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Introduction

Attached isa complete reissuance of the Qammmmgns_mm

originally issued in May 1989. This revision incorporates all previous
changes and also includes some recent additional clarifications
marked with a “#” sign. In addition, we are introducing a new
chapter 12 21, “Other Audxt/Evaluatxon-Related Products.”

Many staﬂ' members did not receive a bmder when the manual was

- firstissued. We are providing a new binder and, to facilitate using :
- the manual, we are providing divider tabs for the individual chapters,

the preface, the table of contents, and the transmmal sheets.

Highlights
of Changes

Much of the content of the original manual remains unchanged.
Many of the changes reflect new terminology and revised
organizational names or provide updated cross-references to
pertinent mformatxon : : :

Presented below are hnghhghts of cha.nges that should be brought to
your attention:

. Chapter 12. 1 Emphasxzes the need to keep interested comnutte&s

and subcommittees or members apprised of the results being
developed and the timing and the message of the final product. (Se¢ _
P 12 1.2) - '

Chapter 12.2: Requires that confirmation letters be prepared
when GAO will not meet the requirements of statutory mandates and
staff have reached agreement with the appropriate committees in
extending those deadlines. (See p. 12.2-2.) This chapter also
emphasizes that GAO staff should be alert to possibilities of keeping
both the majority and the minority staffs informed of the progress of
GAO assignments. (See p. 12.24.)

Chapter 12.8: Emphasizes the necessity to fully explain in the
objectives, scope, and methodology section what GAO actually did .
to answer the assignment objective. The basis for selecting certain
locations or organizations should be explained to reiterate GAQO's
objectivity in performing its work. (See p. 12.8-5.) In addition, when
testimony will be the only product, staff should briefly explain the
objectives, scope, and methodology in the body of the testimony. If
the testimony is based on unique methodology, an appendix that sets
forth the objectives, scope, and methodology may be more :
appropriate. (See p. 12.8-7.)
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Chapter 12.10: Introduces considerations for presenting _
recommendations to ensure. that they are acuon-onented and o
etfecnve (Seep 1210-3) L o

e Ghapter 12 11 Encouragw mue area directors to discuss GAO's

- position on:obtaining written comments with the requesters. If the

- requiesters still inisist that no.comments be obtained and the issues

arehighly controversial or sensitive, the issue area directors should

" idmcua:s this matter with division management and, as appropriate,
L+ raise t.he matber wit.h t.he Comptroller General. (See 12 12.11-1.)

o ».'

,.zChapter 12. 13 Requn'es that the referencer be alert. for pemnent
.evidence iri the workpapers that ext.her contradicts or calls into

question facts or statements in the report. (See p. 12.134.) This
chapteralsosmes t.hatamemberoft.he msueamateamorme
reglonal manager must sngn the first page of the’ Referencing Rev:ew ‘

. Sheetto mdlcate approval of the final disposition of the: referencer’s :
g)'comments (See p. 12 3-6 ) ln addmon, this chapter notes t.hat the :
“issue area director's sign-off on the product will signify that he or o

she takes full responSibthty for the changes made after referencing

_has been completed. (See p.12136) -

Chapter 12. 14 Rev1ses product p’rocessmg procedurs to reflect -

‘the new reqmremems for BlueBox »nd incorporates matenal t‘rom
. chapters 12.17 and 12. 20 for proces..ng testimony and

_k . correspondence (See Pp.. 12 14710 12.14-11.)

Chapter 12 19: Revnses the gmdance on prepanng financial audit

,,,,,

'_*'_AFMD-IZ 19 5A)

Automated Pohcy |
Guidance System

_The changw covered m t.hxs t.ransrmttal sheet have been -
o .incorporat.ed into GAO's Automated Policy Guidance System. This'
a systemcanbeaccssedeasﬂythroughanypexsomlcomputermﬂ\

Crosstalk and a modem. Information on the system is included in
the Automated Policy Guidance Svstem User’s Guide (GAO/OP-91-2)

or can be obtamed trom your dmsnon or office system coordinator.

s . - .Remove t.he follov’ﬁh material:
Filing Instructions ¢
e chapters l2lt01220 preface,checkhstoftransnumalsheets and
- table of contems : -
Insert the followmg mat.enal
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. chapters 12.1 to 12.21, preface, checklist of transmittal sheets, and
' table of contents and v

© e divider tabs.
: Also, tlus transmittal and the ongmal transnuttals numbered CMTSl

to CMTSS8 are consxdex_'ed part of the Skzmmmmmmm and

* should be retamed

1 'Wemer Gfossh'ans :
Assistant’ Comptroller General
- for Policy

Attachment
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unitea btates l:eneral Accounnng Utnce '

GAO | - Checklist of o
- : Transmllttal Sheets

’ Upon recelpt of each transxmttal sheet, the recxpxent should place his or her mmals in the blank

following the appropnate number. A break in the continuity of t.ransnuttal sheets received will mdlcate

'mxssmgcha.nges

M1 __ s+ cMa '

cM3 _* . cM23
CM4 _x oM

M5 ___x M
CM6 . ___x CM-26

M7 %« cmer

cM8 . __x . cM28
CM-9 - M2

eM10 . cMa0

oMo CM:31

CM32 .

oM oM
oM cM34

CM15 ______ CM3b
CM-16 ____ cMm3s
CM-17 - oM

cM18 ___ cMa3s

M1l - CM39

- CcM20 M40

o Incorporatéd in the Communications Manua], Transmittal Sheet 9.

o
M4z
M43
cM44
cM45
CM-46
CM47
cM4s
CM49
CM50
CM51
cMs2

CM-53

CM-54

cm-55

- CMB6
CM-57

CM-58
CM-59
CM-60
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Preface

- The mformatlon mcluded in this manual and the supplemental -

: Consecuuvely numbered transmittals will commumcate the changes
‘to this manual. These transmittals are considered part of the manual
‘and should be filed in the appropriate section. Any additions, .

Producmg the hxghest-quahty product in time to meet the users’
needs is GAO's goal on each assignment. The commitment to quality
and timely reporting governs all of GAO’s work. Its products—either
oral or written-must (1) meet the assignment’s objective(s), (2) meet
GAO's quahty standards, and (3) receive sufficient quality assurance
before issuance to ensure the accurate and obJecuve prwentatnon of
the overall m&sage N o

" GAOi issues various products such as chapter and letter reports,

tesumony, and’ bneﬁng matena.ls to communicate the results of its -

_ assngnments bo congressxonal leaders, agency officials, and others.

The Ci reflects GAO’s dxversrﬁcatlon of its
product lines over the years to better meet the needs of the Congress
and other users of GAO' s products

The Qunmumgamns_mmal conta.ms the basic policies and

'. reporting instructions applicable to the planning, developing,

processing, and i lssumg of products on GAO's work. This manual
complements the and flows
from chapter 12.0, “Communications Policy-Policy Summary It

- prescribes procedures apphcable to all reports and other GAO
_products where umfomuty is needed ,

policy-related publications is available on the Automated Policy : :
Guidance System. The Office of Policy uses this system to quickly o

communicaté new or revised policies or procedures and provides
staff members the most current guidance, Therefore, when .
- .differences between the printed copy and the information on the on-

line system occur, the Automated Policy Guidance System takes
precedence over the pubhshed documents _

deletions, or other suggested changes should be directed to t.he ‘
attention of the Ofﬁce of Policy. ‘ : :

Werner Grosshans :
-Assistant Comptroller General
for Policy
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Basic Commumcatlons

| Pohcy

M To be most effective, GAO |

© GAO's pohcy is to comm

“ ' investigations either orally'o
~“'members, commxtbees or subcomnuttem and/or responsible agency
ofﬁclals Its ret'erred thod i to conunumcatemwnhng ‘

ate t._he results of its audlts/evaluanons/ :
in writmg to the Congress; interested

_respond to t.he needs of requesters
and other users with qua.lgty cqnq_numeanon products that present

k.0 pettinent, Significant; and useful findings, conclusions, and -
. ‘recommendatxons at the tlme they can best be used

-Why Should GAO .

Communicate?

Supportmg the ,C. eSS 1S, GAO s ﬂmdamental re.sponszbmty To '
‘meet this responsxblhty, GAO provxdes various services, the most

" prominent of which are reviews of federa] programs, actlvmes, and
- \,a,v,funcnons LI ISR TR T et oAty B )

“'from rankmg nunonty membe » To the extent possible, GAO also -
- responds to individual members requests :

" formal written }eports" congressnonal testimony, correspondence,

and penodxc oral bneﬁng,s

. I ~Wh11e oral bneﬁngs are acceptable, written products are mfen'ed

because they (1) communwate the results consistently to o,ﬁ'icwls at‘ , \,

-all levels of government, (2) make the results less susceptzble to

misunderstanding; (3) make the results available for public”:

-+ inspection, and ) facdztatefouowup to determine whether

appropriate corrective measures have been taken when needed.
Written products also permit GAO to meet the generally accepted

. govemment audmng standard on reportmg results.
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What Should GAO

Communicate?

* To Whom

# Should GAO

* Communicate?

‘Chapter12.1

Basic Communications Policy ..

In meeting its legislative responsxbxlmes GAO responds to the
following types of questions: ' ‘

Are goverrunent programs bemg carried out in comphance wrt.h

' applicable laws and regulations, and are data furnished to the
' Congress on these programs accurate"

Do opportumtles exlst to elumnate waste and mefﬁcrent use of
pubhc funds?. . o

Are funds bemg spent legally and is accountmg for them accurate"

Are programs achrevmg desrred results or are changes needed in
government pohcres or management" _

Are there better ways of accomphshmg the programs objectwes at -
lower costs" . ;

What emergmg or key issues should the Congress consrder‘?

GAO should commumcate the results of these efforts in time to meet -
the addressee’s needs In addmon to issuing its final product, GAO ‘D
encourages penodrc and less formal communication on the status of .
lts work ‘ '

When the data gathered support conclusions and/or.
recommendatlon(s), GAO should | convey those data that will help
bring about greater economy, eﬁ'xcrency, and effectiveness in
conducting agency programs Where an agency agrees to take

' cofrective action on the basis of an oral GAO presentation, GAO
should prepare a wntten product to the agency to summarize the
results and the related agency action or commitment. Where -
assxgnment results are msngmﬁcant and do not warrant further
effort, GAO wrll send a closeout letter to the agency.

GAO should communicate its audit and evaluation results i ina trmely
_ manner to decisionmakers and others who either requested the work
or may need the information to bring about needed changes. If the
promised product release date cannot be met, GAO stgff are

. expected to keep interested oommzttees/subcommzttees or members

appropnately mfonned

GAO addresses its reports to committee and subcommittee chairs, z
ranking minority members or members on work performed at their j\\)
request. When responding to broad requests from individual ,
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; Clupter 12.1.

Basic Commnnleatlons Pollcy

% W W

'addrosstheprodu as

 should;after di

€ ‘poss;brlmes with the requester and

When complymg wrth a speclﬁc Pubhc Law mandate or fulfilling its
BLR,; 'GAO: should address the product to the Congress if the message -

warrants such action. For more narrowly focused responses to

" Public fLaw;‘ mandates orin fulﬁllmg 1ts BLR or when more

appropnately handled by a comrmttee ora subconmuttee GAO l

| there the ongmal"leglslatlon ’does not mdrcate an addressee for the

product, GAO staff;in consultatlon with the Office of Congressional

B Relations; should determme the approprxate committee to whom the

product should be addressed

H

e 'Matters that do not T afrant congressxonal reporting but GAO

e . believes would be ofi interest or value to agency officials should be
- reported diréctly to'them. ‘These products should be addressed to

agency levels that have resportslbxhty for the matters reported

, .Interested comrmttees or members receive copies of reports :
“. addressed to agency officials, Ata muumum, the House and Senate ‘

- Committees-on Appropnatlons, the House Committee on

Government Operations, the Senate Committee on Govemmental

e Affairs, and the: cogmzant legislative committees receive reports
.addressedto heads of federai‘departments and agencles and any

reports contammg recommendatxons

" Once 1ssued all GAO unclassiﬁed commumcatxon products are

. .available to the public: ‘ Distribution to the public, however, may be

delayed up to 30 days when the requester asks that this be done

What Arethe
Characteristics |
of GAO

4 Commumcauons‘?

#
#

GAO always should stnve to pmduce high-quality products that |
accurately answer t}w questwn at hand with syfficient facts to be
responsive to the requester’s or the user’s needs. Also, GAO should

objectively present the issues and facts so that users can understand ..

the rationale for any conclusrons and recommendations presented
GAO’s pmducts should be useﬁd, timely, accurate, complete, and

- constructive. In adduwn, they should be convincing, objective,

clear and szmple conmse, and responsive.

, ingthe’ optlons with appropriate pames, address'
the report to the conumttee(s) or: subcomnuttee(s) chau'(s) and the i
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" Chapter12.1

Basic Communications Pollcy o

Useful,,:

Timely

# Accurate

# Complete

#
#
#

Constructive

Convincing

GAO's products should be structured to meet the interests and needs

 ofthe intended audxence The extent of issues included in GAO’s .
pmducts should be of srw‘ictent significance to warrant the user'’s
,ﬂattentwnbecausemcludmgmgruﬁcantmattexsten&todrstract

. the user’s attention from the Atruly important issues. To help meet

this objectlve, preparers should understand

- ; why the product is bemg prepared
. whom 1t is bemg prepared for, and

what uses lt rs hkely to recenve

V A carefully prepared product may be of little value if it arrives too

late for the decisionmaker to fully consider the reported information
in relation to any decisions being made. Thus, timeliness is essential

. to eﬂecttve communications. Meetmg its time commitments while
. mamtammg qualzty zs GAO 's: top priority.

A lugh-quahty product is cntlcal to getnng desrred acnons and

_maintaining GAO’s reputation. - The report's facts must be verified as
. .correct.and true. Findings and-any conclusions should be supported '
o by evidence: sufﬂclent to: demonstrate their: reasonableness '

1 Products should contam sufﬁclent factual mformauon to promote an
. .adequate understandmg of the matters reported and be convincing.

Facts, conclusions, or opinions should be stated specifically rather
than implied. Conclusions and opinions must be clearly identified

- as such and flow from the evidence presented in the product. The

agency'’s or contractor’s views must be given appropriate

- . recognition, and major disagreements must be effectively dealt with.

GAO products should emphaslze the beneﬁts of needed

. improvements rather than criticize past performance. The message

should be deslgned to encourage posmve action by the agency

- discussed. -

The likelihood of obtaining favorable action can be enhanced by
avoiding language that unnecessarily generates defensrveness and
opposition, This caution is especlally apphcable to tltles and

_headmgs of products.

To prove GAO’s point, any conclusions and mcommendatwns
should flow logically from the facts presented. The information .

E ~ should persuade readers of the importance of the findings and the
) reasonableness of the conclusions and recommendations.
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Chlpter 12.1 : ftid
Basic Communlutlonl Pollcy

ObJecuve o Each productshould zmesent theresults ofGAOs workinan Lk
w0 o unbiesedmanner and should inchide enough factual information
B e to be persuaswe. ObJectmtyls the comerstone of GAOSreputanon

Clear and Snnple. R To eﬁ'ecuvely commumcate« GAO'products should not assume that
i 0w thereader has detailed: lmowledge of the subject, technical terms,
e _acronyms or unfamﬂmr ubbrev:ahonsv The product should clea.rly

#

' ; » and drawing appropnate Sl
e e conclusions is éssential'to rity. Even though many products deal

£ [ o with complex subjects GAO products need to gua.rd against the use ‘

B 'oftechmcal,]argonb_

:.;GAO pmducts should be lmef but qﬂ'ectwe szual aids.
. (photographs, charts, graphs rmips, etc.) should be used, whenever
- . possible, to make written products-more easily understood and,
" therefore, more useful. Such visual‘aids can be especially helpful i in’
emphasizing the central points of the product and in reducing the
' amount of detail needed in any text. GAO? Se
~largely'of. busy peOple who should not be ‘burd

£

: Hand may even concea.l the real'mossage or confuse or discourage

#eo i ' usem‘ )
4R esponsive o N . GAO products rnust address the lssues or obJecuves posed by the
. _ EREECSE _ ‘_requwter(S) T ‘
'

*»

To best ensure a quality product t.hat meets the above :
When Should PI‘ OdHCt ‘characteristics, staff should: begm plamung for the final product at
Development Be gln‘? the earliest time possible during an assrgmnent. Specifically, staff
“should consider the. potential customer, the product type, and the
- product message when' designing specific audit/evaluation stepsfor -
- an audit/evaluation plan By'doing so, staff members may begin to
focus on those i issues most hkely to contnbute to the overall o

In consndenng product type and content, staﬂ' penodlcally should
_ reevaluate these decisions to determine continued relevance on the
. basis of findings being developed. Staff and management should
discuss and reach agreement on the product s message and e
underlying issues as early as possible. At each key decision pomt, no

#

# . these tentative report messages should be reexamined, and they - e

# “should be firmed up during the message conference. In addition, the
message conference should be used to draft or finalize key sections

“of the product. The message conference bnngs together key staff
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Chapter 12 1
Basic Communications Pollcy

- and should permit agreements to be reached, which should =~
slgmﬁcantly speed the product’s approval

%= 3

L .,Dependmg on t.he complexlty or sensmvxty of the assngnment, formal
. message conferences may be held.or other means, such as video - -
; vconferencmg or teleconferencing, may achieve the same goal. On a
case-by-case basis, the followmg key staff may attend all or part of
- the message conference: issue area directors or regional ma.nagers,
o t.heaudltteam, hnenmmgersassocmtedthhaparhcular
. assignment, report reviewers, wntezs-edxtors or reports analysts,
-technical advisers, or lega.l sta.ﬂ'

L I O T

For addmonal mformatmn on mwsage conferenca, see Mmage

(GAO/OP-63 1) For addmonal information on GAO's key decision

points and key meetmgs. see Gsnﬂml.?_ehmsmedn:es_Manna.l,

, chaptersﬁom64

—— o e ame e Szgners of GAO pmducts are ult.xmately responsxble for ensuring that -
Key ‘R_eSpOl'lSlbllltl’_eS - policy requirements and qua.llty standards are met before i 1ssumg the >
‘ PRI CIE product. | o o |

MaJor deviations should be discussed with the Assistant ;

' Comptrollers General for Policy and Planning and Reportmg
Appendix I summarizes the key communication products and
responsibilities.

| v Throughout thns manual responsxblhty for followmg the pohcnes and
: procedures cited rests w1th the issue area du'ector

: The Oﬁ'we of Polwy xs rwponsxble for developmg and promulgatmg
. policies, standards, and procedures on preparing GAO audit,
evaluation, and mvestxgatlon products.

Related Materials

geggg]_ﬂgh_ggs_[ EERTE R ’Ch'apter 12.0, “Cominunjeations ,Pol"i‘eyj-Policy_ Summary.”

Procedures Manual T S

" GAO Order : 0411 1 Supplement, “GAO Operatnons Ma.nual Supplement for \
) o Secretanes and Typlsts ) _ ( )

-
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o

Clupter 1z 1
Basic Communications Policy

’!’ﬂ; o

e
pac

- and Communications (OPC)), Office of Information Management an
.Commumcauons (OIMC) iy

Ixmm (GAO/OP-6 3. 1)

ﬂnnnz.(imd:hnﬁ (GAO/01MC-12 1.2), Publlshjng B
Communications Center (PCC) (formerly the Office of Publishing

' s "’PCC (fomerly OPC), omMC.

’ mmmm PCC (formerly 0pc), OIMC.
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Appendix I: -
Commumcatlonw N
Products and
Responsibilities

(event)

-Startjo_b

" Discuss job status

Transmit draft

Provide results

" Chapteri2.1
Basic Conununlaﬂon Pollq

_ (mnm LR s ;l .

