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b 
The Office of Publishing and Ccxnmunications (OK) 
provides typesetting services for GAO audit reports 
and other publications. OFC uses an increasingly 
autanated process that accepts documents prepared in 
WordPerfect 4.2 as input and produces high-quality 
typeset publications in GAO's prescribed format. This 
process facilitates high-volume production and makes 
it possible to offer typesetting's many benefits to 
most GAO publications. 

This publication contains q-dated instructions for 
preparing d ocuments for the typesetting process. 
Documents must be prepared in the proper format to 
support autanated typesetting, or OK will require 
that necessary changes be made before processing thm. 
Chapters l-4 of this publication contain instructions 
for document preparation, which should be followed by 
anyone who works on a document that is to be typeset. 
Chapter 5 contains sample pages that canpare 
WordPerfect copy and typeset copy. 

The instructions and samples focus on audit reports, 
but apply as well to non-audit documents, including 
material typeset for the Office of the General 
Counsel, the Office of Organizational Development, the 
Personnel Appeals Board, and the Intergovernmental 
Audit Forum. 

Please call 275-5770 for additional information or 
assistance. 
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chapter 1 

GRW?AL IN23TRUCTIONS 

The following instructions explain how to prepdra a 
document produced on WordPerfect (WP) for typesetting. 

* AI-I asterisk (*) in the left margin indicates a major 
change fram the previous edition. 

Please note that the typ4 copy of the WP-prcxluced 
version of a G40 report does not look like the typeset 
version. The design of the typesat version is produced 
by the codes inserted in the report disk by staff in 
the Autanated Services Branch (ASB) of the Office of 
Publishing and Communications (XC). Howaver, the WP 
copy should be consistent -dith GAO’s editorial policies 
as set forth in GO’s Sdi torial Style Manual ana 
Communications Manual, and following then should 
produce a disk that is acceptable for typesetting 
purposes. 

For further guidance or to rrake suggestions on 
improving these instructions, please call OPC’s 
Automated Services Branch betwaen 8 a.m. and 4:30 p.m. 
at (202) 275-5770. 

Setting the Defaults 

Set the following defaults before typing the report. 

o Set margins as neces:;-;ary for text and tables. 
However, do not set the left margin at zero. 

o Turn hyphenation off. 

0 Set smcing at 1. (If extra spacing is required for 
proofing and editing purposes, reset spacing to 1 
after printing.) 

o Turn right justification off. 

Note: Widow/Orphan Control may be used during report 
preparation. 
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General Instructions 

Organizing the Disk 

Include the whole report and nothing but the 
sections of the report that are to be typeset on the 
disk. Be sure to remove all files that are not to be 
typeset, such as Freliminary correspondence and 
backup files. (The Automated Services Branch must 
have one version only of each section of a report.) 

Keep each section (e.g., letter, chapter, or 
appendix) of the report in a separate file. 

Give each file a short descriptive name (e.g., “LTR” 
for the transmittal letter, “ES” for the Executive 
Summary, and “CHl” for chapter 1). 

Listing Abbreviations 

o Provide an alphabetical list of all abbreviations 
and acronyms on the disk and on hard copy. Editors 
should notify the Autmted Services Branch on the 
Request for Canposition Services form (GAO Form 140) 
if there are no abbreviations or acronyms in the - 
report. 

Note : Abbreviations and acronyms in the smaller sized 
documents are set in normal typesize. Therefore, they 
should be listed separately only when the document has 
a table of contents. 

Typing theTextCorrectly 

o Use the autanatic wrap feature; do not force line 
breaks in the middle of paragraphs.- 

o The entire report may be typed flush left, except 
for third-level headings. (See p. 6 for correct 
typing of headings.) However, if you indent new 
paragraphs, you will ensure correct paragraphing in 
the -set text. 

o Do not use more W codes than necessary to provide 
the desired format because excessive or redundant 
codes interfere with telecanmunicating a report. 
(For exaunple, when underlining a heading, do not 
turn the underlining on and off more than once.) 
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Geneml Instructims 
. 

