd § • .Qo.q --U.&! 5\.5 

ACCCL":.TS 1.::0 co:;n~. 94,(;65 157,223 67.1 

ARCIn\,1:S , PI.'1LlC ItCORDS 

At.'l'\.·~:AtED DATA P~(lCI.S5 U:G 8~.C01 746,521 (15.2) 

~\PITOL 'UIL~I~~S 2~.7~7 28,747 

CE:;r,..\L SERVIC£S 4,1",~'.!'?· 9,391.484 12' •• 7 

c:a:C-!L";:tCATI(r..'S 2.492.143(1) 2,535.5\2 1.7 

IIUIlt::G O~"FICUS 3C~,716 3al,Z73 26.4 

nlltCI~Sl:1C 

St:Il!'LI.:S rROPDTY 3",364 .. 27.486 24.1 

DE i'AllnIT.N'l TOTAL !,.38t.679 13, nOa!40 64.2 

(1) Include. ''';71rctal apprr.priatloft ot $76,~~' 

for three montha fund Ina of telephone •• etlon, 



rTf: 

This summary depicts the FTE % 
2.Z::lA 78-79 Ch.3nse" 

changes requested in the budget. Division/Section 
/\ 2.2 FTE n~~' increase is required 

£x~~tlve Dlrector 6.0 6.0 for the General Fund. The cash Per.rnn~l S~ction ~.7S 2.2S (18.~) 

funded FTE inc;'ease, of 99.4, Adrolnhtratlve Services Sert10n 11.0 11.0 
~nahO!~r.nt Service. S~ctlon 9.7 10.0 3.0 

is attributed primarily to new Dll'1stOQ Toed 29.45 29.25 ( .1) 

functions the department must 
perform according to State end 
Federal statu'~es; e.g. 94 of the Account. and Control 46.0 SO.O 8.1 
?9.4. The remainder are required Archive. and Public Rccor~s 14.75 14.7'.l 
for additional workload inc~'eases 

Autooated ~3ta Proce,.fns 12S.2 126.0 (.1) that cannot be accommodated 
by further productivity improve- Capitol 5ulldlnss Section 142.5 14).:; 2.1 

ments. CeDtral Services 98.0 1~: .~ 91.S I 
I COCIOunlc.a tlons 37.0 SS.O 1.7 

I Bearing Q(ft~.ra 11.0 13.0 18.2 '%.' 
I 
I f'urchulng 14.0 14.0 I 

! Surplus Progerty 26.7 I ..l!&.. J.!:.!L 

i Departzoent Total SSS.9 657 .5 18.3 = 
r __ • __ 

I :. 
I 

Cener"l Fun~ 334.95 337.15 .1 

Cuh Fund .lli.:..ll E.Q..:.ll 44.9 

TOTAL m4. 6~7.5 18.3 
=-== 



BUDGET PROCESS 

PREPARATION 

Budget preparC'.Tion is an important effort in the Department. Considerable 
time end resources, not apparent to the outsider, are devoted to this function. 
Management is committed to a carefully prepared and rigorously executed budget. 

A typical budget preparation cycle is outlined below: 

41 February and March - Seminars and classes to plan ihe forthcoming 
budget submission, to enhunce the requisite skills of economic analyses, 
to determine necessary data for back-up justification, etc. 

• 

• 

• 

• 

• 

• 

April - Supervisors submit concept papers for new or expanded functions 
contemplated for the forthcoming budget submission. 

May - Goals and objectives are formulated by the division directors 
for the budget request. 

June - Executive Director reviews the concept papers and proposed 
goals and objecti' .. ~s; provides tentative approval to supervisors. 

~ - Economic Analysis and Justification are prepared by each division 
rorthose items that were tentatively approved. 

August - Review and final approval by Executive Director of goals, 
objec~'ives, and economic analyses. 

Sf.!ptember and October - BL'dget narrative and financial schedules 
are prepared. 

October - Revie'..., and approval by Office of State Planning and Budgeting 
and the Governor. 

• October and November. - Budget submission to Legislature. 

• December - Budget hearings. 

• January through March - Respond to analyst questions and requests. 

• April or May - Figure setting. 



SUBMISSiON 

As part of an enhanced budget submission process in the Department of 
Administration, each request for a new or expanded function requires economic 
justification. The approval criteria include: 

• The requirement must be realistic, attainable, and practical. 

o The function must provide a required service to either the citizens 
or to other state agencies. 

• Various options must be studied in order to determine the most efficient 
and economic meth'Jd of providing the required service. 

o The Executive Director established a discounted cash flow rate-cf­
return (DCFROR) of at least 15% as the minimum project hurdle rate-, 
unless the projec:t is required by statute. 

listed below are projects with economic analyses and justifications that 
appear in Part IV. The table ranks projects by DCFROR and whether or not the 
project is included in the budget request. (Yes/No). Many valid requests were 
not included due to the 7% limitation imposed by HB 1726. 

DCF BUDGET 
PROJECT TITLE D!VISION ROR INCLUSION 

Word Processing System Administrative Sere 700.0% Yes 
Audits of Group \I Agencies Purchasing 580.0% No 
New Federal Program Surplus Property 218.0% Yes 
Debt Collection Unit Accounts and Control 200.0% Yes 
Electronic Specialist 
Microwave System Maint€mance Communications 200.0% No 
Higher Education Training ADP 73.0% No 
ADP Audits ADP 36.0% No 
Data Line Monitor and Terminals ADP 25.0% Yes 
Computer Upgrace ADP 22.0% Yes 
Telephone Studies Communications 15.0% Yes 
Microwave Replacement Commun icat ions 10.0% ~~o 

Clerical Support Personnel 0% No 
Training-Department Staff Personnel 0% No 
Draftsman Communications 0% No 
Storekeep~r Communications 0% No 
Emergency Medical Services 

Planning Communications 0% I'Jo 



EXECUTION 

Budget execution is the k~y element in the total budget cycle that contributes 
to effective management. 