Lo ,.»Aclmowledgement letter

to requwter

‘P‘ Conﬁrmanon letberto

requester

Iht'or_mal briefing to
clarify objectives

Notice to agency of -

assignment or visit

Entranée conference
with agency

. Informal briefing to

requester
Informal briefing with

-agency

Draft product to agency

‘Or requester:

Formal product to
requester

Formal product to the

Congress

Formal product to agency
head

Formal product to
subordinate agency
official :

.".iwljo L
OCR

| v‘CG/ACGbl’IADW
| .IAD ;,rdeéi@é

Lead dmsmn IAD- |

or higher

IAD or dwignee ,

AD or higher
EIC or higher

ACGorIAD

CG/ACG or IAD

CG or designee
ACG or IAD/RM

IAD/RM

Page 12.1-8
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‘Chapter 12.1

ACG - Assxstant Comptroller Genera]
AD - Assistant Director '

cG - Comptroller General

EIC - Evaluator-m-Charge

IAD - Issue Area Director

OCR - Office of Congressional Relanons
RM Regxona.l Manager

(\) ‘ Basic Communications Policy
‘Terminate job  Briefingtorequester ~~ IAD E
& ‘without formal product ' _
E!ﬂt conference w:th : " IAD/RM
agency _ .
Formal product after = Original signer
prior product -
Issue other Testimony . IAD or higher
communication SRR A | v
products - Correspondence ' IAD or hi'gher
Bill comments . Generally CG/ACG
Staffstudy . IADorhigher
/ | Reportto House/Senate ‘CG
Appropriations Commlttees '
: , ' oh open recommendations
- , y .
B \D AnnualreportonGAO -~ CG
Legend:
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 Acknowledgement Letters

Chapter 122

P ‘ i U o *GAO 'encourages ood, frequent, and open commumcanons wrth

oncy " congressional committees, subcommittees, and members of the .
~Cony will be prompt and responsive -

“and’ work done under GAO'’s basic leglslanve responsibilities (BLR)

,wﬂl'meet co}ri ional lneeds. GAO also encourages periodic -

“““ ’ _‘commumcatlons wrth the agency bemg revrewed to foster a

M_: GAO 'S polwy;,ts 0. mamtam tmwly, pmductwe, and continuing

- What Early " contact with the committees; subcommittees, members, their staffs, -
Commumcatlons . and the.agencies being reviewed. Toward this end, GAO uses a
Does G A‘ Use‘) combmatlon of correspondence and penodnc briefings to

- ;,;.?conunumcate the status iof assngmnents

Through correspondence, GAO acknowledges receipt of the
ERp congressn ; nalrequest notifies the'agency of the assxgnment,
. ..+ confirms.the. agreements;reached with the requester; and, at times,
terminates -assignments. -GAO:also; uses correspondence to - . L
' communicate administrative matters to the congressrona.l staffs, the '
- agency,-and the public. .For addmonal mfonnatlon on wassrgnment e
lmtxatlon procedures, see.General _

(QEEM) chapter61 7

+When. GAO recexves a congressional request to initiate an audit or an

+- evaluation, the Office of Congressronal Relations (OCR) immediately
sends an aclmowledgement letter to the requester. In this letter,

Cha ;_OCR identifies the request itself, the'subject of the request, and the -
.+ GAO staff to whom the request has been assngned

' thiﬁcation Letters : d_ : GAO generally uses notxﬁcatzon letters to inform agencies of

«ii: . assignments soon to bé'started and'of visits to agency locations. The
:« +.GAOOrders 0175 series include:the specific addressee information
for the notification letters and any spec1a1 distribution requirements
as agreed to by GAO and specific agencies. To ensure improved
‘ coordmatxon by-other.GAO:units performing work in an agency, the
cogmza.nt 1ssue area dxrector must mamtam the currency of t.hose
orders ey e

IR R

- »To. mamtam the single: face to the agency; the cognizant issue area
director responsible. for the agency must sign the letter regardiess of
which division or office performs the assignment. If the request
focuses solely on a regional or overseas entity, the issue area

M
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Clupter 122

, NOﬁﬁcation:jof ViSlts o

#

Confirmation Letters. = - -
.. ... congressional requesters, tooonﬂmagmementsmchedunthﬂwm,
_and to avoui mwundemtandmgs ‘ _

director should sign the nonﬁcatlon letter to the headquarters

contact and the regional manager should sign the letter to the

- regional or local contact. For additional mformauon on the smgle
- face” approach. see GBBM. chapter 14.1.

S ‘f,”While no established format._for a“nonﬁcauon letter is prescnbed it
e 'generally should‘ )

i 'nﬂe’ job ode. an _escnpnon ‘fthe assrgnment Oble‘!'!"‘m

Indrcanon of vwhetherwrt 1sla congreesronal request or is berng
done under GAO BLR ‘

: Proposed startmg and compleuon dates

»Idennﬁcatron of the perfomung 'wsxon, if other than the -
© - cognizant drv:sron, and the name and the telephone number. of the
g appropnate GAO contact for the’ assrgnment.

.. e Location(s) and specrﬁc program oﬁlce(s) where work is to be -
- performed. If specific locations have' not been determined, the letter
. .. Should:state that dppropriate: nonﬁcatron wﬂl be made when
e 'locatlons have been selected

Some agencxes requrre that GAO send written notification of
B .;._u.proposed visits to local ‘and: regronal offices of those agencies or to

grantees or contractors of those agencles In these cases, the
assistant directors or assistant regronal managers, as appropnate

.- may sign the letters for the issue area directors or regional managers,
" if so deergnated Staﬂ' below thrs level should not srgn these letters.

GAO uses oonﬁrmatwn letters to ensure good communications with

| v'l'he 1ssue area drrector should consxder usmg a conﬁrmanon letter in
~.connection with each request and should be partxcularly alert to the
i ,possxble need l'or one when the request -
| mvolves mulnple requesters
‘1s polmca.lly sensmve or cont.roversral

“-e. comes from an: mfrequent requester who has little or no
expenence wrth GAO or e

Page 12.2-2°
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Early External: Commnnluﬂom

SV, ]

Closeout Letters

__agreement on GAO’s response to these “.,, eds

L _mclusron

“_}"‘A conclse bu/ '
o 'where it will be done

' ‘comes from a requester whose key staff member j ls unfa.tmltar thh
the requested revnew or wrth GAO : :

s : *A conﬁm\auon letter may also be appropnate when a significant

change in assignment scope or’ tlmmg occurs. Such a change may.
result from changes in the requester S needs or from factors

. determmed by: work on the assxgmnent.

A conﬁrmatron letter should be sent promptly after GAO and the

requester reach an understa.ndmg of the requester’s needs and an

prescribed. While informatwn mcluded should be specxﬁc to the H
T need for it, the followmg mfonnauon ‘should be consrdered for

Source of the request and work requested

.. ( ns reachmg the agreements a.nd dates when agreements
‘ '_N._'were made. - : :

lear statement of what GAO wﬂl do and how and

B . Commumcatxon products and dehvery dates.
e GAO’s contact pomt and telephone number

Requester lumtanons affectmg the scope, product drstnbunon,
o agency comments etc G

.A sample letter is mcluded as appendxx L

""" Vihen GAO will be unable to meet t.'lme limits imposed by statutory
».mandates and staff have reached agreement with appropriate
‘comumittees in extendmg those deadlines, staff must prepare

conﬁrmatzon letters to the congressronal leadership to alert them of
' the agreements ‘reached. ‘These letters alert all members that the
o expected products will be delayed and prov1de time frames as to

when GAO will be completlng its work and providing the results A

o sample letter is included as appendrx IL

. At times, GAO terminates or postpones .wor'k on assignments without

issuing formal reports or presenting testimony. These assignments

Page 12.23
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Chapter 12.2 it
Early. Externd Communlcatlons

could generally be closed out. w1th adrmmstratwe correspondence |

requesters. These letters should be signed by the issue area
o ... directors or reglonal managers unless otherwise specifically -
_ delegated Gt , : , o

o When GAO provrdes substantwe mfonnanon, the proper vehicle is-
correspondence as a product line. For additional information on
_— correspondence asa product hne, ‘see chapter 12.20.

H M %

R R

‘ i ey .‘:if"‘@@rulcommunwatwns and bnef'mgs anaamtal communwatwn tool -

Why DOGS GAO . that GAO uses to keep requesters and agencies well-mfonned of the
Use Briefings? - status and progress of assignments. |
R e GAO may provxde tunely mformatxon on the status of a given request

. assignment through face-to-face meetmgs or periodic telephone '
: conversatlons L

_ Such interim bneﬁngs benefit both GAO and the requester They
- allow’GAO to becomé aware of p _"jntla.l sensitivities or
controversies on the part of the requester or other: congressional
‘ committees, and they keep the requester informed of Job progress
T and the emerging ﬁndmgs that GAO w1ll be presenting.

In providing such bneﬁngs, staff shoul.d be alert to possibilities of
~keeping both the majority and minority staffs informed of the
progress of GAO assignments. To the extent possible, staff should
~keep all intérested parties informed, but if the requester insists that
only he or she be briefed, staff should follow the requester’s wishes.
“While joint bneﬁngs are preferable, mdmdual meetings should be
conducted when timing or availability preclude joint bneﬁngs or the
parties prefer to be briefed individually. GAO staff are responsible
“for mamtaxmng good workmg relationships with both staffs and

When requesters msnst that GAO not bnef other parties, staff should
coordinate this matter with OCR and division management. Special
efforts are needed when GAO mformatlon is germane to an
: upcommg event, but when ot.hers are not aware of the data provided
* to the requester Ata rmmmum, those needing the information must
‘be alerted that it has been given to the requester. Significant
concerns should be rmsed to the Comptroller General and the Job.
Starts Group

(that is, letters with no product numbers) to the agencies and/or the

Page 12.2-4 B Communications Manual - ‘ ~ June 1993
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Early External Communlcatlons ‘

Intenm bneﬁngs generally occur

1 @ dunngthecourseofmeasmgmnenttokeep therequester g R . | L
- informed of progress being made in accomplishing the assignment’s S
obJectwe(s) and: to modrty the scope or nme frames as needed;

R,
L S

| e before congressronal heanngs regardless of whether GAO will, be

T ST

r wrth additional or more'
f the heanng, and

. toalertthe requestertomaj, raccees-to-recordsproblemsﬂmt o
could unpede or stop. the progress At umes, t.he requester S support\ "
may be ehcrted B '

.

Regardless of whether the bneﬁng is held in person or over the -
telephone, staff must document the bneﬁng thh an OCR contact
memorandum _

 While prov1d1ng nonattributable material dunng an interim briefing

is discouraged, the committee or member needs such informationat
SR 5 - _ times and GAO complies. This information generally should be

‘ Q o g : referenced. - If this is not possible, the material, at a minimum, - _
O . " o ~should be reviewed and approved by the i lssue area dn'ector before

# its release (See ch. 12 13 ) ‘ _

To standardxze the format of matenals used in bneﬁngs, GAO has
developed computer software that automatically formats text and
graphic material in the GAO style. The Publishing and
Communications Center (PCC), Office of Information Management
and Communications (OIMC), makes this software available for staff

" needing more formahzed presentation matenal :

N s SpsTs ' Issué area directors are responsible for ensunng that congr&ssxonal
K.ey ReSp OnSlblhtleS requesters and other interested congressional parties are frequent.ly
o ‘ apprised on the status of GAO asmgnments performed at thexr

" request.
[
Related Materials
General Policies/ : o Chapter 3 1, “Support.mg the Congress-Respondmg to Requests for

i
v

{ ! ‘
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Early Exterml Communlutiom o

~

GAO Orders

Other Publications

"‘o4i1.’_'1_,[“H,_a’ndung Correspondence With the Public.”

0411 2, “Handlmg Congrwsxonal Corrwpondence

P 1330 1; “Ava:la,bxhty to the Pubhc of General Accountmg Office
_ Records R

o Materials (GAQ/OIMC-IZ 9.1), PCC (formerly the Oﬁce of Pubhslung

and Conunumcatlpns), OIMC.

)
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Appendix I: e
‘Sample Conﬁrmamon. |
Letter (Regardmg
Scope) a

May 4, 1992

/The Honorable Ron Marlenes. -
House of Representatives

. D.l! l!- ”tl.ll..l

Yonr lu:eh 13, 1”2. llf.tor roqunnd u :o mz nino
questions. relating: to. the: contract between the Confederated
Salish and Kootenai Tribes and the Department of the
interior’'s:Bureau of Indian’ Mtun (BIX):-to operate and °
manage: Mission: Valley Power: (tor—rly known as. the rllthud
Indian Irrigation: Project power division) on the.Flathead
Reservation in Montana. During an April 13, 1992, meeting
with: your lutt. ‘we. reached: ng:u-nt on: the: scope 6f work
to be performad. :The. purpose of this: ‘letter: u to eonun
the agreements mem during alnt loouaq.» -

-We will provxdo dnettpun mvon to tllo urlt uth.
questions included in your: request; as.clarified on tho
basis of our:April 13, 1992, meeting: with your staff.:
Specifically, we.will provide ormation on what was:
required: to take place. (l.e.; by law:ozx: eont.uct. p:ovuion-)
and: vhu hn ukon plm to: !onwing. s :

1. .,Au .oduienuou to. m 19" eont:let that ny Mvo
-affected the autonomy of the power:division's Board of
mmtorl, Con-u..: Couucu _oz Gomzal. lhmgo:. :

2. My clunqu bomn.‘ @ l!ll mme: cnﬂ m: 1991 :

. -;Tonewal that may have:increased: the personal: liability-
of the Board of Directors and/or the Genefal Manager as
vell as proposals and requests to provide liability :
insurance tor the Board md/c: m Genezsl lllnag.:.

to the 1988 contract that may have required the’ Board. ot
. Directors and the Corisumer Council to use t:ibal '
utorncyl rather than meomut co\mnl.

4. The role of the Conlu-: conncu. u douaod 1n tno
contracts and as reflected in the minutes of its
mestings, during the recent rate setting process as well

as prior to any nodl.ucluonl oz changes to the 1988
. contract.

3. The basis for and content of so-called ladulcluon u -

Page 12.2-7 ~ Communications Manual
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- Chapter12.2: ‘
lhuiylhnzunnl(hnnnuuﬂcmdmun

‘bs. .Docul-ntod co-ttlontl :tlatznq to pczlonnol managesent

" that were made by the tribes to sacure either the 1908
contract or the 1991 renewal, including those. - .
1nco:pora:cd Lnto the contracts' provisions.

6. The events that led up to the resignation of tho
. Chairman of the power division's former Board of
Directors.in December 1989 and the consistency of tho
events with the provisions of the 1988 contract and the
docu-ontod commitaents in question S above.

7. The current composition of the powtr dtvinion - Board ot
Directors and its consistency with the provisions of the
1991 contract renewal and :ho doeulontud Cﬂllitl.ntl Ln
quol:ton S above.

8. How the tribes, in conjunction with Interior's BIA, ‘set
funding and program priorities to operate and sanage
Mission Valley Power as well as other programs and .
activttiol duztnq :ho'y.nzly budqot to:-ulntion p:ocool

We will not a:toapt to an-olnftno Llpllcltion. or tho ;
adequacy of what has taken:place, nor will we: attespt to
reach: nny conclunlonl oz -nko any :oconl.ndationl.wx‘u

The 1nto:latton :oqui:od co anluur quoltionl 1, 3. 5. lnd 7
above will be gathered during work: already underway.: In -
addition, we will gather as much information on the .
ronnininq !our quoltionl ll tilo potnitl.

We w111 meet. nqaLn wtth your ltu!t in lato Juno to b:io!
them on the information:that we have gathered and to reach
' agreement on. any-‘additional work to be done-as. well as the
timing . and type of product(s) desired. Prior to this .
meeting we plan to-hold exit conferences with the: tribes,
BIA, and the power division's former Board of Directors,-
Cconsumar Council, and General Manager to dllcull tho tlc:s
disclosed hy ou: uork up to :hnt ttlo

We will keep vou: statt 1n£o:-od ot our p:oq:oll. I! you
have any questions, ‘Please contact:me at: (202) 275-7756,
Mr. Charles S. co::on at (202) 275 5301. or Hl. Sue” Nalbork
at (303)- 572-1357.

. Stncoroly youtl,

amnes Duttul III
Director, Natural Ro:ou:co-
Hnnngo-nnt Issues
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Sample Confirmation
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ppendix I:

Chapterd2.2 i '\ - i
Early External Communications

Letter (Inability to

 Meet S
Limits)

tatutory Time

 Bumian Resources Division

_December 9, 1992

President of the Senate

Speaker of.the House.

of -Representatives
Minority Leader of the Senate
Minority Leader of the House

of. Representatives

The 1990 amendmdﬁts'to the Stewart B. McKinney Homeless

' Assistance Act (P.L. 101-645) require GAO to study methods .
for allocating federal funding for educating homeless

children and youth and report its findings not later than
November 29, 1992 (Title VI, ‘Subtitle A, section 725).
This letter is to inform you that subsequent events have
rendered the mandated study moot. :

A hecesaary element'ih an apportionmqnt‘tozmuli for

distributing funds for educating homeless children and
youth is data on the number of such individuals in each
state ‘and local educational agency’s jurisdiction. ' Because
such- information was not available, the 1990 amendments
mandated the Department of Education to conduct a study to.
determine the best means of identifying, locating, and
counting homeless children and youth and determine accurate
estimates .of such individuals. The information provided by
these studies would then form the basis for a GAO study of

possible allocation formulas for distributing funding under
the Act.: L a :

.The Department of Education has 1n:orn9d,ks that‘iti study

of alternative methods of counting homeless children and

- youth was forwarded to the cognizant congressional

committees outlining the cost of various methodologies. It
also informed us that Congress did not appropriate money to
implement any of the methodologies proposed. Consequently,
data on the number of homeless children and youth by state
and ‘local educational agency remain.unavailable. Lacking
the necessary data, GAO is unable to conduct the study

mandated by the 1990 amendments. .
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Commlvm‘icatiovnay Manual

' Jnné 1998 .




Chapter 12.2 PR
EarlyExterulCommunicaﬂom ,
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- We .are sending- coplcn ot this letter- to the Chairzien ‘and
Ranking Members of the Senate Committee on Labor and. Hunan i
Rczourc.s and the House Committee on: !dncntlon nnd Labo:., @

Lawrence H. Thonpson
Assistant Comptroller General
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Chapt.er 14 3.

GAO Issue‘?

Reports

- #

#

XL ETS

Correspondence

C IR R IR

Bill Comments

Staff Studies

Audit a.nd Evaluatmn
‘Products

. GAO's products—regardlecs of format—should be tailored to best -
- _commumcate th mfomtauon developed The basic message should
! be clear, conclse, and responsxve to the assxgnment’s objective(s).

GAO prunary medlum for conveymg the results of audxts and o
"7 evaluations is reports to: congressxonal and executive branch
- decxsxonmakers :GAO also ‘prepares test:mony or correspondence .

on the results of its: -assignments; comments on legislative proposals -

- of importanceé to GAO; the. Congrcss or the agency; and other

products as dlscussed below

- .GAQ reports range from more. detmled chapter reports to more
- ‘narrowly focused letter reports to more quickly prepared .
. .. correspondence, briefing reports, and fact sheets. Details of how
. these reports dlffer begm on page 12 3-3 ‘ '

: :"'Tesumony, wlule dehvered orally, is: always supported by a complete
* written statement.: It is'usually presented at the specific requestof a

committee or a subcommittee and must meet GAO's quality

~expectations.. When testimony precedes the issuance of a written

report, it must be qualified to show that the work is not complete:
Any conclusions and recommendations drawn on interim work

v should reflect theu- tentauve nature (See ch. 12.17.)

| ’GAO uses correspondence to transrmt thoroughly analyzed

substantive information to congressional requesters, agency ofﬁcxals
and the public to document and communicate the results of audit/ -
evaluation assignments. Staff may use correspondence to quickly

_.convey.a message and gwe reclpxents attnbutable information. = -

(See ch..12.20. )

o GAO provxdes comments to congressnonal comrmttees,
- subcommittees, and individual members on introduced bills and
helps them draft and modxfy those bll]S t.hey mtend to submit. (See

ch. 12. 18)

Staff studles are prepared to present background mformanon and
B usually are mtended to contribute to a specific body of knowledge.

They generally are an outgrowth of previous GAO work and, at best,

- should include only limited amounts of new evidence. Staff studies L
- do.not.include GAQ opinions, conclusions, or recommendations that . - -
‘have not been prevxously pubhshed Sta.ff studxes, issued in t.he

Page 12.371 -
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- Chapter 12.3

Audit and Evaluation Prodnctl

- \’ideo'Products |

Oral Briefings

# Bibliographies
# . o

# RE
Transcripts

. chapter report format, should be desxgnated as the intended ﬁna.l

product from the outset of the assignment.

. Ona limited basis, GAO commumcates its: message through theuse
—--of video reports and v:deo chps 'l'lus type of product can be useful
"~ in communicating succmct mformatlon on key i issues to a large

: audlence (See ch.12.16.)