To Indicate mphasis 

0 use underlining to emphasize idea,; in the text. 

To -ate the El-nts of a Report 

o Separate the elanents of a rqmrt frm each other 
and frm the text with tdo hard carriage returrls. 
These elements include - 

-- titles for a chapter, an appndix, ‘a figure, or 
a table; 

-- headings (such as those within a cha?ter) ; 

-- paragraphs; 

-- bullets; 

-- tables; 

-- table notes; 

-- figure notes and sources: and 

-- ends of report sections. 

Note: Any element on the disk that is not 
separated from another elanent by two hard 
carriage returns is autmatically joinfad to that 
element during typesetting. (For example, a 
series of notes following a table will wra=, into 
one paragraph unless they are separated fran each 
other by tm hard carriage returns.) 

Two hard carriage returns are needed even when the 
“Har,d Page” feature is used because the Autanated 
Services Branch removes this code frown the disk 
before transni ttirrg the report to the typesetter. 

o Do not type the letter “1” for the number “one” or 
the letter “0” for “zero.” 
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General Instruct ions 

To Type HeaderS/P00terS 

o Use autanatic features at the beginning of a file 
to type headers, footers, and page numbers. m 
not type any of thia information withi a text 
file. 

To Type Headings 

o Text headings may be broken 'by a single hard 
return or allowed to wrap. 

o Differentiate levels of headings by using the 
following cannands: 

Head 1: Use ALL CAPS, align flush left, and 
underline. 

Head 2: Use Initial Caps, align flush left, and 
underline. 

Head 3: Use Initial Caps, indent, and 
underline. 

Note: Underlining in headings is removed in a 
typeset document. 

To Capitalize 

0 Use all capital letters in the following instances 
only: 

o section titles (e.g., chapters or appendixes), 

0 acronyms, or 

o head 1s. 

o Do not type any ~rds in a table in all caps 
(except acronyms). 
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General Instructions . 
To Type Initial Cap5 

0 Capitalize the first letter of 311 words of four 
letters or mre, including prepositions. 

o x not capitalize the first letter of the 
follming words unless they begin a heading, a 
footar, a ti tie, 3 source, or a sentence: 

3 for 
an in 
and of 
as on 
at or 
but the 
by to 

To Type Footnotes 

o Number text footnotes with Arabic numerals. 

0 Use the normal WP footnote option (Ctrl/E7) to 
create footnotes, not the Super/Subscript (Fl) 
key. (For notes totables, see section on tables, 
p. 20.) 

o If 11 or more footnotes are used, begin the first 
footnote in each section of the report with a 
number '1." If text footnotes nmber 10 or fewer 
for an entire reprt, they may be numbered 
sequentially fran beqinninq to end of the report, 
or may begin with the number "1" in each section. 

0 To type super- and subscripted nmbers and letters 
in equations, footnotes, and table notes, select 
options 1 (Superscript) or 2 (Subscript) of the Fl 
key. DO not select 4 (Advance Up) or 5 (Advance 
Down) ; le=rs and numbers typed with options 4 or 
5 will not 'be read by ASB's automatic coding 
progrm. 
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General Instructions 
t 

To Type Figure Notes and Sources 

'&pe directly below space where the figure is to 
be inserted in the report. Be sure to type the 
notes for the instant charts as well so that this 
material may be typeset. 

ToTypeE3ulleted Items 

0 ?Lpe two dashes (use the ksy to the right of the 
zero) , leave a space , and enter text. 

o Text may be ‘blocked, but this format is not 
necessary for typesetting purposes. 

o Separate the !zullets fran each other and frcm 
surrounding text by two hard carriage returns. 

To Underline 

o Use underlining to indicate the nane of a 
publication, a vessel, an airplane, or a 
spacecraft. 

o Underlining may also be used for mphasis. 