At the beginning of fiscal year 1976-77, a Monthly Management Reporting 
system was designed and implemented. The report, by total department and by 
each division, displays actual data versus planned estimates and variances for 
all budget line items, major performance and workload indices, and major project 
milestones. This management tool h(]s been effective in highlighting deviations 
from pions, in detecting potential problems early, and substantiating accomplishments. 

The reports were modified to incorporate the improvements that were dictated 
by last year's experience. 

Each month, by the 3rd working day, the reports are provided to the department's 
managers. After initial review to determine status of expenditures, personnel, 
workload, productivity, and project progress, the reports are used throughout 
the month as an aid to decision making. 

On the folto-Ning pages, sample reports are displayed; brief explanations 
are provided for the information contained therein. 



·.·c-....r n.A.a-1.~'Z .... • .. 1 

I I ttlt" t::£ii vi i\U .. ts::i 

I 
KSi ..... ::& 1it'JUt"!'5d!i'l ,~_ C.:r;:v!;.~. -_ ... '7:", ~ ... __ • 

~t.' 
IUnCII;:Lf nm;.!I!f';-';:T ~;IWf-r.=:o 

I ! m: 
••. :\~r.a 

I 
:I t Ci:-..... :. ;,·.·:;.e,,~j' ~~. ~ .... .,.a.".:.u:a 

nHS ....... :.::w! ,.-:.0 """US ! i):'~:''tl· ~: ... ~ ~j"j"~::--:Ii-'-::; 

a:r. .. m lcaa::ct '.0 I I I s 0 I I 0 n ! 0 • ft 0 , 
rVI."=lo Z.O 

2 0 0 ~ 0 0 ! 0 0 0 i 0 0 

..,.:r:m.a.:M IDlYEU n.o .. 0 0 0 • 0 I I 0 0 0 I .0 , 
r . -. Ilrr.:a 10.0 I 

! 2 0 I I 2 I I 0 0 I Zl .1 

"":a:=s '-=' c:lr.oat. ••• 0 

/-. " 0 0 • 0 • ! I I I 
0 0 I 0 ".1 

A:l:t.WAm MfA lW%CUCIJ 111.0 - I 

101 n 2 J • , : s la.l. .~ n, lill , 
.ucJr"tI .C) ... ,t.IC I.C:II::I 1'. " .. J ; 0 • .0 • 0 I a I 0 " In I 

t\\" 
o:.o.m..~ ~'U~cocs 1'J., , I 

"., 1& • I l') & 21 ! & Q.' aJ.I 
0 

III n~ 

c:&r.:w.. Io\UQ> 1,0 S i • • 0 0 0 0 0 I 
0 

0 
0 

0 0 

CD:JAr. .. <I'IO;>:S 100.0 i ! n ., J II" I " 
, • 0 0 116 'u 

__ .::m:a~ n.1 ! " 0 0 'r--I 0 ~ 0 11.1 <10., 0 II 

I!UI:lo) cnlrDol 11.0 

~rm " 0 0 0 0 I I 

I 
.. 0 0 II.' nt.OO .- 0 ~ 

14.0 i ! .- 2 0 0 • 0 I 0 
I '.0 II.' 0 0 

I~~ 
n .• I I .. 2 I 2 I 2 2 0 1 

I ~ Zl !7 

"G. " I i ts.1~.2 . .5' '" " • U II 13 n I".' lOll.' I Ion 

I 

. BEST COpy AVAILABLE 

The report provides the personnel status for each division, displaying authorization, 
positions filled or vacant, and vacancy savings goals and actuals, by the month and 
for the year-to-date. This report answers the questions: "'Nhat is our personnel status?"; 
"Where are our vacancies?"; "Are we achieving the imposed vacancy savings?"; "Can 
I fill a vacanc),' now, or must I wait?", etc. 
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BEST COpy AVAILABLE 

This report is prepared for the Department. Similiar reports are prepared for each 
division or section. The report shows an annual spending plan for each element of 
P.O.T.C., for each separate major Long Bill item, and the organization's total. Actuals 
are posted for each month; variances from plans are computed. This report answers 
the questions: "What is the status of our funds?"; "Am I above or within piar.?"; "Which 
budget line items are in trouble?"; "What areas require immediate management attention?"; 
"Will j make it through the Year?", etc. 
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BEST COpy AVAILABLE 

This report is prepared for each division. The major workload indices are rr.cnltored 
to ascertain productivity and to determine if over/unJerstaffing exists. Actuals (lre 
compared to plan and to prior year performance. This report answers the questions: 
"Is our workload increasing or decreasing?"; "Are we achieving the forel~asted and 
budgeted productivity?"; '~Are we furnishing the service levels that we have established?", 
etc. 
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BEST COpy AVAILABLE' 

This report is prepared for each division. Each major project's milestones are established 
and progress is tracked. The rE:port answers the questions: IIV.,that are my major projects?"; 
"What is my progress to date?lI; IIWi II I meet my commitment?II, etc. 
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