In addmon to presenung interim bneﬁngs GAO staff sometlmos

- ~orally present: the final results of their work to congressional : .
' requesters, other interested congressional staff, and/or agency ~
* officials; ‘While orally. presenting the results is pemuss1ble, wntten

products to document the results of GAO’s work are preferable and
permit the consxstent dlssenunanon of the results to other mterested
partles Gt : .

.+ Oral brleﬁngs on the final results of GAO's work genera.lly should be
-~ accompanied by or. closely followed by the issuance of a briefing
document (see p. 12 3-4) except under the followmg circumstances:

A request has been sausﬁed very qmckly w1th a mxmmum ot‘ audlt

=====

" : 1 to. the requester drd not reqmre ‘GAO conclusnons or
- recommendations. - In these instances, a congressional contact
-memorandum documenung the requester s satisfaction will suffice.

L ’l‘he results of the work are presented in testxmony before the v
‘committee that requestéd the work. ‘An understanding must be

reached with the comnuttee that a subsequent wntten report xs :

' unnecossary

At umes, a requester xndlcates that a written report on the results of
-+ requested work need not be prepared. A written report should
- nevertheless be prepared if; in the opinion of the issue area dlrector,

to do so would serve a public interest. In this case, division

management should be apprised and the requester told that a report :
- will be written, together with the reason. The Office of

Congrossxonal Relations should be consulted as toan appropnate
addressee for the report. :

At times, divisions compile hsts and descnpttons of all GAO . o
- products on a given subject matter or over a certain period of time -

regardless of Wh.lch dmsnons xssued the products. (See ch. 12.21.)

GAO at txmes, pubhshes transcripts of seminars sponsored or
attended by GAO staff, and thes_e reference materials may be

Page 12.3-2
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Chapter 128 o
Audit and Evaluation

e A o ‘dlstnbuted ta mtemal orexternal audrences In some mstances a
' short transcnpt that potenually warrants w1de drstnbunon may be
pubhshed as a brochure., i _

# Other Audrt/Evaluatlon-
# Related Products ’

. QLEM GAO also prepares a monthly list of reports and _
~ testithony prepared ‘during a'given month and lists these products in

L theManagemenLNms‘ (Seech 1221)

L g

‘ Q - Written reports permit GAO to meet the generally accepted
o : HOW D GAO G vernment audltrng sta.ndard on. reportmg results and, therefore; -
Reports Differ?

‘e I'IRIa.ry i ”‘dlul"ﬂ for Conveymg GAO's m e To best sm R

Chapter Reports o Chapter reports are preferred when one or more broad or complex
o : e 1ssues are addressed arrd therr\,v effectrve presentatron reqmres more

product i in the chapter format mcludes the followmg rtems in thrs
order B A T B N A s
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Chepter 123 e
AudltandEvn.ludonProducts

Letter Re’ports’

Briefing Documents

, _Executwe summary (not mcluded in staff studnes) (See ch. 12. 7 )
'+ Table of contents. (See ch. 12.5).

. A senes of chapters contauung

. mtroductory matenal mcludmg background, objectives, scope,

and methodology (see ch 12, 8), and

‘ ,- 0 reportable results, such_asfacts findings, conclusions,

, recommendanons, matters for congressional consideration, and

: pertment agency conunents.;-,(‘See chs. 12, 9 12.10, and 12 11. )
, Appendlxu (See ch 12. 12)
| R "Glossary, nfappropnate (See ch 12 12)

| isxbnography, 1fappropnate (See ch. 12. 12)

Related GAO products 1f used (See ch. 12.12.)

: Back cover

S 'Letter reports usually are more lmuted in scope than chapter reports, ~
' in terms of both issues addressed and degree of audit/evaluation .~
- effort expended 'l‘lus format is used to report on less complex
" issues that requxre less narrative and structure than those addressed
" in chapter reports. Although shorter than chapter reports, letter

reports may still present sufﬁcxent evidence to support
recommendatlons . . e

The letter format combu\es the contents of a basic transrmual letter,
“Uan executlve summary and report text. The letter portion should be
* asshort as possible, normally about 4 pages long but generally not

* - ‘more than 10 pages. If addmonal matenal is to be presented, the

letter portion should sumimarize the most important points and
should be followed by appendlxes containing the details, schedules,

~ and exhibits. A table of contents should be used if the product has
N lengthy or several appendxxes ‘

Briefing reports and fact sheets are types of documents that may be

- used on time-critical congressional request assignments. Their

organization and format should be tailored to meet the requesters’
needs. On an exception basis, after receiving approval from the
Assistant Comptroller General for Plamung and Reporting, briefing
documents may be prepared t'or GAO's basic legislative
responsibility (BLR) efforts.

Page12.3-4
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 Audit and Evnuﬂon'nodncu

Chlpter 12. 3

" composed 6f 4 short; bas v

lssumg the bneﬁng docu ient

“advan

e present the bneﬁng matena.l» sub,

,j_y,be used on congresslonal requst |

' ,preventtlus the reportsmaybelssued
after the bneﬁngs but not later than the datw agreed to with the

VA warranted and bneﬁng reports

-“mustbeﬂ\ebestwaytorwp_ d’mthereqmrednmeﬁ'ame :

ttal letter followed by the briefing
material or facts prese Tl}etransnuttal letter should not exceed
four pages and should include "~

an explanatlon of why GAO dld the rev1ew and why GAO is

e hlghhghts of the assxgnment’s obJectwes scope, and methodology,

 a bnef summary—one or two sentences-—of the report message

any| lmutatxons to GAO’s work,.such as cases when adequate :
‘ ected pames were not

ef summary ‘of the 'mmor pomts raxsed by agency oﬁcxa]s or

: _adversely affected parties; and

o g or any rest.ncﬂons n dlstnbutx )

Dms:ons and offices have consid ‘rable flexibility in decldmg how to
et to the following guidance: " ’

o '  ‘Chapter fonnat s ould not be used, although lengthy matenal
" should’ be subdmded mto sectums and appendzxes for ease of
o readmg S R
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-Chapter 12.8

Andit and Evllnaﬂon Products

Abrief description of the assxgnment’s obJectwes, scope, and

- ‘methodology should be xncluded unless the transmittal letter
provrdes adequate detaxl v

o Vrsuals (textt‘rames. PhOmePl“ ﬁg“m and tables) are strongly
e ;_.encouraged R :

‘Visuals and tables should be presented vertlcally instead of

horizontally so that the reader does not have to turn the document

i Lo sldeways to,read‘them. S

Fmancxal Statement
- Audit Reports

# Special Reports

A table of contents li

o '-fjg10pages (See ch. 125)

Management Letters

g the bneﬁng document's main sections

should be mclu the bneﬁng matenal or facts presented exceed

N ,GAO’s ﬁnanclal audlts of federal entities result in financial statement
- audit reports These reports follow neither the chapter nor the letter
‘format because of thie uniqueness of the material presented.

Financial statement audit reports generally do not use chapters or

' ;’8ppend1xes but mclude the followmg sections:

> Opinion letter.

Report on mtemal accounting éontrols

| Report on comphance thh laws and regulatlons
: 'Financial statements

| Short ﬁnancral statement audxt reports may combine some of the

above sections, such as the transnuttal and opinion letters. When
formal agency comments have been received and are included in the

report, they are included as an appendix. (See ch. 12.19)

At times, GAO i issues ma‘xﬁgérhent letters to agency officials that may

_include findings and observations that do not materially affect the

financial statements. These letters usually issued as letter reports,
may include recommendatlons (See ch.12.19.)

Cappmg reports After completmg an extensive body of work on

o specific issues, GAO, at times, issues “capping reports,” which

summarize where the issues stand and/or what major changes need -

‘tobe made asa result of several years of GAO work in the areas. In = | \)

other words cappmg reports mterpret GAO's findings in the broader
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Chupter 12
Audit and

¥ B | Genemlmamgementmmews Toaaswsﬂlenmmgement
B o ,,,.effectrvenws;' ¢ cabinet departments and m

pohcy and planmng development, financial |
management, mformatlon raources management, procurement,
: personnel and productmty n\anagernent, and audxtlevaluauon ,

- chapter report format and do not have any speclal;cha.ractensncs :
relatmg to. format . -

D S U TS SR L

N ‘ ar g PR

As early as possible in the aSngrtrnent, staff should consider what
What ShOllld Be ‘ . .type of product will Jbest meet’ the users’ needs. For congressional
# Conmdered m ) requests, early discussions with the requesters should be held to

i # ascertain,any pref ences:. GAO should tailor its products t6.meet -
L Selectmg PIOduCt ﬂw users -and provide the products ina tzmely manner.
Q Type" :

FR Numerous vanables play a role in the decxsnonmalong process for
selecting the product type. For example, reports to the Congress,
signed by the Comptroller General, that address broad, controversial
issues should be issued as chapter reports because the format
permits a more detailed presentation of the information that
supports GAO’s positions. Conversely, minor weaknesses identified

S - during assignments that should be brought to agencies’ attention

# ‘ ‘ B may best be conveyed by using letter reports or correspondence

~ signed by issue area dxrectors - : :

Thus, in selecting the product type issue area directors should -
consider the

" * source of the assigmnents and the proposed addressees,
* type of messages or issues to be prwented,
* ultimate use of the information presented,

e time frame available to issue products, and

* expected distribution of the products.
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-Chapter12.3 - o
’ Audlt and Evﬂuﬂon Producu RS

. “‘)

- Appendix I contams mformatlon ‘about the product types and can be
- used in detemumng whxch type most closely meets the intended
purpose within GAO'’s audmng and reporting policies.. Appendix II -
compares different GAQ products - o _

TR Iss-ueamdzmmmmponsxbleforselecﬂngtheproducttype
Key ResPOHSIblhtleS .- and-format that best conveys. GAO s message and best meets the
Sl faene e s ;\mers needsmaumelymanner o

Related Matenals
| GAO Orders o 0411.1 Supplement, “GAO Operatlons Manual Supplemem for
: . Secretanw and Typlsts" e

'1412 1, “thnmony Before Congressrona.l Comnuttees

Visual C nicatior s PubhslungandConunumcatxons R
o Center (formerly the Qfﬁce of Pubhshmg and Commumcatxons), T o
= :Ofﬁce of Informanon Management and Commumcauons . ,)

Other Publications -
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a S S Audit and Eviluation Prodiicts’

- AppendixI: =
« InformationtoUse = o
- inSelecting Produet - R

@ o N
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ADDRESSEE:
i b»ﬁ E
. Committee or subcommittee
Agency head ‘
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|

Hie matters for consideration © - - . F L b
Has time critical message -
Is an attributsble product
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Appendix II:
Comparison of
GAO Products

IIEM

Cover- e

. Special numberln;
" Table of contents
Transmittal letter
‘Executive summary
Introductory material
Facts
Analysis
Observations
Findings
Conclusions -
Recommendations :
Matters for consideration
Agency comments
Appendixes

* Enclosures
Glossary
Bibliography .
Related GAO products .
Tables and figures
Typewritten or typeset

Chapter 12.3

Audit. md Eva.ludon Prodnctl

124
124
126

T127

1212

B

126

128
129
129
129
129
12.9
12.10
12.10
1211 -
12.12
1212
12.12
12.12

12.9
12.3

R EEE L L EEEREEEEEEES X
‘;1,-<-<~<-<z-<-<_-<-<-<~<-<-<.-<-<zzc:z-< [

*If more than 10 pages.

L L LY 3h g

P Z N RZZZZZORNZZ "R

E

g«zizaa«z«<<<<<<zzzﬁz

2442224 Tl R e Z I N

z%zziﬂz<bm<<<<n¢2zzwz w

bFor jobs completed or substantially completed testimony should reflect agency commenu. l-‘or

ongomg jobs, some aclmowledgement. of agency position should be included. -

" ‘Legend:

BR - Briefing Report
CR - Chapter Report

E - Exception

FS - Fact Sheet

G - Generally

L - Limited

LR - Letter Report

ML - Management Letter
N -No

R - Correspondence
S - Staff Study
T - Testimony
TY - Typeset
TW - Typewritten
Y - Yes

* . Either
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'Chapter 12, 4

Physmal Makeupf

of GAO Products

Cover Sheets =~

Prepublication

- Cover Sheets -

“ "oducts All reports, twnmony,
- regard]ess of 'format-have Covers or cover sheets

s, Gray.COVers.. ... -eio - oAl re‘p_or't's that contain

"1.9

L ,gCover sheets i e All prepublication copies,

ocuments addressees titles, numbers, and

; o datesl- .The followmg table ‘summarizes the cover colors and states o
when cover sheets are used v :

e dtiton - Dotungime

o :,-:qug covemv B All reports that.do not requu'e

St gTaY COVers.

-« wt"classified, proprietary, or
- sensitive data or information
»: that might adversely affect the
government's interests if made
. .public. Classified report covers
“have red borders.

testxmony, and draft reports.

. '?See the _LsuaLQQmmnmgangn.Standa.r.ds for specific guidance on

1. ' ,, GAO's cover. styles for Teports and staff studxes

b e sAll draft reports released ext.emally for advance comments or
AR e-;;;;mfomatmn have an.original GAO Form 515 as a cover sheet and
“... each page is stamped “DRAFT.” (See app I for sample )

Because of 'congressional deadlmes, GAO somet.lmes must deliver

- typed, photocopied versions:of approved and signed reportsto
.- requesters before the documents are printed. Prepublication copies

are the final versions of reports and, therefore, are different from

.- -draft documents. (See ch 12; 14 for: the uses of prepubllcanon
,;.:,‘illl.,:,‘copxes) Pl i e PR ‘ .

Page i2.41
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“ Chapter 12.4

Physical Makeup of GAO Products: ' .

 Testimony Cover Sheets

I ot

# %

Special Cover Markmgs 3

- for Gray-Covered
: rProducts‘

#* I

Divisions should prepare Prepublication Cover Sheets (GAO Form
171) before transmitting the documents to the requesters. (See ‘

app. I for sample.) Blank Prepublication Cover Sheets are ava:lable
- from'the GAO' Supply ‘Center. Instructions for preparing these o
: }typewntten covers are prmted on them in blue ink that will not -

o show up on the pnnted coples 4

‘ 'GAO usw umform cover sheets and a uniform numbering system for
Coall congressnonal testimony. (See app. III for sample.) These cover.

sheets, generated by software developed by the Office of Information

. Management and Communications- (OIMC), give testimony a uniform
-appearance and are used for both the copies to be dxstnbuted at .
" hearings and the copies for subsequent dlstnbutlon The numbers,
-assigned by individual divisions/units, make it easier'to 1dent1fy the *

tsumony a.nd to facmtate subsequent distribution,

, . For addmonal mfonnatxon on preparing tesumony and testxmony
. cover sheets see‘chapters. 12 14 and 12.17. * _

‘Gray-covered products require spec1a1 marlang,s under the followmg
* -circumstances: ‘ v ‘

. ’The products contain classxﬁed mforma.uon GAO Order 0910. 1,
»Ihe.QAQ_&cananual describes the markings required. .

"I'he products contain mformatnon that could prejudice the

government's interests. These products must have the following

** - notice printed on the front cover:

NOTICE: Further release of this document may not be in the best
interests of the government for reasons stated herein.

In addition, the basic transmittal letter and the executive summary

- * must explain clearly the circumstances and the reasons why GAO
~ considers it important to limit disolosure of the contents.

The following notice is pririted on the front cover of report B
supplements containing proprietary information, disclosure of -
which, to any extent not authorized by law, is prohibited by 18

U.S.C. 1905

NO'I’ICE 'I'tus document contai~s mformanon ofa propnetary
nature. Further release of it may be prohibited by 18 U.S.C. 1905.

For additional information on preparing products containing
sensitive, fpropx"ietar_y, or classified information, see chapter 12.15.
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i

Physical Makeup of GAO Productn

~ Other Spet:ial, “
-~ Cover Markings

0 %‘

B R

1 authonzatron should be obtamed ‘before further release

B .00pr drstnbuted thhm GAO' _‘ust state:

Some products 1ssued asa result of congressronal request
assignments are restricted for a short period before they are

. available for general dlstnbutlon Al copies sent to people other

than the requesters before the reports’ availability for general
distribution must have one of the followmg two notlces afﬁxed to S

. the front covers.

i t° P??Plk °“tS'deGA° must be stam Péd‘asvshown |

et T
£ R T
‘ i

RESTRICTED This document desc_nbes the results of work
performed pursuant to'a req f the addressee whose

RESTRIC'I‘ED—Not to be released outside the General
Accountmg Office unless specrﬁcally approved by the
Office of C°l‘8?¢$§!9‘3§', Relations.

/% What Do Titles
 # Consist Of?

* %

*

Reports and testxmony have two-part titles. The first pa.rt--lumted to

" 36 spaces-should convey the overall topic. When products deal with
~ similar topics, programs, or issues, the same wording should be used

in the first part of the title. ‘This practice facilitates alphabetrcal
sea.rches to locate all products dealmg with a specxﬁc toplc of

- mterest.

'I‘he second part or subtrtle—hrmted to 72 spaces--should more

o _specrﬁcally describe: the content. In most cases, the titles should

. ,_.futles

‘convey either'the' most srgmﬁcant features of the contents or the
_constructive result to be achieved through appropriate action on the

issues. When possrble agency names should be: mcluded m the

w Supplements that analyze delayed comments have the same tltles as e
..;.-the original products. Supplements issued to present additional,
- detailed data have the same toplcal utles as the mam products and

drﬁ‘erent subtitles. -

L ___Examples of two-part tltles

o CPA AUDIT QUALI'I'Y

=y Insx)ec,tors General
Find Significant

Problems
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"How Are GAO

Chapter 12.4 R
Phyelcal Makeup of GAO Productl, -

| SuggeSﬁons for :

Preparing Titles

QuahtyofSemces o
[Rated High by Clients

Be brief

- Be as specific and mformatwe as possible. A title should do more
‘than merely 1dent1fy the type of program or activity dealt. w1th in the

product. -

;Be actxon-onented when the product has recommendat:ons or
'strong conclusmns . :

' Avoxd redundant use of phrases such as “GAO report on,”
' “mformatxon on,” .and evaluanon of.”

: Avond repeatmg words from the topxcal tltle in the subtltle

Do not use ﬁller words such as survey," “revxew " “study, and
cerram unless necessary ‘

Avond abbrevxatxons and acronyms except very faxmhar ones

.Never mclude classtﬁed mformatlon

Do not mclude dates or tune penods except in cases when
necessary (for example, in reports on financial statements)

Avmd overused phrases, such as need to improve” and
opportumty to improve.,”

Products Numbered?

GAO uses two separate numbenng systems for its products—one for
unclassified products and one for classified products. Unclassified ,
product numbers consist of an agency identifier, a division identifier, _

- afiscal year designation, and a sequentlally assigned control

number.: Numbers for classified products are sumlar but havea “C"

| _before the d1v1sxon 1dent1ﬁer o

RIE Y

A speclal deslgnatlon distinguishes briefing reports fact sheets,
testimony, and correspondence. Supplemental products use the

same number as the basic document along with the letter “S” (when

issued after the original product) or “A,” “B,” etc. (when issued as
additional volumes to the mam document

Page 12.44
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Chapter 12.4 EAREEE R
_Physical Mnkeup of ‘GAO: Products

Key Responsibilities

i products

'Many assrgnments result in both a report and congressronal

testimony. In these instances, each product uses a unique number

_ _ since it was issued separately. If congressronal tesumony s .
"~ accompanied by a summary; however, the summaxy carries the same '
" number thh the letter “A" a.dded S

The t'ollowmg specxa.l desrgnatlons are used to number GAO

' C - classified report (GAO/C-NSIAD-93-13)

BR briefing report (GAO/HRD-93:50BR),

FS- fact sheet (GAO/RCED-33-114FS). |
"R - correspondence (GAO/NSIAD-93-26R)

#
# . S - supplemental report (GAO‘/HRD-93-_21$).

T - testimony (GAO/T-GGD-93-1).
# A - testimony summary (GAO/T-GGD-93-1A).