Using the Speller Validator 

o Run the spelling validator before printing a hard 
copy and duplicating the disk(s) for the Automated 
Services Branch. 
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General Instructions 

Preparing the Report mtting Package 

The list below also pertains to documents that are not 
audit reports. 

o Duplicate the disk(s). 

o Print the index of the files. 

o Label disk(s) with the report title and number. 

o Number the disk(s). 

o Include the following in the report package: 

0 Request for Report PKOCeSSing Services foKm (GAO 
Form 116) 

o Request for Composition Services form (GAO Fan 
140) 

o Printing Release Form (GAO Form 47, the pink card) 

o One copy of the report disk(s) with hard copy of 
index(es) 

o Two hard copies of the report 

o Separate disk containing the instant charts with a 
hard copy of the file index 

0 Original letter of request, ca-mnent letters, 
artwork, and photos 

o Alphabetical list of abbreviations and acronyms on 
hard copy and on the disk (Please indicate if the 
report has no abbreviations OK acronyms.) 

o A signed memorandum requesting priority services 
(if applicable) 

o Original signature in black ink of person siqninq 
report, if other than usual signer (e.g., heads of 
divisions and offices) 
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chapter 2 

Dazumn'sKY1oNs 

The following information applies to specific sections 
(chapters, appendixes, etc.) of a report. 

Generating the Cover 

o The typesetter generates the cover from coded 
material prepared by ASB. Therefore, do not include 
it on the disk. 

Typing Section Titles 

o Type titles for report sections in ALL CAPS. 

o Underlining is optional. 

o Titles may be centered or typed flush left and 
allowad to wrap. 

Typing the Basic Transmittal ktter 

o FOK prepublished reports, type the date of the 
letter on the hard copy and disk. 

Note: The addressee and signature blocks will be 
typeset to duplicate the line breaks and indentation 
of the WP copy. 

o Do not use tables, figures, OK footnotes in the 
transmittal letter of a chapter report and generally 
limit this letter to one page. 

o The basic letter in a letter report may contain 
tables, figures, and footnotes. 
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3ocument Sect ions 

Typing the Exmtive Sumnary 

The executive summary may be ty@ the same as the 
rest of the report (i.e., flush left). However, if 
a format resembling the tirpeset version is submitted 
to ASB, ensure that the headings are typed on lines 
above the text and that headings are separated frm 
the text by two hard carriage returns. 

Footnotes, while not prohibited, are better included 
in the main body of the report. 

Tables and figures may appear in the executive 
sumnary. 

The length of the executive sumnary may not exceed 
four pages when typeset. (See p. 25 for guidance on 
how to estimate the typeset lenqth. 1 

Generating the Table of Contents 

F&cause the table of contents in a typeset document is 
generated by the typesetter, ASB does not require a 
particular format for the WP version submitted Ear 
typesetting. 

If a document does not have a table of contents, the 
List of abbreviations is still required for the 8 1,/2 X 
11 size format. For the smaller size Eormats, this 
list is required only if the document has a tahLe of 
contents. 

Numbering Cbpters 

o Use Arabic numerals to number chapters. 
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o Use Roman numerals to number appendixes. 

Note : If a report has only one appendix, the use of 
the Roman numeral I after the word “Appendix” is 
optional. 

o Yjpe the title of the appendix on the first page qnl;i 
of the appendix. 

o iJse the “Header,/Footer” feature to tw the war-1 
“APPENLIIX” and its num’ber at the top of each 
appendix page. 

Note : GAO practice on non-typeset copy is to t’p C_‘?e 
word "APPENDIX" both flush left and flus51 right at tie 
top of each page. 

Appendixes may contain three types of data: the 
request letter and comments, visuals, and GAO text and 
tables produced on WP. (See pp. 17 through 23 for 
guidance on tables and visuals.) 

o Suhnit the originals of the request letter and 
comments . Ensure that they are clean and suitaoLe 
for reduction to 75 perzent of the original s;i ze. 
(They will be reduced by AS3 artists to fi.t into a 
box on a 2/3-page area.) 

o Title the appendix for the request letter as 
"REQUES'I' LETTER." 

o Sagin the title for a comments apppendix tiith 
“COWMENTS FROM . . . ” followed by the source (usua 11 J 
an agency) in al 1 caps. 

