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PRUFGEED MEMORARDI FOR ISSUARCE BY THE COMPIROLIER

AERCRAROUM FR: Chiefs of Btalfs and Divisions

SEBIT 3 Imstallution and Operation of & Heporis
Hanagenent Progeas Throughoud the OfTice
of the Comptroller

is Purpose. Reparls management is arp adminisirative fool designed
Lo eiininnte and prevent usnecessary reporis, asnd %o lmgrove repori~
ing syotens and the cantent of reports considered sagontinl. Ve feel
that this Gffice would benefit mmiam tm'wgh the epplication of
reporis pansgenent principles. This memorandum thevefore prescribes
mrocedures and responsibilities for tim mmmtiaﬁ and operation
of an (ffice-wide Reports Management Progran.

4 : Ao and Cperating the Program. The installstion
gﬁzmzm tzf m«m Ervm mu m accomplished .m m steps: (1) an initial
inventory and analyniz of reporis by operating pevecimiel, and {(2) & re-
view of each reporting reguirement by & Reports Review Panel. Continus~
vicn of the Progran will provide for an snelypis of proposed new report-
ing requirepents pricr to thelr esteblishment, and the periocdic re-
appraieing of exlating reporiing prectices.

3. Eeporis Review Papei.

&+ There is herely established = Reports Review Panel whose gGutien
sarwd rew w?mmilitiea are set farhﬁ in the enciosed Uffice of the Comp-
irolier Beports Management Program Guide. Until notified to the con-
trery, the rcz.memg geﬁms ehall esrve as Wﬂt panel merbeora:

Titie Fanel Capaciiy
Chairnan
.. Area Becords Officer Recorder {Hou-voting)

2e The panel's permsnent membership will be augsected by voting
“gm%nativﬁ fron each staffl ar division vhese reporis are belug
reviewsi. Hequests for representatives will be made by the Panel
mm:wm@ an the need for their services arises. Perscos selected should
e 4 brosd knoviedge of thelr erganizetion’s reportlug regquivesents,
it pessible, should be in a position to wet o edninistrative matiors
thedr staff o diviszion.

ve ‘ihe panel’s privery responsibility is to deteramine the dlaposi-
e of veporting requirenents through snalyeis and srbitreticn. It 4o
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orghasized that the reviev of a reporting regulivesnsnt zimll not be
considered complete until sgreenent on every sapect is reasched by
all voting mewbers. BRoporting requirenests on which full sgreensnt
canat be reached shell be fovarded 4o the Depuly Complroller for
resobation.

e Iplementetion. Upcn recelpt of thie memorandun etsff and division
chiiefs shell:

e Desigwmte persons to conduct the initial foveniery aod ammiysia
in sooordance with the eunclosed Gulde.

v Epswre that all personnel concerned with vepxets sncompessed by
this Progrem familisrize themselves with the procedures and guides et
fearth in the enclosure. additional coples of the Gulde mey be chiained
Prom the Arves Recordn (fficer.

ze Yo the extent posslble, hold in sbeyance sny proposed revisious
‘o repcrting requirenents, pending completion of the installation phase
of this Progras. Changes vhich sre considered necesgary shell he re-
ferrved tw the Chairman of the Beports Heview Penel for approwl.

Se Pre Schedule, has begn esiabllizhed s the
x.:im ‘s&rg% &w for compieting the initial inventory, ssalysis and
review of repoarts. To meet this deadliine, 1% will be vnecessary for
persons perticimating in this progran to afhere as closely 6s poseibie
B the following scheduis:

Dete Horking-level Date Beparis Review
Inventory and Avaly~ Ml wﬁi EMW
wgwsimﬂml gls of Kﬁ%ﬁﬁ shwauld

Hapapewent Improveneost Steff
Technlend Accounting Ftaff et e
Progran fnalysis Staff

udpet Mvision
Fianwal Svision
gree Division
'xsmler'a and

L caveful exsmination of Enclosure (2) will disclose thet this Pro~
ﬁﬁes not provide for asssigning & report symdol to each reparting
reguirenent to indicate that 1t has been approved. Sinlliar control
vensaes are freguently uveed in Reporis Vamsgement Progrecw; however,
we do not feel that such "branding”™ will be necessary to engvds comEpli-~
mwe with methods hereby established for the revievw and spprovael of
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ool X e B ; % cessful enly if it 1s
regoerbing reguirenments. & program can be ‘smemm‘m}ayv
mﬂwﬁ ta £4% the needs of the pecple it serves. Ye believe this
Progros peets thet criteria.

However, in the event that a “refitting”
shoold be neceseary, sugmestions for lmprovenent will always be
yeloomeds

; 25X1
Depoty compuroeller

drus LOosuare
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