TR - transition reports (GAO/OCG-93-1TR),
# HR - high-risk series (GAO/HR-93-1)

ML - management letter (GAO/AFMD-93-6ML). |

» VR- v‘ideo products (GAO/RCED-93-1VR)

# E - electronic edition of a printed product (GAO/OP-93-1E)
# W .- brbhographres (GAO/HRD-93-123W)

Additionally, to further link the report to the assignment, t.he job

- - code(s) should appear on the left-hand side of the last page of

# _narrative or on the “Related GAO Products” page, if used. Ifthe
# product closes out more than one assngnment, all job codes should
# be listed. '
' Issue area directors are responsible for ensurmg that the policy

requirements and procedures prescribed in this chapter are followed
on GAO products resulting from their assignments. The Assistant
Comptroller General for Policy should be consulted when '
circumstances appear to warrant a deviation. ‘
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"Chapter 12.4 ' e
. Physical Makeup of GAO Productl

GAO Forms

Other Publice.ﬁons

Y |
. - | : )
Related Matenals e T e L .
G AO Order 09101, Ihg_GAQ_SgganMannal, omce of Security and Safety
| 165, Classified Document Cover Sheet (Top Secret).

| 166 Classified Document Cover Sheet (Secret)
| 167 Classified Document Cover Sheet (Conﬁdentlal)
. 171 Prepubhcatlon Cover Sheet.

515, Draft Report Cover Sheet i .
Yxsnal_QQmmums:amn_S.tanda:ds. Publishing and Communications

Center (formerly t.he Ofﬁce of Pubhshmg and Commumcatlons),
OIMC e : .
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Appendlx I
'GAO Form 515
‘Draft Réport -
Cover Sheet

Clupter 12.4 i

. GAO Draft Report
“ " August 1992 FINANCIAL mmnm 4
NASA's Decisions A.n luod on Un:-uablo
rinancux Dln B
. c/ I
.
. i
. huhﬂmsmmmmm”w . ;
%;)tl(‘(; comment from those with responsibility for the subjects it discusses. It :
Hs ¢ mttlsrestrlcted hunuuentuuymmmmowhmmw - :
to official use. * revsion. : .
chnpnenuoﬂhhdnﬂmuﬁmt.nndeinyc&mmshwor
nlnummmnforwrm r than official review and :
comment. It must be safeguarded ¢t publication or other
: * .improper disciosure of the in% 1t contains. This draft and all !
i copies of it rémauun the pi iist be retuined on demand to,
< the General Accounting Oﬂa. .
m‘ea 7 3 S ——— = e
- Note: The wa.rmng notice appeaxs in red on t.he actua.l form
Page 12.4-7 . Communlutions Mmual June 1993
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Chapter 12.4 :
Phyllul Mnkenp of GAO Productl

|
Appendix II:
GAO Form 171,
‘ ‘Prepubhcatlon
Cover Sheet

September 1992 MINIMUM WAGES &
o : : ~OVERTIME PAY

Change in Statute
of Limitations
Would Better .
Protect Employees

Printed eopiel of this document will be available shortly.

GAD Ferm 171 (Wﬂ)

GAO/HRD-92-144

O
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Chapter 124
Physical Makeup of GAO Producu .

~ Appendix III: |
- Testimony
Cover Sheet
“ E . .b - United States General Accounﬁn Office
: G AO _ Testimony
 Before the Subcommmee on Agricultural Credit, Commmee on -

Agnculmne Nurrition, and Forestry U.S. Senate

T FARMERS HOME

e ADMINISTRATION

August 10, 1992 : : L S
Resolution of Loan Appeals
| Statement of John W. Harman,
Director, Food and Agriculture Issues,
Resources, Community, and Economic
Development Division

GAO/I'-RCED@LDI
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- Table Of Contents

7 What Is a Table of » A

P V 11 o GAO reports generally mclude a table of contents to help readers
: ‘_ oncy - - R . quickly identify the type of mformatron presented and locate :

information that they may find of mterest. For short products, usmg ,
a table of contents rs optional.” o

#
- tles chapters or sectrons, captxons, i
e{deslgnated page numbers. It

o # Contents‘? s A ontents and is intended to facilitate a
# - use ot' ‘_the product .' A table of contents should penmt easy i
# ‘fa.nd loca of the matenal of greatest mterest to the v

* 3

‘ Usmg a table of contents is preferred Butin shorter products such

as letter reports, briefing reports,. and fact sheets, it is optional. For
_ example, a product with a short transnuttal letter and only one -

# - appendix may not requxre a table of contents while a product witha

# S o longer transrruttal letter, three appendrxes and a glossary should

# AT have a table of contents > L
‘What Sequence Is

~ Used in a Table of

| Contents‘7
: Chapter Reports For chapter reports, the typesettmg process automatlcally generates

5

' the table of contents and mcludes the ) o

‘o executive summary

. ;chapter txtles followed by ﬁrst-level side headmgs (mandatory)
- and second-level srde headmgs (optxonal),

. appendlxes such as agency comments and major contnbutors to
-,;GAOreports : SR L o

| lFu'st-level headxngs must be used to xdentlfy locations of
recommendations or matters for congressional consideration.
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Chapter 125 —
Table of Contents

z Letter Reports

Financial Statement
Audit Reports

hst 1dentlfylng abbrevmtlons and & acronyms used Standard e
: ":‘-abbrevxatlons (for example, “ﬁ. " “a.m., and “Ib.") are not hsted

glossary (if used);

bibliography (fused);

e related GAO prodcts (lfused),
:Ahstoftablol (if used);

hst ofﬁgures (qused), and '

T R

S -For letter reports the typesemng process automatlcally generatas
“the table of contents. It generally follows the same format as the one

for a chapter reports except that the transmittal letter itself is hsted
and sectxons repla.ce chapters as follows _

“»' section titles, followed by ﬁrst-level s1de headings (mandatory) : o
“and second-level srde headmgs (optxonal) (if sections are used), v >

appendxx(es).

glossary (if used),

bibliography (if used),
list of related GAO products (if used),

- list of tables ar used),

list of ﬁguros (lf used), and

' hst of abbrevratlons and acronyms used

'l'he table of contents for nontyposet bneﬁng reports and fact sheets
should follow the format for letter reports

F‘inanclal statement audxt reports are presented in an unique format
and therefore, reqmre a tallored table of contents as follows:

: tra.nsrmttal letter

opinion letter (if not combined with the transmittal letter), \,>

Page 12.5.2
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* Table of Contents

 Staff Studies

'repdrt on internal accounting controls,

report on compliance with. laws and 'regtrlations,_

C ﬁna.ncxal statements

supplemental schedules (l.f used), and

Agency comments appendlx (xf obtamed)

Staﬂ' studnw tables of contents are the same as those for chapter ‘
reports except that prefaces are generally used mstead of transrmttal

o letters Prefaces are hsted in place of the executlve summanes

. “Key Responsibilities

! -
\
“ 4

Division and office wnters-edztors and reports analysts are

. responsxble for ensuring that the table of contents used in GAO

products meet the requirements set forth in thrs chapter and related

3 GAO publications.

Related Matenals

Other Pubhcatmns

Edm::ia.l_ﬁﬂlg_Manual, Publishing and Communications Center ,

~ (PCC) (formerly the Office of Publishing and Communications),

Ofﬁce of Informatlon Management and Commumcatnons (OIMC)

Brsnanngﬂrhlmamms_mﬂ:msemnz (GAO/OIMC-IZ 14.1), PCC

OIMC.
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Communications Manual : S June 1993




P .
d - . . L . R .
Lk AT 5 o .
- - Ty e g - y . N
’ i . K kY B2
i : i AN . .
B . : g e, ; AU '
. AR LI R
' /
K . . {
“ N . N I . . . . \
‘ . PR B ) B
AN,
. e



blldpu-a raU

Transmlttal Letters

“How AreDraft -

- Reports Sent?

or other unproper drsclosure must be prevented

T e The draft and all copxes belong, and must be retumed on demand,
to GAO... SR H— : ,

" and telephone numb
on the report

transmittal letterdhould set 5 due date for meeting with ofﬁcrals to
*_discuss therdraft nme allowed should be less than and must not
. exceed that for writte 'comments S , _ o

When an agency is g;ven fewer than 30 calendar days to provrde
written comments, the transrmttal letter need not mentmn the S
statutory mit, - e

If a draft report dea.hng w1th especxally sensmve or controversral
- matters is'sent to'an official other than the agency ‘head for >
comment, GAO must send a separate letter to the agency headto . *
‘inform him or her of the crrcumstances The letter must indicate that
‘the draft was'sent to the ) person deSIgnated to receive GAO draft
* reports but: that'in view of the subJect matter, the agency head may
‘warit to get directly involved in provxdmg comments. GAO also will
- offer to meet with the agency head if requested

Page 12.6-1. .
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Chapter 12.6
Transmittal Letters

# Coordi;léﬁng Drafts s

The transmittal letters for sending draft reports to the agencies for
comment may be signed by the issue area directors or the regional

managers responsible for the work. -

 Draft reports must be routed for sign-off through the division

having agency cognizance and gffected office(s) before :
transmitting them to the agencies. Before sending a particularly -

__sensitive or controversial product for comment, the issue area
~ director should notify the Assistant Comptroller General for -

Time Limits

Planning and Reporting and make available a copy of the product, if

requested. Likewise, any departures from prior policies or positions

~should be cleared with the Assistant Comptroller General for Policy.

Finally, the Director, Office of Congressional Relations (OCR), must

receive copies of the transmittal letters for all congressionally

requested reports.

 Bylaw (31 US.C. 718(b)), GAO should not allow more than 30
‘calendar days for providing comments on draft reports, and the

transmittal letters should clearly specify the time that GAO is

allowing. o

A division may allow fewer than 30 fdéys to comment if a lesser time )

. .is reasonable or critical andnécessa,ry to-accomplish objectives.

#* % _

This decision may depend on ‘what the issues are, how closely GAO

worked with the agency during the assignment, and what the agreed
issue date is. If an agency is given fewer than 30 days, the issue area
director may approve an eXpénsion up to the date that would have
constituted the 30 days. B ‘ '

Ifan égency requests an extension beyond the 30 days, division

- Management may approve the extension request. The extension, in

order to be approved, should benefit the product and must not.
significantly delay the product.” If an agency’s proposed delay will

- affect a congressionally agreed milestone, agreement must be

reached with the requester through OCR.

What Should Basic
Transmittal Letters
Contain?.;.;,, Lo

Basic transmittal letters formally convey the results of GAO'’s work
and explain to the addressees why.the reports were prepared. Each
report contains a basic transmittal letter addressed to the primary
recipient(s). . T AR ’

The following sections describe the contents of basic transmittal
letters for chapter and letter reports and appendix I contains

‘suggested languagg for various situations to be addressed in these » . )

Page 12.6-2
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Chapter:12.6

" Transmittal I,emni‘f‘,:f:,.,i i,

 Chapter Reports * he bsic'let

t mtroduces the subJect matter

o T

;e its message

classlﬁed‘ sensmve, or propnetary data are included. (See app. I for
) suggested language and chs 12 4 and 12. 15 for addltronal

I-ngh.hght the k y recommend 6 ibemg made to the’ agency or
- department: head whe‘ 6po addressed to that person.
'."Dependlng (o)1 the naturefof the recommendatlons, departments or
_ “agencies may: not néed to re rt_to congressmnal committees on the
5w actions takeniin responseto GAO's recommendations. In these
' . . cases, lssuerarea directors’ may Selectively determine which
: -recommendatxons require the depa.rtment or agency head response.
+ “Insuch an instance, the transnuttal letter should specifically identify -
e wluch recommernidations'i ‘require response under 31 U.S.C. 720. (See
« app: I for suggested language'and-ch:*12.10 for addmonal ) :
o ‘flnformatnon on‘recommendatxons )i

‘:,Identtfy a GAO representatlve ‘and a telephone number and refer
- to other major contribtitors. (Seé app. I for suggested language and S
ch. 12.12 for addmonal mformatlon on the list of major
‘;..contnbutors ) .

e . Show the name and the tltle ofthe sxgner '

Q , - [ _\FOl' reports to the Congress, three basxc transmittal letters are . -
R - e+ o required. A'jointly addressed letter.is printed in the final report,
while mdmdually addrwsed letters to the Speaker of the House and

Page 12.63 o ,Communiution-_mnun g f St " June 1993




" Chapter 12.6
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Correspondence

I I

Tesﬁmony‘

Management Letters

the',Pres'v esident of the Senate,onletter-smedpaper, are-attac ttached to

‘their copies of the product when distributed.

Letter Reports. ... ... . Ja,,.-..,Fgrzletterﬁ,repdtts.,fb!ieﬁnsxrepqttsscandafact':sheets, the basic letters
S IO are the main components.. The letters should normally be about 4
- pages long but generally no more than 10 pages. In addition to

- meeting the requirements for chapter reports cited above, the basic

* transmittals for letter reports should do the following:

Briefly state objective(s), scope, and methodology. Also, this
statement should address GAO'’s compliance with generally accepted

.. government auditing standards (GAGAS). (See app. I for suggested
language and ch. 12.8 for. additional information on objectives, A

scope, and methodology.)

Descnbe the 'ﬁnainé‘s',feencliJSione,‘,and recommendations. (See

~chs. 12.9-and 12.10 for additional information on findings,
-conclusions, and recommendations.) '

'.Br_ieﬂy'state the extent;;to,wtﬁch:advance cemments were .
© .. - obtained and incorporated. (See ch. 12.11, app. I, for suggested v ~
. .+ language addressing agency views.) )

Management letters are by-products of financial audits and are
intended to convey audit findings and observations on a timely basis

. .to audited agencies. In such instances, management letters may
include findings or observations regarding accounting, financial

reporting, and operating procedures and controls that do not
materially effect the financial statements but are in need of

- .correction active or further attention. (For additional information
- Onmanagement letters, see ch. 12.19.)

, Correspondenceas a Uprodu'ct is intended as a quick means to

communicate the results of GAO'’s work to external parties. Itis

- ~intended to be a flexible product that addresses issues of a more

limited scope and receives a narrower distribution. As such,
correspondence, and associated enclosures, should be no longer
than necessary to convey GAO’s message. (For additional

- information on correspondence as a product, see ch. 12.20.)

At times, GAO testifies on tﬁe results of its work in lieu of issuing a
separate report and includes recommendations to agency officials in

- thistestimony. To ensure that affected agencies are informed of

these recommendations and their responsibilities under 31 U.S.C.

. 720t respond to the recommendations, issue area directors must )
-« transmit copies of the testimony-to the agencies using basic -
. transmittal letters. el - ‘

Page 12.6-4
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Transmittal Letters i © '

Chapter 12 6

‘ heads of agencies directly:iny

Contents -

{5 Nonbasw letters must awompany_ pmducts when specwl messages
.+ must be: oonveyed to recipients: ‘other. than the report addressees. ‘

Nonbasrc letters should be: used if products are bemg sent to

. congresswnal comrmttees havmg a specxal mterest in the subject
i o.of reports addressed"to' someon : else,

th _SergeantatArmsofthe -

ved'in matters dlscussed in reports
addressed to the Congress;:its comnuttees or members; o

% 2 heads of executive depa.rtmentsxto notlfy them of
recormne ‘datlons made to umts under then' Junsdlctlon

o the.Director; Office of Managemientand Budget (OMB), when the
: { - Teports-messages: may- apply to agencxes other than the one(s)
rewewed or o

3 -,top ofﬁclals of nonfederal orgamzatlons (contractors, gra.ntees, "
‘ ;etc ) du'ectly mvolved in. the subJects of the products

! «Nonbasm transnuttal letters area valuable tool to draw attentxon to
... the report's message. These letters should describe why GAOis -
. providing copies of the products.and direct the reader to the special -

messages GAO wants to convey. For.example, a report addressed to

- the Secretary of Defense may discuss matters of interest to the
. Secretary of Enery leewxse, reports ad

tions in products addressedto ,
'Ftew, or units under their

B modlﬁed\"rf the reports were ongmally restncted In t.hese sxtuatlons,

edtoone committee .

“'Communicationa Manual e A ' ‘ June 1993/ e
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Chapter 125
Transmittal Letters

/
| /3

the time allowed for agency response is 60 days from thedateofthe

nonbasic letters, not the dates of the reports;’ (See'app.1for

- .. Ifanonbasic letter addressee is'a head of a commission or another
type of governmental entity and staff are uncertain as to whether
GAO may invoke 31 U.S.C. 720, they should contact their - ‘
~ ...~ Tepresentative in the Office of the General Counsel for detailed

ETTIT

# Personalized Letters for For reports addressed to multiple Tequesters, issuearea =
# s ' ; - directors should use brief letters, prepared on small-sized stationery,
# Multip le1 Addressees - .. totransmit unclassified reports. The letters should not repeat
- information contained in the basic letters but should be brief,
personalized notes to transmit the products to individual requesters.
, - Similar letters should be used when GAO addresses its reportsto .
oo multiple agencies. oGt ' :

" Small individual transmittal letters are not used for reports to the
-~ Congress because individual basic transmittal letters, on letter-sized
paper, to the Speaker of the House and the President of the Senate o
+ . have-already beenprepared. Special transmittal letters arenottobe J
e s used tor transmit'pr‘epublicationsqopies of reports.

- Other Methods _ GAO Form 371, Advising Agencies of GAO Recommendations, may

' - SRR ~ be used in lieu of nonbasic letters for routine transmittal of products
to the Senate Committee on Governmental Affairs; the House '
Committee on Government Operations; the House and Senate

- Committees on Appropriations; and the Director, OMB, if the

- products contain recommendations to agency heads. Nonbasic

- letters, however, should'be used if GAO has special messages to
CONVeY. . i i e . :

. S - The signature level for products depends on the overall message--its
Who SlgIIS . ... .. . Sensitivity, controversy, magnitude, etc.--and the addressees.
Transmittal =~ Sensitive or controversial reports or those including sensitive or
Letters? @~ important récommendations generally are signed by the cognizant
* - "~ Assistant'Comptroller General or the Comptroller General, while
*' issue‘area directors or regional managers usually sign all other
~ reports unless the messages are such that a higher signature level is
-~ more appropriate. Appendix II identifies the titles of officials who

normally sign'the various products.

" Reports to the Congress-that 1s, the President of the Senate and the ' J
~ Speaker of the House of Representatives-and to the President of the

Page 12.6-6 ~ CommunicationsManual . - ©© June19gs
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i, ..a.'\ws‘; e 1,;-‘41"3"1‘!‘54‘

e Umted States however are generally prepared for the, srgnature of _
' -the Comptroller General unloss speclﬁcally delegated to another _
' 1'.GAO official;'Casés in’ whlch it’ may be appropriate for the -

Signa' ’turve f‘onnat

Comptroller

R ngners ot‘_the basnc transmlttal letters generally sngn

. subsequent distributio
Comptroller General‘srgned the reports

V neral to sign reports to other addressees should be
discussed at the affected divisions’ biweekly Reports Review

_ Meetings with the Comptroller.General. -Any questions. regardmg L
signature level should be resolved initially the di o

manner smular to the current report revrew process.

 letters for initial dlstnbutlon Issue area
however, are authonzed to srgn nonbasic transnuttal letters for
ion if. the Assrstant Comptroller General or. the

* If GAO uses basic transmlttal letters to provide agencles with COpl%

of GAO's congressional testimony that includes recommendatlons,
generally those who presented the testimony also sign the

. transmittal letters.

When it is necessary to issue supplemental reports, the ofﬁcxals who |
srgned the basnc reports also sign the supplements .

For Comptroller General-srgned reports staff should include the

Comptroller General's name above his title in the sxgnature block of

tra.nsrmttal letters For example:

Smcerely yours,

Charles A. Bowsher
Comptroller General

} : Coordination and Final
Q * Product Approval
# .

‘ of the Umted States

Staff should use a sumlar format when the cogmzant Assnsta.nt :
Comptroller General, issue area directors, regional managers, or
other appropriate GAO officials sign letters. If the issue area
directors or regional managers are unavailable to sign the reports,
the cognizant directors of planning and reportmg Or issue area

~ associate directors should sign them. Stgnature authonty should not

be delegated to assistant dxrectors

To better ensure coordmatwn, issue area directors must route
copies of transmittal letters and associated products through
appropriate officials before final pmducts are reteased (See pp
12. 13—7 and 12. 14-3)
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- Chapter 12.6 - o
Transmittal Letters o

e

) ssyies o . Signers of GAO products are responsible for ensuring that products
‘Key ResponSIblhtles - resulting from their assignments follow the requirements and -
e procedures in this chapter. ‘Appendix II identifies the titles of the
GAO ofﬁciqls who normally sign the various GAO.products.

Related Materials =~ =~

Q&ngm]_ﬂzhggg 77 Chapter14.0, “‘A'gency Rglati’ons’-?blicy Summary.”