o Open the same number of paqes in the WP file as t?e 
nl&oer of comument pages to accommodate their 
; nser tion as f lyshkets in the typeset copy. 
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To Type Pkxgin Notes to Camrents 

Margin notes for audit reports consist of ~30 
comments and new page numbers. (Examples of the 
rW-prrx3uced copy and the corresponding typeset colr,, 
begin on p. 27.) 

o Type these notes in the left margin of the hlanLr 
?aqe (s) . 

o Y),-Ix? them in the order in which they appear. 

o Begin each note on a separate line. 

o Separate the notes frown each other with at least 
two carriage returns. 

o For GAO comments, type the following words on the 
first blank page of the appendix flush left below 
the appendix title: "Note: GAO conments 
supplementing those in the report text appear at 
the end oE this appendix." 

o Then type "See comment . .." followed by an Arabic 
numeral. 

o For new page numbers, type the words “Now on 
!?* X. " or “NOW on pp. x-x." 

o Do not change the page number reference until the 
proofs are received since page numbers will change 
when the document is typeset. 

Note: ASR artists will paste up margin notes on the 
repros in accordance with the editor's marked-up 
proofs* 

Open a new page with the words "The following are 
GAO's cormnents on the . .." followed by the name of 
the source and the date of the comment letter. 
Insert two hard carriage returns and type "GAO 
COWNTS . " Insert two hard returns before typing 
the GAO cements. 
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nocummt Sections 

Typing Optional Report Sections 

0 Open a separate Fip file for each section. 

0 If a report contains the following sections, include 
them after the apLnendix(es) and in this order: 

MAJOR CONTRI3UTORS TO THIS REPORT (last appendix) 
GLOSSARY 
RI3LIOGRAPHY 
RELATED CA0 PRODUCTS 

(Fxamples oE the WP-produced copy and the 
corresponding typeset copy of these optional report 
sections jegin on p. 37.) 

o Do not set up any of these sections as tables. Type 
themas text, flush left. 

o Titles [nay be centered OK typed flush left and 
allowed to wrap. 

To Type T%jor Contributors to This F&port” 

o Number and designate this section as the last 
appendix. 

o Type the name of the division or office as a 
head 1. 

0 Insert two carriage returns. 

o List the contributors' names. 

0 Insert two carriage returns beEore listing another 
division or office. 
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document 3ecc ions 

ToTypeaGlossary 

o Do not number or designate as an 

o T’~EXS each ten as a head 2 (init 

appendix. 

ial caps, flush 
left, underlined). 

0 Insert two carriage returns. 

o Type the definition. 

o Insert two carriage returns before typing the next 
term. 

To lope a Bibliapaphy 

o Do not number or designate as an appendix. 

0 Type each entry as a separate paragraph. 

o Insert two hard carriage returns between entries. 

o Divide categories by headings, if appropriate. 

ToType"I?elatfzdG?M3Pra3uctsa 

o Do not number or designate as an appendix. 

o Limit the list to o& page. 

o Do not divide the list with headings. 

o Type each entry as a separate paragraph. 

o Insert two hard carriage returns between entries. 
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chapter 3 
. 

Designing Tables 

0 Whenever possible, design a table so that it is 
longer than it is wide for reasons of eclonomy and 
ease in reading. A table that requires a two-page 
spread costs 20 times more to typeset than the same 
table if printed in two running pages because the 
typesetter requires extra time to arrange it. 
Tabular information presented vertically is usually 
more easily read and understood than the same 
information presented horizontally. 

Nunbering and Titling 

o Use Arabic numerals for tables in the letter of a 
letter report, the executive smary, and chapters. 

o Use a combination of Ranan and Arabic numerals to 
number tables in appendixes. (See below. ) 

o After the number, type a colon, insert two qpaces, 
and then type the table’s title. Underlining is 
optional. (In the typeset version, the underlining 
is removed and the number and title are set flush 
left.) 

o Titles may be centered or typed flush left and 
allowed to wrap. 