~ GAOForm -~ * 371, Advising Agencies of GAO Recommendations.

w,
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Transmittal Letters

o AppendlxI

- Suggested Language
for 'h'ansnuttal

 Distribution is unrestricted -

Distributionis restricted.
. for up to-30 days

L A T

_Product contains sensitive
* or classified information "

5. “We are:'- drstnbutmg thls report to t.he Secretaries of
s "avaﬂable to others havmg approprlate secunty clearances and’

_ "We are sendmg coples of thxs report to the Secretanes of

! t.he Director, Ofﬁce ot‘
Ma.nagement and‘Budget, and interested congressxonal

_ 'comrmttees Coples wxll also be made avarlable to others upon o
‘request. : : . : ‘

n v-“As agreed w1th your ofﬁce, unless you pubhcly aru\ounce 1ts
_contents earlier, we plan no further distribution of this report until

30 days from the date of this letter. At that time, we will send copres_

RN 7 mnerested partles and make coples available to others upon
L ‘request. R

Upon request, copies may also be rnade

- a need to know

Product with
recommendations

- addressed to -

agency head | .

T Comrmttee on’ Government Operatlons not later than 60

QR “Tlus report contams recommendatlons to you. The head of a B

federal agency is required by 31 U.S.C. 720 to submit a written

‘ statement on actions taken on these recommendatlons to the R S T

"the'date of (the report/thls letter) "A written statement also muist be

‘Product with
recommendations:

- addressed to other
than agency head .

~ sent to the Hoiisé arid Senate Committees on Appropriations with
o the agency's first request for appropnat.lons made more than 60 days, S
o after the date of (the rep'"rt/thlsvletter) ' . -

S “Thxs report, while addrossed to the' Secretary of the Army, contams
s ;recommendatlons that’ you should be aware of. The headofa

federal agency is required by 31 U.S.C. 720 to submit a written -

" statement on actions taken on these recommendations to

the Senate Commiittee on Governmental Affairs and the House
Committee on Government Operations not later than 60 days after
the date of (the report/this letter). A written statement also must be

- sent to the House and Senate Committees on Appropriations with

the agency's first request for appropriations made more than 60 days

Page 12;6;9 e

Communications Manual © ' ' June 1993 “




Chapter 12.6 R R v

List of major contributors
.included, and Comptroller

General or Assistant

Comptroller General

is signing product

List of major contributorsis

included, and issue area

director or regional manager

' is signing product

Review conforms with
all applicable standards

A qualified statement
‘on conformity with
GAGAS is included

# Written comments on

# draft with 30 days are

# requested 4
#

 after the date of (the report/this letter).”

“This report was prepared under the direction of (name), Director, -~ -

. (issue:area), who may be reached on (teleplionexnumbe;),,if,you .

or your staff have any questions. Other major contributors are oo
listed in appendix ___." _ S
Note: When a report is short, one or two names may be included in

the letter and the appendix eliminated. If this option is used, thelast - *
sentence should be modified to state: : S _ ; '

“Staff who made ma.jor contnbunons to this reportwere (na.m ’ é, a

 title) and (name, title).”

* “Please call me at. (tlephone number) fyou or your staff have any

questions concerning the (reporr/bﬁeﬁng report/fact sheet).” Other

. Mmajor contributors to this.(report/briefing report/fact sheet) are
) listed in appendix __. " = . L

Npte';'i Forshort 'repor\:t.;s,‘; ox{é.or two names may be listed in the letter

and the appendix eliminated. The text should be modified to state: “» ' )

. “(Name, title) and (name, titie) developed the information for . - .-+
Qﬁs.(rep_q:t/bﬂeﬁng report/fact sheet). Please call meon. ..
(gelgpyqnexnumber),;ﬁjf -you oryour staff have any questions.”

“We conducted our review b'e‘t'wé‘en“(date) and (date) in accordance

.. With generally accepted government auditing standards.” o

‘Wé dnd _nb; ;gﬁeyv (mtemal ¢oritrdl$)"relating to the (describe the |

. control) because (cite reason). Except as noted above, our
.. work was conducted in accordance with generally accepted
.~ government auditing standards.” . o

“We request that you provide written comments to us by (date).
31 U.S.C, 718(b) limits the period of time for comment on this
report to 30 calendar days from the date of this letter. If you -
have any questions, please contact (assistant director) on

_ (telephone number).” -

Page 12.6-10
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B Chapter 12.8 L
_ Transmittal Letters <« %0 408

Writtenororal

“scomments on draft

-, 'in fewer than 30

-+ days are requested
=

ety
RN

' “We request that you prov1de written comments tous|
‘While we prefer written comments; oral comments are

provided that your representatwe speaks omclally for the agency

- Please have your representative inform (assistant director).on .
~ (telephone number) within (number) days of the date of this letter

whether written comments will be provided or to arrange a meeting

. where oral comments may be obtained before the end of the
~ comment period.”

Page 12.6-11

Communications Manual

June 1993



" Chaprer1zs

Page 12.6-12

Communications Manual

Transmittal Letters L
R ‘ e \>
Appendlx L
Signers of GAO
y Produc__ts |
_The Congress Report * Comptroller General or
‘ o ' - Assistant Comptroller General
Chair, Ranking . Sensxtwe report, Assistant Comptroller General
Minority Member, or report with fa.r-reachmg or Comptroller General
member of the Congress recommendations
Repdrt with Generally, issue area director
recommendations ~or regional manager (in unusual
' . Cases, a person at a higher level)
Report or correspondence Issue area director or - A ‘ .
. with no reconunendatxons regional manager { J
Agency head Reportor Generally, iss‘ue, area
# correspondence director or regional manager
Other agency officials Reportor Issue area director or
# : correspondence regional manager
Draft report Issue area director or regional
manager (after sign-off by
. director with agency cogmzance)
Any addressee Supplemental report Official who s1gned the
# or correspondence basic product
June 1993
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- Chapter 12, 7

ExecutWe Summary

GAO products should conta.m summa.nes to capture the reader’s
- -attention and lughhght theoverall | message In chapter reports
... executive'summaries.should: present the reports’ contents clearly,

e accurately, concise objectively. In other products, the
s:.sununanes should ‘ ed the-partlcular products and thelr

3 ﬁrst and sometimes the only, :

y should be presentedina
easnly identify the mformatlon :
- P _ aries generally do not exceed

& e fourpages and may include six 6r seven modules generally

' , Apresented in the order c1ted below. A checkhst for prepanng

7 readérs"time. 'l"he opemng‘ldea, ‘however, should not overdramatize
ar overstate the nature of the report’: s message nor should it contain

eview. When work is not self-
S it ‘the statutory requirement to
whxch the report responds should be identified. Citing GAO’s broad -
o legal authonty for conductmg audlts‘should not appearin this -

- “review’ should that law be clted as the reason for doing the work.
- When work is self-uutlated the reasons why the review was impor-
5 }ta.nt and any qu txons the report 1s addressmg sh d(be s.tated

eIt tells readers what questions o xssues the report addrésses.-When -
Y ¥ report has a number o) objecttves, only those most relevant to the
“‘rhain message should be identified and their relative importance
- should be indicated by the order of presentation. Readers should be
7" directed to’ ‘other objectlves c1ted in the objectives, scope, and
methodology sectnon but not mcluded in the module.

“Backgrpund’,'j - S This module prov1des the perspecttve to put the report message in
RS I e ' context and to understand the sxgmﬁcance of the issues. For

Page12.7-1 = "~ Communications Manual . - . . e Ju~ne‘1993 .




Chapter 12.7

Executive Summary

‘example, possible topics that may be provided include (1) key terms,

(2) organizational relationships, (3) programmatic requirements, (4)
legislative history, and (5) budget information. el e

Wlulegenerallyunnecessaryto provide a separate discussion of the

‘ +.review.methodology; any ial characteristics of the job or

“Results in B'riéf”

“Principal Findings” or
# “GAO’s Analysis”

- methodology that are sensitive or especially noteworthy or present -

significant limitations.on the review- scope, findings, or conclusions'

" should be summanzed in this mod'ulé.

Unless told otherwise, readers generally assume that the executive |

 therefore, the period during which GAO did its review need not be, " -
 specified. But when changes in the program, the activity reviewed,
_ or the current state of affairs may affect the applicability of the =~

- information, the period of review should be specified.

" This module——the core '6£j,tﬁeiéxécﬁtive summary—briefly and

clearly states the bottom:line conclusions or answers to the -

- objectives or questions stated in the “Purpose” module. It -

summarizes the review’s most significant results and the report's = | :

- principal quclusipns.aqqlprepate‘s‘\tfeaders to anticipate the major
- -recommendations. Specifically, this module ties the principal
- findings together into the basic message of the report.

It is especially important to prl,'g}stéxjtéonclusions‘ in a balanced and an
objective manner. A balanced presentations is one in which all the

. major, directly relevant perspectives on an issue are included and
- conclusions are based on only the demonstrated weight of all valid
| relevantevidence.

The “Results in Brief” module must appear in full by the end of the
second page of the executive summary so that the reader can’ quickly
obtain GAO's botiom line. - S

This module presents the highlights of what GAO found to support

its conclusions and develop its recommendations. The module v
- presents GAO's findings and the reasoning or the logic that led to the
~ conclusions discussed in the “Results in Brief” module.

- GAO's pnncxpal ﬁndmgsshould be presented in a framework that

conveys their relative significance. Subsidiary findings need not be

presented if the basic message can be conveyed without doing so.

The principal evidence that supports GAO’s position should be = . .
discussed at least in a summary fashion or through use of specific \)
examples. | >

Page 12.7-2
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Chapter 127 o
Executive Summary 7/ f 7

{: S : A '- ;ZElther the Pnncnpal’l"mdmgs or't.he “GAO’s Analysrs captlon may
IR S o 1"'_'be“selecteddependlv_n' T i

eys what GAO learned" for ,.

dit ﬁndmgs and mformanonal elements

*GAO ‘.Afna.lysis‘ module maycont"ain
i ) esnons not exceedmg three 1

~ “Recommendations™ - *if"; h
“Matters for |
Congressional
Con51d«

P! ;
I R L :ithongress"?and/or “Matters: for Congressxonal Consideration” be
‘ o presented before the “Recommendatxons to the Agency module..

modules are presented. They should ﬂow naturally and logxcally
... from the. precedmg four-modules.- Thus, if:the matters for e
- consideration or the congressional recommendations flow better - -
e tu:'vfrom t.he agency recommendatxons, “Recommendatxons to th"' EoT

- Any recommendatlon for congressxonal action is consxdered a.
+principal recoinmendation and should be presented When reports
.+ includé more than a few: recommendanons to the Congress,
consideration should be glven to summarizing the key ones and -
. informing readers that the report contains other recommendatlons to
the Congress not mcluded in the executwe summary.

GAO’s maJor recommendat.lons to agency officials on actions needed
: _ to correct or alleviate unsatisfactory situations or to bring about
Y - improvements also should be presented.  As with recommendations
) ~ to the Congress, the key recommendations to an agency may be
summarized and the reader informed that the report contains other

Page 12.73 S CommnnientionsMnnm-f." o - + June 1993




Chapter 12.7
Executive Summary .

“Agency Comments” e

How Should
Executive =
, Summaries Be
# Written?

| recommendanons not lncluded in thé executive summary.

. When GAO is not making recommendations, the module should still
... be used but be captioned only.as *Recommendations.” It should
- . Simply state that “GAO is.not making recommendations in this
. Teport” and-no further explanation is required. If, however, the -
* - “Matters for Congressional Consideration” module is used and no

recommendations are being made, the “Recommendations” module

* The “Agency Comments” module should clearly present the

substance of the official comments of the agency(ies) or other

adversely affected parties concerned with the report’s major findings
and conclusions. Also, any actions taken or planned on the principal

. recommendations must be stated clearly.

'I'he agency’s (or ééehéies’)‘ overall —agree/ v ment oi disagree ment thh -

B the principal findings; conclusions, .or recommendations should be
.- stated. Significant disagreements should be explained briefly so

that readers will know why:agencies disagreed. GAO's response and

_any ehange;tha_de._ as.a result should be summarized.v

. If written conunénts were requested but not received within the -

allowed comment period, executive summaries should summarize
the comments received at the exit conference. (See p. 12.11-1.)

 Additionally, this caption should'be changed to fit the

ci_rcunnstanéa,- for example, “Contractor Comments,” “Industry

- Comments,” or “Agency and Grantee Comments.”

o Executive sununa.nw Shoﬁld‘higlﬂight the overall message to be
‘conveyed by the details in the text of the reports and generally

should not exceed four pages. In those rare instances where the
message cannot be summarized within that limit, the division or the .

- - office heads may authorize longer executive summaries. (In signing
..-off on the signature package, the director for planning and reporting
-is authorizing the longer executive summary.) : '
: Somé suggestions for pr'epaﬁng executive summaries follow.

‘ ‘Usé'tltird-pérsoi'\ construction (“GAO recommends” rather than “we
-recommend”). . o -

Use shoift sentences and paragréphs. o

Page 12.7-4 -
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Executive Summary;

)

iy

e
S

, pro esslonal tone that nexther S
overstates nor understates the message TR 8

' n—techruca.l language not generally understood

| _'outsxde a specxﬁc professron Where jargonis’ unavoxdable, deﬁne
the term(s) in nontechmcal language when 1t 1s ﬁrst used

Use sunple, nontechmcal words but do not paraphrase key language

used in the report text such as oplruons on ﬁnancral statements

Use only well-known, commonly used abbrev1atrons but spell them

out the first time they are used For uncommon abbreviations,
consrder other references after the initial identification, such as “the
Board” for the Federal Home: Loan Bank Board or “Commerce for

o the Department of Commerce

‘Use quahfymg phrases such as. “GAO beheves and “in GAO’

opinion,” when necessary, to avoxd mrsleadmg readers, but do not
overdoit. .

Use graphs to present complex or drfﬁcult-to-understand data andto k

-focus reader attention on key messages, partrcularly to replace
_lengthy narratrve

) Us_e» bullets to avoid wordiness.
Do not 'introduce facts or opiniOns that are not in the report.

‘e Make it easy for readers to follow the logrca.l relationship between
. the “Purpose,” the “Results in Brief,” the- “Principal F‘mdmg_s or

“GAO's Ana.lysxs, ‘and the “Recommendatrons modules.

: ;Alt.hough the sequence of mformatron wrthm the modules should

be para.llel it does not necessanly have to reflect the stmcture of the

' report

Use page references to refer readers to the details of GAO's findings, '

conclusions, and recommendations and to the agency's(ies’) com-
'ments and/or actions. ‘But providing page references should not be

used asa substrtute for presentmg clear summary statements

Page 12.7-5
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Clinpter- 12.7
Executive Summary.- ' -

e Avoxd using, if possible, the formal names of govemment
programs or complete legal citations. -

Issue area‘ dzrectors are responsxble for ensunng that products
Key Respon81b1ht1es resultmg from their assxgnments follow the reqmrements and
procedum in t.lus chapter
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Chapter 12.7° e
Executive Summary: iy 5o rnhoa

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

Executwe Summary |
Checkhst

"Purpose”- M;odule. . Catches readers attention (that is, it explams what is important
o L R EET aboutthereport’snmnmessage)

P Explams that G uhdertook the review becauseof : :

GAO’s basrc leglslatwe responsibility (self-uutxated work), or
other reasons ’ :

“ States the report s objeetive's, th‘at is, it

| (D E ‘, ‘.' —__asks, dlrectly or mdu'ectly, the questlon(s) that “Results in.

‘ Bnef" wﬂl answer and

enumerates the mam issues the report addresses (those on
,_ whxch conclusxons are drawn in “Results in Brief”).

“Background” Module = Provujes only enough lnformatlon to enable readers to
P kT I unde“ tan r.the rest of the executlve summary '

Contams program-speclﬁc mformatnon

: Estabhshes the connection between the report s prmclpal -
d read' ars’ general knowledge to put job results lnl:o ayis

“Results in Brief” Modple e . States succmctly the report’s basic message by providing
o Sl e Y pottomeline conclusrons about the objectives or the answers to
~ the questxons statéd in "Purpose, that is, it '

R mcludes pnnerpa] conclusxon(s) and/or

-
\) = : —__ summarizes the most significant results.
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. Chapter 12.7
Executive Summary .

—— Sets the stage for the “Principal F‘indmgs or “GAO Analysxs
“module by drawing conclusions that tie ﬁndmgs wgether '

—— Prepares the readers for t.he recommendatron(s)
— Provides a total perspecl:we to GAO's analyses or ﬁndmgs
I ST Appearsmmllbytheendofpagetwo
- “-Principal Findings” or R, Summanzes only pnncxpal ﬁndmgs or ma)or analyses.
“GAO’s Analysis” Module =~
o Provndes a bnef example ora summary of. essential evidence
supportmg each pnncxpa.l ﬁndmg :

Presents ﬁndmgs ina ﬁ'amework t.hat conveys thelr relatxve
sxgmﬁcance o

mBnef" o

Contams subcaptlons (ln the margin) for each ma,]or segment, IR
- when appropnate ‘ ,_ ; )

“Recommendations" : Presents pnncxpal recommendanons based on findings and
 Module , R o conclusxons discussed in the executive summary

Summanzes recommendatlons, if appropnate

Informs the reader when the report contams recommendatlons
‘not mcluded in the executxve summary.

__Notes when GAO is makmg‘no’ recommendations.
“Agency Comments” o Presents the substance of agency comments received on the
Module : ' ' " draft report's pnnclpal ﬁndmgs, conclusnons, or '
' recommendat.lons, that is, it

states t.he agency s(les') overall agreement or disagreement
with the ﬁndxngs, conclusions, or recommendanons and

1dentrﬁes bneﬂy ma.]or disagreements and glves GAO’
rebuttal.” _

— States that agency. comments were excluded if they were not

recexved in Ume - _ _ : \)
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Chapter 12.7 o :
Executive Summary o =

O

# Suggeshons for Wrmng . Lumt them to four typeset pages
Executlve Summanes
_ - Avond repeatmg mformatlon. (Sectlons never merely repeat
B oo ~ " “Results in Brief" data or summarize the other sections.)

___ Ensure that clear lmks have been estabhshed between the
modules o

See that the sequence of mformatlon in the modules is parallel .
Present the main message clearly, accurately, and objecuvely

Mamtam a dlspassxonate analyncal professxonal tone

Avond overly technical language
_ Use generally recogmzed terms instead of jargon.

— Define (perhaps in “Background”) unavordable Ja.rgon in
. simple terms,

TR ) R . __Avoid abbreviatidns not commonly used.
i o s o U 'Spell out acrOnyr'ns when used for the ﬁrst time.

. Consider altematlves to abbrevxatlons, such as “the
committee” or “the agency.”

- Focus readers’ attention on key messages by using graphs to
present complex or difficult-to-understand data succmctly
~ rather than lengthy narratlve

— Convey GAO’s criteria. (Include this mformauon in the most
appropnate module ) ‘

Mamtam a sense of balance by 1dent1fymg relevant and posmve
steps agencies have taken. ‘

—_Use bullets to avoid wordmess.

— Use third-person construction (“GAO recommends rather than
“we recommend") '

L
/\)

{

|
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| ,Introductory Matenal f
Background and Obj ectives,
'Scope and Methodolo e

AP Vs ame . vl bt i W I iy

‘states’th assxgnment objectwe(s) and o
explams the scope and methodoloy used to meet the obJective(s)

ifi's 'hy GAO did the work, what was
hat standards were used; and,as
hcable standards were met or -

‘Th : ding backgro nda d‘ ob,;ectwes, S
- scopé; and iethodology’ (OSM), ‘enables re proceed to the _
Matena_l Important? - main body of the product. The background raterial'scquaints - .
readers ‘with'the product’s r‘natter and helps the; ;re‘aders et

understand and apprecxate its‘tnessage better ' ' .