Examoles : 

Second table in the letter of a letter report or in 
the executive su~nary: 

Table 2: Federal Programs 

First table in chapter 1: 

Table l.L: State Programs 

First table in chapter 2: 

Table 2.L: County Programs 
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Tables 

First table in appendix IV: 

Table IV. 1: City Program 

Second table in appendix II: 

Table 11.2: EPA Programs 

o If an appendix consists of one table only and no 
text, the title of the appendix is the table title. 
In this case, do not title or number the table. 

Placing Tables in theText 

o Type tables in the text file between paragraphs. An 
exception is made for tables typed with the “Column 
Cn/Off” feature. Type these tables in a separate 
file, and give the file a short, descriptive name, 
such as “TABII.3.” 

* Note: Do not use the “Column (%/Off” feature unless 
unavoidable; limit its use to tables with two or more 
text columns that require wrapping. Tables typed with 
this WP option require additional time to prepare for 
typesetting and will delay processing of the report. 

o Separate the table fran surrounding text by two hard 
carriage returns. 

Note: The “Block Protect” feature may be used to keep 
tables together when printing the division copy. 

Setting -gins 

o Set margins to accorranodate the width of the table, 
but do not set the left margin at zero. 

o Reset margins to text width at the end of the table. 
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Tables 

Hyphenating Words 

o Do not use hyphenation in any part of a table, even 
colz headings, except in those wrds that always 
have a hyphen. 

Setting and Typing Colums 

o Set tabs once only to set up the columns. (Never 
use more codes than necessary to set up a format.) 

* o Do not use "Tab Align." 

* o Do not use the "Column @/Off" feature unless there 
are- or more text columns that must be wrapped. 

* o Do not overlap columns. 

* o Leave at least five spaces between the columns to 
ensure that informatlon frun one CO~~ITU-I does not 
spill into another during typesetting. 

o Place a hard carriage return at the end of every 
line. 

o Single and double dashes may be used. 

o Indentation may be used. 

TypinqColumHeadings 

o Phrase concisely to avoid a topheavy look to the 
table. 

* 0 Use sentence-style capitalization (i.e., type in 
lowercase except for the first letter of the first 
word, the first letter of proper nouns, and 
acronyms) . Do not type in all caps or initial caps. 
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Tvping the Stub Colurm 

The stub is the first column on the left in a table. 

* 0 Use sentence style capitalization for typing 
entries. Do not type in all caps or initiaL caps. 

Typing TableNotes 

wpe directly on the page at the end of the table. 
If the table runs more than one page, type all notes 
at the end of the table on its last page. 

Use lowercase letters for reference notes to 
specific table entries. 

Use Fl,l to type superscripted letters. Do not use 
the “Advance Up/Down’* feature (F1,4). 

Notes that apply to the entire table are not 
numbered or lettered. 

Separate notes from each other, the table, and the 
text that follows with tm hard carriage returns. 

Underlining and Boldirq 

o Use underlining to indicate the nme of a 
publication, a vessel , an airplane, or a spacecraft. 

o Underlining and bolding may be used in tables for 
emphasis. However, the use of holding and 
underlining in a typeset docume nt is determined by 
the standards for typesetting. 

Note: Totals will normally be boldfaced 
autanatically. You need do nothing. 
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Chapter 4 

VISUALSOR~ 

Because visual material is an integral element of 
GAO’s report design, all visuals used in reports must 
be of the highest quality possible. 

Determining if &&erial is a Visual 

A visual is anything in the report that has not ‘been 
created by GAO on WP and will therefore be pasted up 
in the report after it is typeset. 

‘Jisuals may be 

0 photographs; 

0 illustrations (e.g., maps or drawihqs); 

o charts and graphs (e-3., organizational, flow, pie, 
bar, or line charts); or 

o anything that will be reproduced in the report “as 
is” (e.g., connnents, the request letter, or any 
material, such as tables that are ‘being reprinted 
from a non-GAO source). 

Tabular material is not considered a visual if GAO 
produced it on N?; such ;Mterial is considered part of 
the tylxd manuscript and will be typeset with the rest 
of the report. 
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Visuals 

hnbering ad Titling a Visual 

Refer to and label all visuals as fiqures (except 
the request letter and cements). 

Number all figures throughout a report section 
consecutively. Type a colon after the number, then 
two spaces, then the title. 

Use one Arabic numeral to number a figure in the 
letter of a letter report or an executive summary. 

Figure 1: Federal Programs in Urban Areas 

Use two Arabic numerals separated by a period to 
number figures in chapters. The Eirst figure in 
chapter 1 would be numbered as follows: 

Figure 1.1: Federal Programs in Rural Areas 

Use a Ranan mmeral followed by an Arabic numeral to 
number figures in an appendix. The second Eigure in 
appendix II would be numbered as follows: 

F'igure 11.2: Federal Programs in Wilderness Areas 

If an appendix consists of one figure only and no 
text, the title of the appendix is the figure title. 
In this case, do not title OK num!aer the figure. 

rVping Notes for Figures 

0 E3e sure to tm notes, captions, credits, and sources 
for all visuals, including instant charts, in the 
appropriate file on the report disk(s) so that this 
information may be tmset. 

Note: Do not give the source Eor GAO-~rcduced visuals. 
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Placing Figures in the Text 

o Insert figures ibet-deen paragraphs. 

o At the end of the paragraph that Frecedes a figure, 
insert two hard carriage returns. 

o T-P the figure number and title followed by two 
hard carriage returns. 

o Insert space to accomnodate the Eigure. 

0 Beneath the space, type any caption, note, crdlt, 
or source. 

o Insert two hard carriage returns before continuing 
with text tyi>ing to prevent the text from wrapping 
back to any previous material when staff in ASB 
mnove the hard page code. 
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EMinmting the bfgth of an hremtive Suunary 

The following method has been tested on a 1 imited 
number of products. Please contact the Automated 
Services Branch with any testing results so that we 
may refine this method to more accurately estimate the 
length of typeset pages. 

To estimate the amount of space the typeset version of 
an executive summary will need, set the WP page to 
approximate the space in the typeset page as follows: 

o Create a duplicate file of the executive summary. 

o Set margins to permit 73 characters per line (e.g., 
at 10 and 82). 

0 Set lines of text at 45 per page. 

o Set pitch at 18 or 12. 

o Double space between paragraphs, headings, bullets, 
and bet-n a heading and its following text. 

o Separate bullets and quoted material fran text with 
tW carriage returns. 

o Type headings, text, bullets, footnotes, and quoted 
material flush left, and use the full 
73-character line (i.e., type everything straight 
across the page and do not use indent codes). 

o Begin line one of the first page with the head 1, 
PURPOSE. 

o Type footnotes with the regular footnote option 
(Ctrl/F7) and set margins and pitch as in the text. 
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L~~~~~~~~son or doraPerfect and Tjpesct Copy 

o Remove all of the following: 

-- headers, 
-- footers, 
-- paqe numbers, 
-- widow/orphan control, 
-- block protect, 
-- lines (graphics), and 
-- forced line and page breaks. 

Note: Typing four WP pages with these parameters will 
eit a total of 179 lines for text, headings, and 
any footnotes. Do not use the last line of page four 
because estimates based on this method can run one 
Line more than a typeset version can contain. 

o For tables or figures, deduct the appropriate nlrmber 
of lines from the 179-line total to compensate for 
the required space. (Editors may contact an artist 
in the Autanated Services Branch for estimates on 
space requirements for tables or figures.) 

o After final edits have been rrede to the text and the 
estimated length is 179 lines or less, use WP’s 
automatic features to number the pages and to type 
the headers and footers. 