- Thé OSM explmns the’ purpo ",e"depth and the coverage
(mcludmg any limitations on thé'data), and the methods and the
procedures used dunng the review. _This material is intended to -

- ‘help'make’ the product 1 mbre persuasrve and alert readers to possrble
hrmtanons on 1ts use. = '

Ll B e s T e

Concxseness is important because GAO does not want readers to get '

bogged -dowh in déta e'v1ew s approach. Long or
: “ora regressnon‘ analysxs-should be hlghlxghted m the mtroductron, :
wrth references to detzuls m‘ ‘an; . ’

Introductory matenal for letter reports bneﬁng documents or o
correspondence should bé proportionate to the overall’ length of the
product and should include nly information that is directly relevant

¥ *'to devéloping the product’s message. If additional material is ‘
HT needed lt should be placed in an appendxx '

'I‘lus section should tell readers what will follow and why itis

B What ShOl.Ild the unportant. It should glve P rspectxve that is helpful m

Background Sectlon standh gnaca
Include ’ " actmty, or the nction exarmned It should not, however, discuss
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Chapter 12 8 ¢
Introductory Ma.terhl B
Background and Objectivee,
Scope, and Methodology -

results or conduSions -

No fixed rule exists for decldmg whether certain mformauon is most
appropriately presented in the introduction or in a subsequent S

_ - .section.. Buta: key. consnderatlon is whether the material is germane
Lt most or all of the product, in wluch case xt should be prwented in
: the mtroducuon. AR

What Are the MaJor

Types of Background

Informatlon"

Authority and Purpose

Responsibiliﬁ'es\ | -

Size and Significance

If the mformanon relatas to only one finding or one part of the :

- -product, it should be in that section. -When it is necessary to- repeat
: 'mtroductory m
‘GAO’s work should contain more detail. If a substantial amount of

" background material is needed, the more detailed information
_.should goin an appendxx L

ial in t.he product, sections on the results of

 The background section typically. mcludes four kmds of xnformauon i
(but. not- necessanly in the followmg order) T

Authonty a.nd purpose of t.he program the actmty, or t.he functnon n

exa.tmned

-o ‘Responsibilities of adnumstenng orgamzatrons and their methods
. of operatxon e

. .sze and srgmﬁcance of the program the actmty, or the ftmctlon ’

Key terms and concepts

o All federal programs act.lvmos, and functions are sanctioned by

some authonty (usually ina document) for some purpose. In some

g _products citing this. authonty and stating goals and purposes are.
~_important. The product also should explain how the programs, the
actxvmes, or the ﬁmcuons work if this clarifies the message. :

3 "I‘he mtroductlon should rdennfy t.he agency responsible for
) radmuustenng the program, the activity, or the function being
discussed. Specxﬁcs about each agency’s responsibility and its

methods of operation—organization, staffing, and lines of
management authority-that relate to the product’s message should
be explained. This mformatxon sets the scene for any
recommendauons ‘ :

The mtroductlon should provxde perspective on the size and t.he B
s1gmﬁcance of the program, the activity, or the function. ‘

» 'Infomlalnon on sme may mclude financial data and the number of -
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.
.\\) 4

ST

Consistent | e ety leen their importance to the. product: message, objectives should be-

Neutral o 5 Because.GAu ‘frequently emphasxzes matters needing attention, a

Chnpter 12.8

f)propriations,‘ administrative

r physical resources, and/or

e relevant. Informationon
'honslup of the program, the
 mission or to a. nanonal issue.

rms and concepts not generally
‘used frequently in the -
product, however, may be
(See ch. 12.12 for '

. This.section answers these quesuons What was the assrgnment S
... «Obj (s at did GAO: do 0, satisfy the obJectlve(s)’ Did GAO
? meet th generally accepted govemment audrtmg standards .
> ;(GAG

T Tms objectives section should ea,plam why GAO did the work and
o speczfy what GAO expected to-accomplish. Phrasing the objectives
. as‘questions can be partlcularly helpful in communicating the
“.-. product’s focus.and limitations to the reader. It alsois unportant for il
., th obJectlves statement to,j lear, consxstent, and neutral, -

re of the ass:gnment and what is reported depend
. ly on the objectxve(s), it:is important that the objective(s) be
stated clearly to tell readers what aspects. of the program, the
.. = .activity, or the function, GAQ:assessediand what GAO intended to
L Wﬁnd_out.,,,;* Readers should not| -isled:as to what aspects GAQO
. addr or did not address m,the review or assume that the
product addresses more 1ssues than actually were addressed

Clear

_co ntly stated. throughout the product—in the OSM, the - E
e summary; and. the text.: Different wording, however, may
rovided the: meamng remains. the same. v

The product should dlscuss only the lssu&s or the questions the
objectlves statement indicates. will be covered The presentation
also should communicate whether some obJectxves are less
lmportant than others. v

I

conscxentxous ] rt-should be made to maintain balance and
perspectrv ;a',l‘he assignment objectlve(s) should be stated in as

'; neutral t.erms as possible so readers understand that GAO gathered
and a.nalyzed data w1thout blas BT P ST
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Chapter 12.8

Introductory Material: - .

Background and Objectlveo, o . ' ,
Scope, and Methodolozy o : ' : : : ﬂ

.

3t I It

Scope

#* kW

* 3 I I

#

‘ For a congreosxonal request, the product should 1dent1fy the

- If the assxgnment was done pursuant toa spec1ﬁc Pubhc Law

| Changes'in'rObject:iyesr

requester and state why the requester wants the information. This

o helps to show why the product is rwponsrve to the requester’s
o needs. Becatse request assignments are carried out.for committees
Coor for partlcular members, rather than their staff, GAO products

should make it clear that the work was done at the request of a
committee or member, rather than at a staff member’s request.

- 'l'herefore, if it is necessary. to refer to discussions with staff
, bs

instructions or clarifications of the
ct should include wording such as “In

' accordance with dlscussxons with your office” or comparable

wording that avoids any mentlon of the staff of the committee or
member :

‘mandate, the product should cite it and its intent, if not self-

: explanatory ‘Reviews’ resulting from GAO's basic’ leglslatlve o
. . responsibilities (BLR) should explam what motivated the
assignment. For example, the reason may have been the escalatmg B

cost of an activity or an event, such as renegotlatwn ofa contract at - ‘
a substantlal pnce mcrease o o _ . ;

7

i For congressronal request work if the ongmal request objectives
- differ significantly from the final objectives, the product should

carefully state the final objectives negotiated with the requester. Any

" unusual situations, such'as not fully' meetmg the final objective(s)
‘ due to the change, should be carefully disclosed.

' On other than congressmnal request ‘work, GAO also must explain
- discrepancies in statutory requxrements and the assignment
‘objective(s). Such explanatioris are not needed in BLR work when
- the product reflects what GAO actually did and is reporting.

‘Explaining the depth and the coverage of the work places the
- product's message in the proper perspectwe Every effort should be

made to clearly explain what work was or was not done to

" accomplish the assignment objective(s). GAO products must contain

sufficient scope discussions to provide readers with a sound basis

for assessing the adequacy of coverage in relation to the assngnment
- obJectlve(s) and the ﬁndmgs developed :

The scope descnptlon should be sufficiently detalled to place GAO's

efforts in perspective and should not require readers to make

assumptions about what steps or what depth may have been : :

undertaken dunng GAO's work. This is particularly important when N )
N

-the work was limited by relymg on'internal controls or because of

constraints on tlme or resources Addmonally, readers should be
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Introductory Material:

Background and: Objectlvu _
- Scope, l.lld Methodology p

B fully appnsed of any data '"'“‘a ons or assumptions that GAO used.

The scope statement should specxfy t.he time covered by the data
" usediin the analysxs and/or the tune when t.he reported condmons
fexxstedv;-‘ ~the mformatlon d

| wa.suchas“ltwasthef

‘ year for ' luch data were available and the
I data were Judged to ’

resen  of current conditions.”

i _-oror'gamzatlonsn ‘
i revrewed ‘The basis fo geographical locations or
e orgamzatlons should be ¢learly -and fully presented to assure readers
~ that GAO maintained its obJectlvrty in the selection process. For
v example, the: scope sectlon d reflect that certain states were
- selected: because of their size, proxmuty to certain geological
o .forrnatlons, orlackof ‘certain’cha ‘hstxcs If, however, a valid
o reason:exists fornot domg so uc as to protect propnetary data,
g thls should be mentloned.‘ T

'Methociolog}f e

e

~ Data Obtained " R 't\'I‘he methodology sectlon.should speclfy the kinds and sources of

... dataused: ‘Kinds of’ data rmght' nclide grant proposals, interviews,
s correspondence, and: quie e responses, sources might include:
. ‘agency:-files;: program ‘parti 1pan fﬁcxals heading up a particular
: ofﬁce, and agency managemv mformatlon and accountmg systems.,

i e
wale -.;-\Iv

When ﬁndmgs are based in whole orin part on data collected
through the use of a questlonnalre or a structured interview guide, a
.- ..copy-of the entire instrument should be included in an appendix. If .
+.-. . Space.constraints make it: lnfeasxble to include the entire instrument,
...+ - the-exact wording-of every questlon for which responses are
... reported,; exther narratlvely or m ta.bular or graphical form, should be:
mcluded ' IOy ’

i The sectxon also should xdennfy other sources of mformatxon, such
" as reports from GAO and other: organizations, including Inspector
. General offices. When the results of studies done by others, such as
.. - consultants, contractors; or. other audit/evaluation groups, constitute
-~ .an important source of. evxdence, a statement should be included:
. regarding the quality.of data and analytical work that formed the .
basis of such studies and the analysis GAO performed to determine
- this. -Assessing data qua.hty is especially important in studies using
. computer- products or outputs as pnncxpal support fora conclusion.
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' Chapter 12.8 TR e
- Introductory Material:
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Scope, and Methodology - . -

oI M 3wyt

* I

For aaditional nformation, 360 Aa

Computer-Processed Data (GAO/OP-8.1.3). -

- | WhenGAO uswasamplmg .ﬁlfocedure,\.th_e, methodology section
... should summarize it. .The:summary should describe the type of

o e saxnple,..dmwn;;.‘(g_imple,_ljandmu;stratiﬁed, «etc.) and the sources from

. which GAO drew the samples and should explain the degree to
- which conclusions may.be drawn from the sample. Sampling details,
~ such as universe size, sample sizes, and response rates, maybe
. includedin the methodology section: When a lengthy or technical
.. description of complex sampling procedures is needed,such =~
., detailed information should either be included in the body of the -
- ‘product, if appropriate, or in a technical appendix. o

- When presenting the results of a GAO survey, the survey response
. - rate must be reported, accompanied by a description of the

_ . .disposition of all questionnaires mailéd or interviews attempted. A
- ... simple response:rate is.the number-of valid responses divided by the

total number of eligible:study.cases: ‘Additionally, the methodology
section should refer readers to the appropriate section of the

. product that describes the sampling errors (statements of precision) - -
. of GAO's statistical estimates. For:additional information, see Using

o al Sampling (GAO/PEMD-10.1.6).

L Ifthe mtentls togenerahzetrom the sample to the dniversé, the

Data Strengths and Limitations

“ - universe under study clearly must be defined. ‘GAO should describe
. the nature of the universe from which the sample was drawn, the
. source of the sampling list (frame), steps taken to verify the accuracy

of the sampling list, and any qua’liﬁcation,s or assumptions regarding

,;, Cotiiférsely; lfgenerahzatlons béyond the sample cannot be made,
this needs to be explained in both the methodology section and the
-product text. GAO should not assume that readers know when not

to project estimates to the universe and when generalizations are
inappropriate. S : T

- The product must be precise about any special strengths and

limitations of the assignment’s scope and methodology. Serious

- limitations; such as access to relevant records and people, and

constraints on time or resources or unique measurement problems

| - should be explained. ‘Any statément on access-to-records problems

must be cleared with the Office of the General Counsel.

' Key assumptions, partiéularl} those likely to affect results, also
'should be identified.. If significant, the sensitivity of the results to

_Page 12.8-6
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Chapter 12.8 N
Introductory Materis
Background snd Ob
Scope, and Methodology

g e s o e

S theacéuracyof the dat and any assumptions underlying the data

S analysxsshouldbedlscussed jed

tested, the nature and the results of such tests
In presenting this information, the product
e quality of the data and
g of the level of reliance that
ding only one ortwo. =
Needed interpretation of “What

it generally should include a
e testimony. If the testimony
» an appendix that sets forth the
or the testimony may be more

“' .~ was based ofitinique meth
OSM that provided theb si

RO While the work performed on GAO's audits and evaluations should
When Should GAO  aiways mes the geners! sandodo st Audit
Products Include ~ Standar S, the assighment’s objectives determine whether the

' fieldwork standards of assessing internal controls and compliance
with laws and regulations must also be met. Therefore, GAO

» Conforinity ~

# StatementS? gt products that qualify asaudzts(as defined in the “Yellow Book™)

# e e THUSE cONLGIN conformity statements addressing the degree o which

" Staff should be aware, owever, that failing to comply with any of
., the general, fieldwork, or reporting standards could result in an
© 7" exception'to the conf ormity statement in GAO products. For
ot e example, if during an assignie staff encountered significant scope .
| or independence impairments, these would be exceptions to GAGAS.
“More frequently, howeve r,nonconfomuty statements would result
- from not meeting the fieldwork standards for assessing compliance
with laws and regulations or for assessing internal controls. For

it L LR

Ceample

* When an assignment'’s objective would logically include
assessments of compliance with laws and regulations and this is not
done, the product must include a statement of nonconformity with
. 'GAGAS: (For additional information, see i i
- With Applicable Laws and Regulations (GAO/OP-4.1.2) and the
. P Y :EEEI l), ch. 4.0.)

* When assignment objectives include detemﬁning the cause of
Mmanagement problems and/or deficiencies and making
[ ' '
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Chapter 128

Introductory Material: . P
Background and Objectlveo, B
Scope, and Methodology ;

" _recommendations on th
"standa.rds normally requires.a study and an evaluation of relevant
~ controls and the. reporting of any material weaknesses noted. But
. _expanded_ tests-of detalled records and apphcatnon of ana.lyucal ’

‘ conforrmty wrth the internal control

“ ‘Some GAO products however, do not have to conta.m confornuty

statements because of the limited assignment scope and because the -

- met.hodology does not mvolve audlt work. These include thosew e

e ,,"’present factu‘ j‘_mformatron abouta program, thhout vent‘ymg
, . analyzm or makmg conclusnons or recommendauons, ' o -

. develop questlons for use at congressronal hearings; -

e summanze or synthesnze the results of 'previous work done by
" GAO or other organizations or information on a particular topic,
wnthout analysns, conclusxons, and recommendatrons,

. prowde bxll comments prepared with httle GAO analysis, that
would be useful to congressxonal comnuttees or members;

e develop methods and approaches to be applied in evaluating a
_new oraproposed program or SR

‘forecast potentla] program outcomes under various assumpuons

without evaluating current operations.

e 'I'hls work, however, as wrth GAO’s audnt and evaluation efforts
‘must meet the quahﬁcatxons, mdependence, due professional care,
'quahty control planning, supervision, evidence, and reporting

standards. Such work w111 not normally require a conformxty

statement R

- Phge 12.8-8.
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. Chapter 12.8
: Background'al
O R o Scope, and Me

How Should ) should noi ke wor h the g ndards .
;. Conformity =~ mnotbemet Inthose rare cases where GAO has to qualifyits.
S e i SRR productscmﬁﬂdlscusswnofthewcmnstanceswreqmr d..The .
. Statements Be | - conformity statement, however, need not be qualified to'state the .~
Presented? . .+ - factthat cerain fielawork and reporting standards (such as those on
TR R ~ internal controls and compliance)were not applicable considering
' ~ the objectives of a particular assignment. - - :

. GAO should not undertake work. in which the g

When allapphcablestandards havebeen met, one of the follc_)wihg. o

- examples should be used in the OSM section: . . .

s “we°°nd“°tedQlll'reVleWmaccordancemth generally a;ccepied '
government auditing standards.” - T ,

oo

fgé’nerally. aécepted

“Ourrewew was performed in'accordance with
government auditing standards.” .

GAbproducts also must alert readers to those instances when, for
tests or procedures necessary to meet the
venotbeenperformed. - ‘

.. applicable stand

- /) PR -~ whatever reason, those
. o ‘ o

For example, when internal controls or compliance with laws and
I regulations was important to the issues being addressed but GAO did
AR not review them, the\‘coﬁfonnity-state‘ ment should be qualified and
the reasons.for not reviewing the.controls should be disclosed as
follows: I ‘ ) :

- o "GAO dldnotrevxewmtemalcontrols relating to the [describe
o control] which are discussed in chapter __ because [cite reason].
Except as noted above, GAO's work was conducted in accordance

with generally accepted government auditing standards" -

‘ _ , When a nonconformity statement may be necessary, the position -
# o ' - must be discussed with and approved by the division Assistant
# Comptroller General in consultation with the Assistant Comptrolier
' ‘ ‘ - General for Planning and Reporting before final processing.

—....Issué area directors are responsible for (1) ensuririg that policy
Ke_y ReSp on51b111t1es requirements and procedures prescribed in this chapter are followed
v - for GAO products resulting from their assignments and (2) | o
-~ ' ' - consulting with the Assistant Comptroller General for Policyonany
’\) A o o proposed deviations. | o o ‘
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 Related Materials

-;Chapter 4 o “Standards—Pohcy Smnmary
Chapter 6 0 “Planmng and Ma.nagmg Indmdual Assrgmnents—-Pohcy ‘

Summary

Chapter 6 1 "Imt.lanng Assrgnments »

F wahapter 6. z “The Job Design Phase.”

: Chapter 8 0, “Collectmg Evndence-Pohcy Summary

Chapter 10 0 “Methodology—Pohcy Summary

Other Publications ..anemmem.Andmn&S.tandards (the Yellow Book) (GAO/AFMD-
. o 411) e
mmmmmmmmmmceml
0P-412) L
Green Book) (GAO/AFMD+4.1.3).
_ SSC3! sinker jite (GAO/OP-414)
WWMM(GAO/OP-
~ 8.1.3). E
#  Using Statistical Sampling (GAO/PEMD-10.1.6).
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WA Vh aame :

Polict T Each GAO productshould nsure that the findings and conclusions
o ICY: .~ arewholly consistent with he evidence on which they are based and
S e are responsive to the assignment's objectives. The findings,

. Including the supporting evidence, and any conclusions should be

\plies with GAO's Basic )
ics of content, tone, and style.

1sions should provide a sound basis for any

Ara Findinge?  Findings are facts established by evidence developed in accordance
WhatAreFmdmgs‘? ~_ with GAO's standards to meet the assignment's objective(s). They

- . are the result of GAQ'’s investment of resources and the basis for
.. conclusions and, where warranted, for recommendations. Findings
- may be negative and point up situations requiring correction or they
" ‘may be positive and highlight programs, policies, and procedures
., _that work well and c,ould,be.eﬂ'ec.tively applied in other areas.

' In Seneral Policies/Procedures Manual, chapter 9.1, a
- finding includes one or more elements (condition, criteria, cause,

- and effect) depending on the question(s) being asked or the

- assignment objective(s). - . .

v e . - GAO usually relies on the written word to present its findings.
How Ar € Flndlngs Therefore, the product should include the amount of narrative
Pr esented - : Mc'essavytoaddressfuuy the assignment’s objectives and those

arrativelv? .. . elementsof the findings discussed. Discussion of any of these -
N‘ atlvely . .. elements must be accurate, objective, complete, concise, and
' ~convincing, - R S S

# ~ .. . . When using testimonial evidence as primary support of the finding,
' staff must attribute it to the source and should corroborate it before
using it. If the evidence is of key importance to the discussion and
for whatever reason the evidence has not been corroborated, the

- product should state why GAO did not corroborate it.