Note: The executive sunmary may be submitted for 
typesetting in this format or it may be reformatted. 
However, report processing is expedited by using the 
flush left format, since ASB staff will have fewer 
operations to perform to prepare the text. 
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Tcinpar ison of WordPerfect dnd T&wcst Zop~ 

The Camst Appendix - Example 
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APPENDIX iV APPENDIX I” 

COMMENTS FROM THE DEPARTMENT SF 
HEALTH AND HUMAN SERVICES 

Note: GAO comments 
supp:e?lent:nq t’rose 
I” the report text 
appear 3t t5e end 
Of tills appendix. 
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APPCNDIX I’J APPENDIX r” 

The tollowlng are GAO’s c7mments on the Department ?f Health and 
Human Services’ letter dated October 2:. 1987. 

CA0 C7MYENTS i 

:. Rft?r send:nq tile draft report tn HHS f?r :o,mnents, we 
pecforped addltlona! :eqal ana:ys?s 9f tile -hanyes made ‘by 9BRA 
tg the :abor*tqry fee sc’ledu:e :eqls:atian. Based on t5is 
ana!ys1s, we oelieve that HCFA is not requ\re3 to ase preva1!1ng 
r’lar~es to compute 3 national fee schedu!e. Therefore, we are no 
longer recommendlnq that the !eqis!atlon be amended to remove the 
orlqlnal OEFRA requlcement. The reasons for our op~n,on that 
OBRA already remw/ed that requirement are dlscussed below. 

OBRA amended 4ec t 1 on :833(h) gf the Social Secur:ty Act, wh;ch 
lad been added by DEFRA, whlth respect t3 a natlana! fee 
sched>>le, :n t3re.2 ways: 

-- the date far establlshlnq a nat:onal fee schedule was 
advanced to January 1, 1990; 

-- reference to the natlonal Eee sc’iedu:e was deleted from 
the provlslon setting forth a methodology for computing 
fee schedu:es (section 1833(h! (211; and 

-- the Sr?retary of HHS was required to report to Conqress, 
by A~?11 1, 19EB. on the advlsablllty and feasiblllty of, 
and t,e methodology fqr, establlshinq national fee 
schedu les. 

TheceEnre, :t IS our s,~eu that no particular methodoloqy for 
comput:ng the 1990 natlonal fee schedu!e 1s set forth or required 
by current leqlslatlon. HCFA believes that It nust “se the 
“pceva11 1ny rates” methodoloqy of sectton 1833fhl!tl in 
establlshlnq a natIona fee schedule. notwl thstandlng the OBRA 
chanqes. 

2. HHS said tnat a study conducted by HCFA L” 1986 showed the 
fee schedule payment system cost the proqram a substantial sum. 
HHS offered three reasons for the difference between HCFA’s 
estlmaee of Increased costs and our estimate--name!y, that we (1) 
combined some procedures under various procedure codes; (21 
adlusted the base reasonable charqe payments for inflation, when 
they should not have been Inflated; and 131 used 80 percent of 
the carrier-supplled reasnqable charge data as the base f1qur.e. 

We belleve that our eTtl7)ate 1s more accurate than HCFA’s and 
that we appropr:ately handled the three factors HHS raised. 
First, we did not combine Taboratory procedures. Durinq t+e time 
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Hu,nan Serxes’ lener dated OcU~kr : I. 198i 

GAOCommknts 
addlrlonai legal analysts of the changes made by “BRA to the laboratuv 
fee schedule leglslatlon Baaed on this analysis. W V  beheve that HCFA i 
not requmd to use prrvulrng charges to mmpule a narlonal fee sched- 
ule Therefore we are no longer recommcndmg that the ieplslarlon be 
amended to remove the ongmal  DEFKA re-qurrement The reasons for our 
“puuon that “BRA airead) removed that reqwemenr are dwussed 
below 

“BRA amended section 1833fh, of the Social Secunty Act whwh had 
been added by “Frau. wxh respect to a nauonal fee schedule, m  three 
ways 

. the date for establrshlng a natlonal fee schedule was advanced to Jan”. 
ai-yl 1990. 