Condition In discussing condition, staff should. be careful to accurately

# ' , describe the situation. Staff should ensure that readers are not _
# [ o - .misled about what GAO found:and are not led to believe that. *= .
# e e ... - circumstances are different from'what was described. S
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Findings and CQllc:l,llliQ_nif_» ; P

" Criteria

WA

Cause -

Ik 3} 3

Effect

#* % R

Sampling Fmdmgs e

- weaknesses, see /
: (GAO/OP-4 14). -

When criteria are included as one of the elements, the product
should include a discussion of their source, the basis of GAO's

- selecting that source, and the reason why the mterw are
,applwable The dlscusswn also must focus on thecurrent *
o .-’apphcabmty of any criteria presented and t.heu- relevance to the -
_ asmgmnent obJective k - ,

cntena ina product. In these cases,

the dlscussxo must be persuasnve to convince a cold reader of their
e #dreasonableness This, requires. that the discussion show why the.new
" criteria are logical, reasonable, feaslble, and appropriate and

0 whet.her the affected agency agrees with them. If the agency

w1th GAO’s cntena., staff need to state why GAO still

consxders them to be appropnate o

: Cause is the reason somet.hmg happened or: dld not happen.: When

cause is mcluded in the dnscussxon, staff must pruent the evxdence

- aind the reasoning that constitutes the basis for stating that a
: partlcula.r factor caused somethmg to happen. If staff considered
- other potential causes but ruled them out, these would be pertinent
‘ to the dlscussnon ‘ :

o | & the cause(s) mcludes material mternal control weaknesses, staff -
, should dlscuss these and lmk them, as speclﬁcally as possxble to the,

AFMD-4 1. 3) If matenal mtemal control weaknesses are identified,
“staff also should disclose whether the agency included these
‘weaknesses in its report under the Federal Managers’ Financial

Integrity Act. For addmonal mformatlon on mternal control

Eﬁ'ect, or unpact, is the consequence of an action or mactnon A

..+ discussion of a finding generally requires sufficient demonstratxon of '
.. effect, or.asserting it, to ‘convince the. readers that correctxve actron

is needed Therefore, the product should

* be convincing that the consequence of a program, a policy, or an

action caused the eﬁ'ect,
not be carelessly or casually prOJected and

whenever possrble quantrfy the eﬁect in terms of dollars, time,
volume, semce, percentage, etc : ST

G GAO must be cautwus about presentmg fmdmgs derived from '

statistical analyses. GAO uses statistical samples to make

Page 12.9-2
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Findings and Con

Chnpter 12.9

s
A

Additional Suggestions -

.. than 95 percent is acceptable with the approval of both the drrector .
. .of planning.and reportmg and the appropnate‘te *hnical P
:representatrve B . ‘

LWhen staff us ;complex samples (t'or example,,
! .;:s,unwelghted results should'not be cited in the product as they may be
i nusleadmg and may cause:the reader to draw erroneous conclusions.

erse froj "whlch the sample was drawn,
Thus, when stahstlcal samples have been selected and statistical

. techniques apphed to make quanntanve compansons or estimates,
| "staﬂ' must present every zmportant sample statistic and resulting
L umverse estimate witha statement of the precision (samphng error)
"of that es
- instances, however, GAO may make one or two statements that

ke e

at the 95-percent confidence level. In some

EAARA S S

' “'encompass the precision‘of all estrmates appearmg in the secuon
...;, the chapter, or th

roduc

é conﬁdence level to glve readers :
' These statements should be :

however, a conﬁdence level of less

Addmonally, when random samples are taken at several locations

3+ and an overall estimate i is required, each location’s estimate should
i be welghted appropnately and presented as a werghted overall
g estlmate

To enhance the nan'atxve presentatlon of ﬁndmgs, staﬁ' usually -
should

G . use ShOl't. meamngful snde captlons to rdentlfy the subJect and, 1f
L possrble, the tenor. of the ﬁndmg, i _

4» summanze t.he pomt of each ﬁndmg at the beginning of each

section or chapter to give readers a qmck synopsxs of the finding

.‘aplaced in perspectxve, CE

o ‘ “limit: presentatrons to the mformatron needed to adequately
- support or explam the pomts 4 ‘

| avoxd a dlsagreeable tone sarcasm and ridicule;

Page 12.9.3
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" Chapter 12.9

Findings and Conclndonl » :

. roundoﬂ'allesmnatesoflo' S
o appropnate and

use quahfymg words sparmgly and generally not at the beginning

of a sentence, .

 use the acnve rather than the passxve voxce, |

o ;use'examplas to help{demonstrate points;

+ use parallel structure to it 8 seres of items;
: usesunple,nontecluucalandclearlanguage,

o explam t.he _basxs_ for mm and pro,lecnons umque to the
’partlcular ﬁndmg

‘ savmgs, and other items, when:

present agency and other affected. parties’ comments on GAO’s

o ‘;ﬁndmgs, as well as GAO's evaluation of them. (See ch. 12. 11.)

~ How Are Findings
Presented Visually? -

‘GAO uses’ wsual matenal—cha.rts tables, illustrations, maps, and
photographs=to present findings more clearly, concisely, and -

- forcefully than detailed narrative descriptions. Visuals may
~supplement or emphasize the material presented or may be used in
heu of a lengthy dlscussxon of the facts.

P -In detemumng the type ot‘ vlsual to include, staff should consider the
~ overall message that readers should receive from the visual and then

select the type that best conveys that message. Care should be
exercised, however, to ensure that the visual message is not
mzsleadmg or does not mwrepw'esent the fi ndmgs

The type of visual selected may contribute to or detract from the
message to be conveyed. For example, charts generally are more -
effective than tablesin cormmunicating a message, while tables are

| more eﬁ‘ectxve in presentmg data. For additional information, see

(GAO/PEMD—IO 1.11).

Charts make a stronger unpact on audiences, aid i in memory
retention, increase audience acceptance of the message, and provide
a visual relief from the pages of narrative. They also are effective in
showing the whole picture, revealing patterns, showing '

‘comparisons, and presentmg mformatlon in a small space.

Specxﬁcally

Page12.9-4
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Clupter 12.9 IO T :
'Flndlnas and Conclullons oy

O

e "’.S’mgIe bar charts are best forshowmg actual quantmes and ‘
BESTRI S comparmg items 'with one other.: They may also be used toshowa
e frequency’ dlstnbutIon of one vanable :

ik

B e Cluster bar charts best compare one item with several items and .
~canb arranged dependmg on the message R

- show the. )mponents that make up t.he whole  ~
of limited use if more than two stacks are’ used St
do:not have a common: baselme :

‘,eh as proportlons ofa budget
ulation, an d a.lways add 10100 percent.

* Line charts show frequency, trends or time senes, such as

" increases-or ‘decreases in number of parttcrpants ‘over a. glven SR

.numberofmonths oryears i N SR . U

] entbyusmgthelnsta.ntChart'and O
i TextFrame software developed by the Office of Information
Management and Communications (OIMC) These software

S packages: automaucally produce the vrsuals in the approved GAO
: style

: *"m-Other t,ypes of visuals used to present the results of GAO’s
assxgnments mclude o

e Nlustrations, mcludmg flow charts that show processes such as
. the administrative flow of paperwork

SR Qe Maps t.hat show states or regxons affected by a program or ‘
# PR T inchided in the reviéw. These can be automatlcally generated usmg :
L ' . ‘ OIMC's U S. Map soﬁ:ware ,

. Photographs that show the actual condltxon descnbed in the
narrative. _ .

Tables may be used to show the detarls of the mformauon bemg
: presented and be mcluded either in the body of the product and/or
as an appendix. When mcludmg tables in the body, they should be
fairly simple and should present information in a standardized
. format that uses table titles to contribute to the overall message.
Tables should generally be included as appendixes. However, if the
T FE R mformatxon provrdes the necessary support for the ﬁndmg, it should
&) ' o ' _ be presented in the body of the. product.
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Clupter 12 9 :
Flndlm and Conclusions -

- What Are. .
| Conclusmns"

When staﬂ' use any vrsual materials from agencies or other outside
~sources in GAO's products, the sources should be captioned below
-the visual materials or tables. Visuals and tables generated on the
basl.s of GAO data should not be attnbuted to GAO

Conclusxons are GAO’s assessment of the facts disclosed by its work

and of the lmphcanons that ﬂow from them. They must be clearly

based on GAO'’s fmdmgs and must represent a sound assessment of j

" their significance. Therefore, conclusions 1 must be logical and
‘convincing and must be based on a preponderance of evidence

presented in the body of the product. They also should establish the :

necessary tramework for : any recommendations to be presented

‘How Should
Conclusions Be
Presented?

' GAO prefers to present. conclusxons as soonas practical following
--thie factual presentations:. Generally, ‘conclusions should be
presented in separate sections after each finding. When the findings
are interrelated, however, they may be presented collectively as a

' , separate chapter In any event, the. conclusxons should

be_;clearly labeled and.stated. as ‘such rather than unplled

logncally flow from the evidence in the findings and provide a
transition from the evidence to any recommendatlons that follow
(see ch. 12.10),

be based on evidence in the ﬁndmgs and not introduce new .
ev1dence, : P

provrde a reasonable Judgment about the significance of GAO's -
ﬁndmgs and not merely reiterate the ﬁndmgs in the product, and

stress the need for future unprovements rather than dwellmg on.
‘past deﬁclencles e o ,

Key Responsibilities

Evaluators-m-cha‘mev are responsible for ensuring that GAO
- develops and presents convincing findings and conclusrons that are

L supported by ev1dence meetmg GAO’s standards.

Asststant dzrectors issue area dzrectms and regional mnagers
are responsible for ensuring the reasonableness, the supportability,
and the applicability of findings and conclusxons before the product
is released externally. /
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Software |

‘ Clupter 12.9 ,
Findings and Concluslons ‘

.

' and Accomphshment Report:mg—-Pohcy Summa.ry
: Chapter 10 0 “Methodology—Pohcy Summary |

Other Publications

| _ Chapter 6.0, “Plannmg and Managmg Indmdual Assrgnments—-Pohcy S
: Summary

: Chapter 8.0, “Collectmg Ewdence—Pohcy Summary

Chapter 9.0, “Findmgs, Conclusxons, Recommendanons Followup,

0P4.1.2)."

Ma;_em,ls (GAO/OIMC-IZ 9.1), Pubhstung and Commumcatlons
Center (PCC), OIMC.

_lsua.LQQmmumgan.Qn_&andm PCC, OIMC.

'Qr.anhms_erkshgn.l’hat_mum Training Institute.

 InstantChart, OIMC

TextFrame, OIMC.

U.S. Map, OIMC. .
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, bnapt.er 12.10

| Recommendatlons

“GAO's policy istor nd che :
evi ,ence clearly“mdncatee that ¢ certam actions are needed to bnng
about unprovements or correct: deﬁcxencles and (2) such n ns-

P v Y% T

, ‘ rmmat.lon of what responsxble
What Are ' offic 1a1s should do to. co;rect identified deficiencies or to enhance
Recommendatlons‘ program ‘effectiveness. - Reconunendatlons constxtute GAO's

r : f cons;dered.opuuon ona sxtuatxon and reflect its Judgment wi
Or Matters f commendanons aim to achieve.a greate
is of the ﬁndmgs developed and.

mend : '“-, When more than one action zsposszble
GAO should present the altematwes with their advantages and

dzsadv;

or comrmtbee reports ‘be cha.nged Before GAO may recommend

such a change, however, the data must be clearly convincing, the
o _situation must be coordmated thn the Office of Congresslonal
Re ati ns (OC’ ), and prior '

i

B

coné,lderatmn may mclude ihe results of GAO’ 'S analysis of the
advantages and disadvantages of a specxﬁc course of actxon or
alternative courses of actmn
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Chapter 12.10
Recommendations

¥ To Whom Should

# Recommendatlons -

Be Made"

The Congress

Congressmnal e
Comrmttees

GAO’s

R ercumstances may warrant makmg reconunenda.hons to: L
- particular committee or' asu mmittee rather than to t.he Congress
- as-awhole: For ‘eXample, vhen a committee or asul
‘requests GAO to'develop leglslatwe recommendations;

GAO addresses its recommendations to those officials authorized to
act on the information provided. Depending on the focus, GAO

‘work mdlcates congrwsnonal action is reqmred or dwrable ,

Recommendatnons to and matters for consxderanon by the Congress
- should be hxghhghted in nonbasic letters transimittirig' ‘copies of the"
A Vproduct to the congressxonal comxmttees havmg Junsdlcnon over the '
o mattersdxscussed (Seech 12"6;) D e W

e be addressed to the comnut'tee or subcomxmttee chaxr

-Executlve Branch
Ofﬁcxals R

. ‘When execunve branch actions are requu'ed to unprove operatlons
- - OF COrrect deﬁcxencles, the recommendations generally should be -
" made to the' head of the department, agency, or bureau that has
o lmmedxate respomnblhty for the actlvmes involved andisin the best
“ posmon to take actlon o ‘

For example, a recommendatlon that the Secretary of the Army
. comply with the Department’s regulatlons for providing essential

services to its cmhan employees stationed in foreign countries

" ishould be made to the Secretary ofthe Army and not to the

s ’Secretary of Defense

= ‘:’Nonbasxc letters to an agency head should point out the -
’ requxrements fora'31'U.S.C. 720 response (see ch. 12.6) and should
" not restate the recommendatnons o

o Recommendauons callmg for actlon by an Inspector General (IG)
“should be addressed directly to the IG and not to an agency head to

E remforce the coricept of IG independence. GAO should ask the IG

' for a'response to its recommendations, but GAO may not cite
'31 U S C 720 reqmrements as they do not apply in this situation.

Page 12.10-2
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: ,_Reco‘mmendntlons.

D
- .
AN

+ Have?- o

# recommendatwns that. are actum onented -convincing, and well-
# -Supported and promde impetus ‘for agency zmplementatwn of the
# . proposed actions. To be consrdered actlon-onented »
# _ recommendations’ should be b /
# * Properly dzrected Recommendatrons should be du'ected t.o those ‘
# e authonzedtoactonthem L A
# - e e Clearly zdentmed Readers should have no doubt that GAO made
# . recommendations. Recommendatnons should be clearly labeled as

# B such not obscured by the text. R e :
# o . e i e Speczﬁ.c Recommendatlons should specn'y just what action
# R NIRRT T shouldbetaken =

o . Conmncmg Recommendatlons should be well-supported by the

- # A : facts and should ﬂow logically from them.

# o . Szgmfwant 'I‘he findings and the recommendatrons must
# .__clearly demonstrate that acting on the recommendatxons will

ndations may have to be addressed to the

.be] brought to.the Comptroller. General'’s attention at the biweekly
g The reports and the nonbasic transmittal

! ' . by federal agencies but could be handled by -
state or local govemm nt entities. In such cases, GAO makes
recommendatrons 10, the nonfederal, .governmental entities: Before

Entities

o letters should be prepared for the Comptroller General's sngnature h

lughhghtxssuestlmtcannotbe b

L Pr _ they are vital to resolving significant
_ natxonal and/or mtematlonal issues; ‘Such recommendations should

drafts ‘are released for comment, they should be discussed withthe -

# o ; S B Compt.roller General dunng the bxweekly Reports Revxew Meetmg
| The transrmttal letters should ask for a response but should not c1t.e
31US.C. 720 since it does not apply - :

,‘u

’ o saving tax dollars, and providing better service to the public. As
# Cha_ractenstlcs : such, GAO must try to present recommendations that will prompt
# ShOll.l e - . the agency. orthe Congress to act on‘thém. The manner in which -
recommendatxons are presented greatly contnbutes to successful
# Recommendatlons tmplementatlon. 8 »

# Actlon-Oriented ) To be effectlve GAO products should contam qualzty

Page 12,103 =~ -, Communicntions Manual .. . " June 1993
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Chapter 12.10

Recommendations

Eff'ect:lve

* %

Other Suggestions

o improve operatlons, safeguard assets, or bnng the agency into
: comphance w1th laws and regulatlons. ,

e Posztwe in tone and oontent Posxtlve, constructive statements
e are more hkely to get actlon than negatwe ones, v

| - To be eﬁ'ectlve, mommendatwns must identify action that wdl
. correct identified problems oroause szgmfioam zmprwements
‘Effectwe recommendatrons ‘jj e
. deal wrth the underlymg cause(s), ,

e - are feasxble,

are cost-’eﬁ'ecthe;‘ and -

consider alternatives, when necessary

 Staff carefully should choose the words used to express the L
= reconunendatxon and should SRS ) ‘

o ‘..' ;xuse the words “We recommend " so that the reader wﬂl have no - |

Appropriate Placement |

- .doubt that. GAO:is: makmg a formal recommendatlon, PR

state the ratnona.le for recommendmg one a]tematxve over other
possxble solutions;

glve the pros and cons of altematlve solutions if the ev1dence does ‘

not: show that one is clearly better;. and

‘- avoxd expressnons such as lmmedxately," “without delay,” and “as

soon as possxble

1Ideally, recommendatxons should follow the dxscussxons of specxﬁc
- findings and conclusions and should serve as the climaxto a
- thorough, logical, and.convincing case for making needed ’
.. improvements or corrections.: But when numerous

recommendations are being made or findings are cumulative and
leadtoa broader solution, recommendations may be presentedin a
separate section or chapter. In these situations, brief summary
statements generally should precede the recommendations so that -
they will be clearly understood.
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Chapter 12.10: T TR
Becommendltlom DR B T

=::Because GA@ recommendatxons can sxgmﬁcantly aﬂ'ect government
Ee "'operations, staff should' consxderJ thexr full implications before o
finalizing the product. Several key issues require special

n What Aré
# the Special

9 *consrderatlon before malong recofimendations. The General
COﬂSlderathl'lS : J; (QEBM) Page 9.1-7, provides details on
# o P these issues, wluch are as follows v o

; leglslatlve recommendatnons, Sk

e 'hlgher funding levels: and P rltxes,

offsettmg costs

ual tax data,
- Cptaiching, 1

. dlscxplmary a°“°“s o
e ad]ustments to contract pnces, and

o e"apphcablllty to mtemal GAO operatlons

- Also, QEEM chapter 9 1 appendxx 1, mcludes very specrﬁc

| Q
h <
2 ¥

| y
-1 # ~ . requirements to be met before staff may recommend use of tax data
# by agencnes other than the Internal Revenue Service. :
Leglslamve R e »».,Recommendatxons that provxde for exther modifying exxstmg or

Recommendations ' ~ Proposing new legislation should specify what changes GAO believes -
SoURLT o swii e arenecessary.and should generally be accompanied by proposed
-~ legislative language. : By being specific, the recommendations should
be better accepted and more promptly acted upon. Specific
.. language:also aids in followmg up on actxons taken on the
AR recommendatxon :

As soon as it is apparent that ev1dence warrants a legislative :
- recommendation, staff should consult with the Ofﬁce of the General
" Counsel (OGC), OCR, and staff of the cognizant' congressronal '
- comrmttees to help 1dent1fy potentxal controversy, sensitivity, and
, ' "comnuttee actron planned or under way. Staff should include an -
' OGC representatxve m any meetmgs thh congressxonal staff ’

In concert wrth OGC staff should declde whether specxﬁc leglslat.we
. language should be drafted a.fter consndenng

9
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Chapter 12.10
Recommendations . :

°. how complex the legrslatwe changes would be and how much _
_ tlme would be requlred for prepanng draft language, '

whether or not the obJectlves could be reached in more than one |

- way,

Whether or not a‘c'o‘mplete leglslatlve package vyould have to
addras issues beyond the scope: ‘of the GAO rev1ew, '

what the. astabhshed or: pendmg positions of the relevant

' congrwsnonal committees are,

how hkely it is that recommended legxslatxon will be enacted (a
factor only when substantial draftmg ‘effort is required), and

whether or not the committees will welcome language provrded
by GAO. » :

: Disagreementsfbetween'G‘AO divisions and OGC should be resolved

by the Assistant Comptroller General for Planning and Reporting.

_,Legislatiye.:language}should,be»inclu’ded in the recommendation - - i ' )

section of the body of the product. If the language is extensive or

. .complicated, then it may be mcluded in an appendrx with referencas

: in the body

o If OGC cannot prepare specrﬁc language in time for mclusxon in the

product, staff should include a statement in the executive summary "
- and body of the product that language is being prepared and will be .. -

furnished to the committees later. Staff should consult with OCR to

_ deterrmne how to commumcate the language to the comnuttees

o Ifspecxﬁc language is not prepared staff should document the

reasons in a short memorandum in the final product review package

sent to OGC.

What Happens
to GAO
Recommend’ations?_ |

'31US.C. 720 requires: agencxes to submit written statements to the

House and Senate Appropriations Committees, the House Committee

- on Government Operations, and the Senate Committee on

Governmental Affairs explammg actions taken or planned in
response to GAO recommendations made to agency heads. Office of
Management and Budget (OMB) Circular No. A-50 requires that
similar statements be provided to the Director, OMB, with copies k
sent to GAO. GAO’s copies are forwarded to the head of the \)
appropriate division for use in followup activity. '

Page 12.10-6
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Chapter 12.10

" Recommendations

Reconunendauon followup is a continuous process focused on

' encouraging implementation. But at least twice a year—in the spring
and the fall-GAO determines the status of actions taken on its open

recommendations. ‘It reports the results of the fall followup to the :
Congress in the Comptroller General’s annual report on the Status of

- Open Recommendations. (See GPPM, ch. 9.2, for information on the

followup procedures and ch. 12 21 of thrs manual for mfomlanon on
the annual report. ) R ‘

-Key Respon’sib

tleS

.