. reference to the national fee schedule was deleted from the provlslon 
settmg forth a methodology for compurlng fee scheduks LsecUon 
1833(hXZ)). and 

. the Scm.aq of HE-IS was requrred to report to the Congress. by Apn: 1 
1988 on the advuab1hty and feviblhty of. and the methodology for 
eatabhstung national fee schedules 

Therefore. it LS our view that no parucular methodology for computmg 
the 1990 national fee schedule IS set forth or requred by current Iegisln- 
uon *cm behews chat IL must use the “prevulmg ratea” methodology 
of secuon 183XhX2) in nrabllshmg a national fee schedule. normth- 
standing the “BRA changes 

2 HHS sud that a study conducted by HCFA 111 1986 showed the fee 
schedule payment system VII the program a substanr~ai sum niis 
offered three reasons for the drfference between HCTA’S l mnw.e of 
mcreased COSIJ and OUT emmate-mmely. chat we ! 1) combuwd some 
procedures under various procedure codes (2 1 adJUSted the bw naaon- 
able charge paymenu for mflauon when they should not have been 
mflated. and (3) used 80 percent of the tamer-supplled reasonable 
charge dara as the b&w figure 

We b&eve fhac our estl~nate is more accurate than HCPA’S and that we 
appropnately handled the three factors HHS rued t’kr. we tbd not 
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Enchelle D. Moultrie, Site Manager 
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GLOSSARY 

Aqqreqatf? 

The wnd. lr9veI, and pehh:es added tq cement 1” maktnq roncrete. 

4gqreqate !nter!ock 

The ~3~4 particles of rarylnq Sizes :n asphalt mix provide a 
qlred dlstrlbut:on of Lacqe and Fmall particles that “interlock” 
rather than mo-,nq around in t’re nspha!t 111x. 

A hiThi,ay that mo',es lacqe numbers of vehl:!es qulck!y from one 
place tO anot’ler. 4rterlals are c:haracterized by long-distance 
trave!, +:gh volumes, and higher speeds than other roads. 

Aqpha! t 

A brown or black tarlike suhstnnce fa ‘variety Of blt!Jmer! found I? 
a natural state or obtaIned by evaporatlnq petcoleurrl mixed with 
sand oc qcavel and used for nav~nq. 

In pavement structure, the layer or layers of material placed on 
d subqrade or subbase to support d surface co”rsc. see also 
Pavement Structure. 

A  powdered su*stanre made of burned Irme and clay and mlxed with 
water. sand, and gravel to make concrete. 

Cohesion 

The basic ablllty of asphalt mix to hold asphalt pavement 
taqether. 

co1 lector 

A routP that qat’-,ers vehicles from local roads and funnels them 
IntO arteria1s. 

Sand and qravel bonded toqether with cement into a hard, compact 
substance that hardens like stone and 1s llsed in makinq road and 
.>rldqe surfnc~s. 
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Glossuy 

Aggregate The sand. gravel. and pebbles added to cement in makmg mncrew 

Aggregate Interlock The rock part~clcs of varymg sizes m asphalt MX prowdc a mlxed dlsrn- 
bunon of large and small parncles that “mcerlock” rather than mcwmg 
around I” the asphalt m,x 

Arterial A hlghway that moves large numbers of vehrcles quickly from <me plaw 
to another Artermls are characterized by longdatance travel high 
volumes. and higher speeds than other roads 

~~ 
Asphalt A bmwn or black tarhkc substance (a variety of bitumen found in d MC- 

Ural stale or obtamed by evaporatmg petroleum) mwed wth rand or 
gravel and used for pavmg 

Eiase course In pavement structure, the layer or layers of marenal placed on a wb 
grade or subbase LO .wpport a surfaw course See also Pavement 
structure 

Cement 
- 

A pwdcwd substanl~ made of burned llmc and clay and mlxed w!th 
water. sand. and gravel LO make CO~WQ~C 

Cohesion The baw abdlty of asphalt mw LO hold a*phak pavement together 

Collector A rou:c that @then vehicles frum local roads and funnels them mro 
WtPtlalS 

Concrete Sand and gravel bonded togelher wth Cement mto a hard. rompa~t wb 
sLanw that hardens hke stone and IS used m makmg wad and brld@ 
wrfacn 
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