Signers of GAO products are responsrble for ensunng t.hat
recommendauons are developed and are cormnumcated m v

X accordance w1th tlus chapter

Issue area dzrectors are responsrble for developing, coordmatmg,
and communicating clear and convincing recommendations that

' loglcally ﬂow from the ewdence presented in the product.

Each issue area dxrector is responsnble for ensuring that OGC o
reviews the draft product and approves the wording of the legislative

: reconunendauons

i - . X :

Related Materials

 General Policies/

‘oced Man

Other Publications

Chapter 9.0, “Fmdmgs, Conclusrons Recommendations, Followup,

and Accompllshmem Report.mg—Pollcy Summa.ry

Chapter 9.1, “Procedures for Developing F‘mdmgs Conclusxons
Recommendatlons and Matters for Congressronal Consideration.”

Chapter 9.2, “Proceduree for Recommendatxon Followup.

 How to Get Action on Audit Recommendations (GAG/OP-9.2.1).
£ n |
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' Chapter 12. 11

Obtalned‘7

#
#
#.

Exit Conferences

Agency“"Comments

“The govemment audmng standards"reqmre that the views of

| I rwponsnbleomclals be sought on audit results. Therefore, GAO will,

es and other directly affected
vance comments, preferably in
i GAO products

' usefulness;o’ kt.he final: product to’ i'eaders by ensunng accuracy and
provide addmonal assurances that GAO is being as objective as

.. possible.Obtaining the views of agency officials also helps GAO -
_ meet the govemment udmng standards

Sig ments zssue area dzrectors or regional managers

- ’mu‘st hold eant conferences tth.agency officials at levels

suffwzently high in the organwa.twn to proimole assurance on the
correctness of information covered in GAO products. In addition, it
.is GAQ'’s policy to obtain written ‘omments on draft products when
_the issues are. very sensmve or controversxal significant
djsagreements exist, or the ofﬁcxa.ls cannot speak for the agency. -

| ‘Issue area du'ectors should dlscuss GAO’s policy of obtammg agency o
comments and the beneﬂts of domg so with requesters. The issue’
.. .area directors;should explain: that these discussions with agency

officials, such as exit. conferences, are considered an integral part of -

- the fieldwork necessary to assess the accuracy of GAO's findings.
L Addmonally, issue area directors should explam GAO’s policy when
- written comments are. deemed essential.

It requesters strongly object to obtaining written agency comments,

issue area directors should discuss this matter with division .
management and as appropnaue raise the matter with the

Comptroller General. While GAO will generally honor requesters’
‘wishes, such decisions depend. on the. assignment significance,
controversial aspects, and general xmpressxon obta.lned during the

- exit conferences.

GAO's policy is to discuss the prelmunary results and unphcatxons of
its work at successwely mgher levels within affected organizations -
throughout 3551gnments These discussions help ensure that GAO'

Pagel2.111 .
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" Chapter 12.11
Agency Comments

-evidence is accurate and complete. They also provxde msxghts that -
help GAO formulate appropriate conclusions and recommendations

‘and can reduce the time mvolved in obtammg and evaluanng wntten ,
) agency comments , e

. Exrt conferences should be_held w1th top officials of all agencxes or

- headquarters) where GAO performed -
t. amounts of work. To make exit conferences as R
¢ as ‘possible, GAO managers responsible for the work

(issue area directors, regional managers, and ‘assistant’ dlrectors)
shoddagreeonthennung,lssuestobedlscussed and the o

‘participants: They'should einphasize the importance of havmg the

right agency oﬁclals attend the conference, v
. behalf of the: agency'as well’ as those that can. take correctxve acuon a

*on GAO s recommendatlons E _ _ e ;

5 To help ensure that exit conferences meet GAO’s obJectxves, staff
.- should consider: giving agericy officials a statement of facts, a work

summary, or similar material describing the results of GAO's work in

sufficient detiil to'be helpful to the agencies. Staff should limit these |
" materials and dxscussxons to the orgamzatxons areas of :
' responslblhty IR

:Whlle conductmg ex1t conferences, issue area directors or regional
f-'managers, or thelr desxgnees, should do the following:

Seek agency agreement on the facts and obtain a clear

- understandmg of any dlsagreement on them.

' "Obtam agency views on ldentlﬁed problems and the implications
: ‘that ﬂow from them RRRIE

Explore opttons to resolve concerns dlsclosed by GAO’s reviews.
These options also will help GAO develop recommendatlons

‘Give agency ofﬁcxals an opportumty to provxde any addmonal
, -»mformatron, factual material, or explanatxons that they believe are
e 'perunent to the xssues bemg reported .

Determme whether the agency partlclpants comments constitute

" the official agency views. 'I'lus may become an important factor i in

decldmg whether wntten comments will be necessary

* Notify agency ofﬁcxals when GAO decldes not to obtain written
o comments on the draft ‘

Page 12.11-2
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" Chapter 12.11

Agency Comments

,@When GAO beli ‘vesvthate:dtﬁ;conferehce results sufficiently -

, v1ews, issue area drrectors, in consultatlon thh

- Vthe prod ) 'reﬂectmg thefcomments provrded at the exit. conference.
‘In addmon, GAO'’s final product will include the date of the
e conference, the trtles ofrthe top attendmg agency oﬁcrals and a

, .do nt fully. reszdtsofmzconferencesforthe
,,persandmcludecopwsmmemasterproductfolders Ifno

wntten comments will be requested, staff should include copies of

. the-exit. conference documentatxon in sxgnature packages

o Ttus documentatlon should state

the names and posmons of the persons attendmg the conferences

L and whether their conunents represent the official agency position;

. . the 1ssues dxscussed mcludmg facts and potentxal conclusxons or.

R solutlons,

* any addmonal mformatlon provrded by the agencies to support or

refute GAO positions: (GAO should verify the disputed facts and
o drsclose the crrcumstances in the ﬁnal products),

k' agreements reached

areas of dlsagreement and an explanatlon of the agencies’ ratlonale

; -and
v ‘Pmpésw»assncy,acﬁﬁons, S

For very important or sensittve matters, GAO should consider having ’

its documentation of the exit conference revrewed by agency

5 ofﬁcxa.ls and uutxaled asto accuracy

.
. #

#

#

e

H .

#

#
. |
#

Documentation . .
—

When Are Written'
Comments Needed?

_ Obtaining written comments on draft pmducts is especwuy |

zmportant when the issues involved are very sensitive or

~ controversial or when pmducts include recommendations Jor

action by agency heads or the Congress that are pa'rtwularly wide-

| ‘rangmg
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Chapter 12.11
- Agency Comments

-~

On congressional request assignments, GAO advises requesters when

it believes the circumstances warrant written comments and seeks
~agreement on specific approaches to be followed. Staff should not
avoid obtaining written comments by suggesting to the requesters

that the products will be delayed if comments are sought. Obtaining

written comments should be determined on the merits of the

situation rather thanany additional time it may take to get the

commentsand addressthem. -~ . |

~ - .«When the issue area director decides that it is reasonable to issue
~ . products without getting written comments, the cognizant Assistant
Comptroller General should be notified of the decision. Examples of
conditions under which an issue area director may determine that
. getting written comments will not appreciably enhance the product
- and may not be necessary include the following:

‘¢ During the exit conference, responsible agency officials agreed
with the facts as developed by GAO and indicated that their
' comments at the exit conference constitute the official agency
_ position.

* For less sensitive or controversial reports or those that do not ‘ ‘.:)
. .include a particularly wide-ranging recommendation, the issue area
-directors may determine that the exit conferences provided
reasonable assurance as to the agencies’ position. )

I, due to urgency or other reasons, the requesters ask GAO to issue

* ~ aproduct without obtaining written comments, GAO generally
honors such requests. In such cases, however, the issue area
directors must be satisfied that GAO has taken the necessary steps,
including holding exit conferences with responsible officials, to
ensure that _ Co

. GAO's report is factually correct and objectively presented and

¢ any conclusions or recommendations are appropriate under the

_ circumstances.

_ Before draft reports are released for external review and comment,
When Are Dr afts issue area directors are responsible for ensuring that
Ready for Agency - Lo o

© e the drafts have been referenced in accordance with the -

| Comments' : - “Referencing” section of chapter ;2Tl3; L
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Chapter 12.11
Agency Comments

les in lltlgauon, mterpretatxons
'requirements, 'and legal conclusxons based on facts dxsclosed
t.hrough GAO’s work '

- draﬁs to be provxded to: aﬂ‘ected persons or organizations

crd the federal government generally do:not contain cnnclsrns
Jconclusxonsrabout agency actions that could seriously: lnterfere"wnh

ageney initiatives or. mformatlon that could hamper legal

.; :jextemal oples mclude ongmal Draft Report Cover Sheets (GAO
- . Form 515).(see p.- 12 47 for sample) and each page is stamped
“draft". and e

|

e classxﬁed sensmve or restncted reports are transmxtted m
SRR _accordance w1t.h chapter 12 15 '

# T Ll GAO sends agencxes and other dn'ect.ly a.ffected part.xes dlscussed in
) i e products copies (or: pomons thereof) of drafts for comment.
. Additionally; GAO, if requested also may agree to send copies of
“iy oo drafts to requesters -when they are sent to the agencies for comment.
-+ . ...Insome instances, : ‘GAQ may decide to send copies of drafts to
’ leglslatwe sister agencies if this. would .enhance the level of
coordmatxon between the agencxes '

On congressnonal assxgnments requested by multxple requesters,
GAO must provide drafts to all requesters at the same time if copies
.- are glven t.o any one requester GAO should make the dlst.nbutmn
Draft reports prepared for extemal review must be accompamed by
< transmittal letters signed by issue area directors responsible for the
work Draﬁ report recipients are.advised that these reports are not
B : . v final and are subject to change. Accordingly, recipients are
.\Q , e e s e cautloned to avoxd releasmg the drafts prematurely

~.
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Agency Comments

~

* 3¢ I}

| h How Should

Comments: Be :

Included in
Products?

DT T S T

. While the law. pernutsu;‘f to 30’calenda.r days to obtam agency

ea directors should consider shorter time frames
sible. In fac the‘_exit conferences are successful, both -
aﬂ'ected -ag ncies:will be aware of the areas of -

: dlsagreement and/or sensluwty and a full 30 days should not be
- necessary-t0.develop agencies’ responses. By allowing fewer than 30

5, GAO generall is able to obtain the comments and still meet

In rare xmtances, extensxons may be granted beyond the 30 days if
 division management deci

‘ensurethat

» When agencles or dxrectly aﬂ'ected partxes provide comments thhm
- :the requested time frames; GAO should evaluate the comments and
“i.+ incorporate themin final products as: qmckly as possible. Prompt

~+ action‘also.helps‘ensuré: curren’” o :

f”the products

_Staff should verify any addltlonal mfonnatlon provided dunng the ' >
. 7-exit.conferences: or: in conjunction’ thh written comments or data -

.challenged by the: agencles that' matenally affects the products. In

- . those rare cases where time did- not: permzt this verification, the
fact that GAO dui not venfy the data must be stated ‘

| GAO e.zpects that its pmducts accumtely portray mt conference :

Tesults and the content of agency comments. Issue area directors

-+ should (1) disclose the key areas discussed, (2) disclose whether the.
i agencies agreed w1th the facts’ and/or possible solutions, and (3) not
. overly generalize agency positions: In addition, the titles of the key
. persons with whom GAO met should be identified to provide readers
» with an appreclatlon of how much rehance may be placed on agency
ta conunents gk .

Ini mcorporatmg agency comments lssue area directors should

. GAO evaluatnon does not misstate or distort the comments by
takmg sentences or phrases out of context,

. the products specxfy t.he conclusxons and recommendatlons to

wluch agencxes agreed or dlsagreed

the products do not ignore: or skip comments because they are _ ‘Q :

particularly difficult to address, and
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Agency Comments *

I

e

L o R

4

. .maybe'inclid

' comments are attnbuted to appropnate level agency ofﬁclals

Ca.re must be taken when generahzmg agency acceptance or
dlsagreement with GAO's findings, concluslons, or

- recommendatiornis. ‘Staff should not mislead readers into belxevmg
2o that agencles agreed'with efitire products when, in fact, they might -
2t havedi ‘
o the proposed recommendauons

d'with ‘somie of the mformatlon or nught not have seen

L {-Staff need not"mclude coples of 1 mmor techrucal or: edntonal o

niments are’ ‘part of the substantxve comments they

i _ o explanatton of their djsposmon is
“‘necessary. Appropnat.e changes, however, should be made to the
products : _

: prartxes other than: those requested to prowde comments do,

fact, provide them, staff shotild consider the comments, but copxes

; generally do not appea.r m the i "ducts

o :.,In addressmg agency comments, staff should not use the term -
.. *official™ to- dlstmgulsh between ordl and written comments. GAO
oo constders:both oral and written comments to be official when
' agency oﬂ'wwls wzth whom GAO meets speak on behalf of the

agencies.

3 Dependmg on whether GAOis lssumg chapter or letter reports staff
. need to: mcorporate agency comments in one or more places in
S products TR :

’ Wlule many vanatxons exxst, the sxtuatlon regarding agency
comments is’ usually one of the followmg

GAO s exit conference has been sufﬁcxent and no written -

o cormnents w111 be requested

VGAO has detemuned that wntten comments should be obtained,
- and the agency either has not provided them on time or has not
responded and GAO then needs to summanze the exit conference
. results. L . :

. .GAO has determined that written comments should be obtained.

In those rare cases where GAO is not successful in convincing the
requester of the desirability of written comments, GAO will, with
approval of management, respect the requester’s wishes, but this -

" must. now be disclosedin the report.
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Chapter 12.11 -
Agency Comments

o

- Executive Summaries ,

ObJecnves, Scope, and

Methodology Sectlons

Report ,‘Bodyﬁ. .

~ Appendix I provides suggested language for i mcorporatmg agency

comments in the executive summary and the ob;echves, scope, and

e methodology sectlons of products

| Executwe summanes should mclude Agency Comments” sections
; t.hat summarize agency: Ppositions on GAO's products. They should

dxsclose the extent of agency agreement with ﬁndmgs conclusnons,

* and recommendations:: (See ch.. 12 7)

‘These sectlons should name: the orgmuzahons from whxch GAO ,
. requested and received comments and should discuss which aspects
-, .of the work such comments cover. If written comments were _
... provided on the drafts, ‘the sections should disclose that ofﬁcna]s

-commented on tentative ﬁndmgs, conclusxons, and :

reconunendatlons

. 'Agencxes or. dlrectly at‘fected ‘parties’ concurrence in products
i ,messages help support the products’ validity and can indicate
. -progress in resolving identified problems. In these instances, GAO's

evaluations of the comments need not be discussed extensively and

- -may be mcorporated directly in the.body of the text without side o v ‘)

captions.. The evaluations:should recognize the concurrence and

-identify how the corrective actions ‘planned or in progress will
-satisfy the recommendations and whether GAO evaluated the

adequacy of the act.lons

If GAO,«obtained, .W,tittenrconunents on t.he drafts and these v
~comments generally disagreed with GAO’s position, more extensive

discussion is necessary. Toaddress these comments, the products

may include separate sections captioned “Agency Comments and
.-+ Our Evaluation.”When GAO obtains similar comments from directly
-~ affected parnes, the sect|ons should be txtled “Comments and Our

Evaluatlon

‘ ‘-'I'hese sectlons summanze the substance of the comments, and

GAO's response and should appear as close as practical to the

- particular discussions to which they relate, generally after the
chapters’ conclusions and recommendations. On occasion,
- comments and GAO’s evaluation may be presented at the end of the

reports in sepa.rate chapters if this would be of most use to readers.

~ The following guldelmes should be kept in mmd in addressmg the

comments

Cntlcal comments must be effectlvely rebutted, or GAO’s position \)
must be presented more persuasively; that is, the same position - -

Page 12.11-8 :
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' Chapter 12.11 aER
Agency Comments . = .o s B

,,,,,

possnble

Appendix : Entire copies of agency comments may be included as an appendix

' , to the report if the issue area director determines that the comments

. ‘are responsive to the i issues at hand. (See ch. 12.12. )
3 E If comments are not received wrttun the time allowed (mcludmg any

HQW Sho‘-ﬂd . authorized extension) and presenting and evaluating the comments
Late Co‘mments would delay product issuance without significantly improving
B e Ha.n dle d? accuracy, the products should move promptly to final processing.

gl should not be restated-but should be phrased dxfferently, and factual
¥ asupport to convmce readers should be prov1ded '

e A dnspassxonate explanatory tone-not argumentatlve and/or
t-,»sarcastlc-ls most convmcing and should be mamtamed

When an agency presents persuasnve arguments that vahdly refute

Cent nrthe draft’or aspects of it; GAO should modify its position and may
= want to:consider: dropprng the. portxon in question. GAO should
explam in the final product the extent of rev:sxon based on the new

.. Opposition to the issuance of a report ‘will be considered, but
GAOQ’s decision must be made in light of its basic: reporting -~ .
responsibilities. Strong opposition to the release of a report should
be brought to the attention of the ACG/P&R and the Comptroller
. General's bxweekly Reports Revxew Group before the product is SHIEHE
) completed , Ot AR B 15 SA

o When key fa’i:ts and'Srgrlrﬁcant new lnformatron are provided; the =
preferred treatment is to interweave them throughout the applicable
. sections of the report to ensure as current and accurate a report as

The final reports should reflect this decxsxon

~ If the comments are recelved late but before the final products have Y
‘been issued, the issue area directors should evaluate their effect on
the message. If the comments strongly disagree with the facts or
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' GAO Form

" Chapter 12.11

Agency Comments

posmons taken by GAO and/or will sxgmﬁcantly improve product
utility or accuracy they should be mcorporated as expedmously as

posmble

' When comments are recelved after the reports have been issued, the
‘issue area directors should consider what further action is needed.
: In.some cases, it will be appropriate to'prepare supplemental reports

to.address the comments. -If GAO does not issue supplemental

products the requesters should be prowded copies of the comments.

*l

Key Responsibilities

Issue area d'mectors or regwnal manaym are responslble for
ensurmg that the views of agency ofﬁclals and other affected parties
are fully co' 1sidered before lssmng products Issue area directors or

 regional managers should ensure that agency heads are riotified

before holding ‘exit conferences and that appropriate persons attend

- the conferences: Issue area dlrectors, regional managers, or
. members of the xssue area teams should attend all exxt conferences.

Related , Matena.ls

Progegms Manual

.y Chapter 14. l Agency Relatnons-Executlve Agencnes and Other

Govemmental Entities.”

. 515, Draft Report Cover Sheet.

Page 12.11-10
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 written comments

GAO obtamed

=

Requester preferred

no written comments

o With substantial

' agreementat
exit conference

e With differences
of opinion =
regarding the
facts at the -

~ exit conference

‘ Chapter 12.11

Agency Comments

i ;“,The ,Departmen_ ‘of

GAO obtainedadequate -
- comments at an exit
conference and decided
ot to request written
'comments :

i provxded wntten
comments on a draft of this report These comments are presented
and evaluated in chapters —and _ [and are repnnted in .
appendlx | A

“GAO in an exit conference attended by responsxble ofﬁcxals‘ of
the Department of' __, discussed preliminary
findings (and conclusions and recommendatlons if they were -
discussed) in this report. Their comments are presented and
evaluated in chapters ___and__._."

“We dlscussed the results of our work (speclfy whether facts

. potential conclusions and solutlons, or any combination was
discussed) with responsnble agency officials* and have incorporated
their comments where appropriate. These officials generally agreed
with our (specify what was agreed with, such as ﬁndmgs and
conclusmns) ,

“We dxscussed our preh.mma.ry work results (spec1fy what was

~ discussed) with responsible agency officials* and have included
their comments where appropriate. These officials did not fully -
agree with our positions, as discussed in chapters ____and :
(Explain how GAO responded to the disagreement.) In accordance
with the requester’s wishes, we drd not obtam written comments
onadraftofthls report.” S

Page 12.11:11
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Chapter 12.11
Agency Comments

GAOrequested
written comments
but received none

GAO received written
. comments after the
time allowed (including

any authorized extension) -

- and presenting and ..
evaluating the comments

would dela_y issuing the

product

‘“We requested written comments from t.heDeparlment of

, but none were provided. We obtained the -

agency's views during an exit conference and have discussed them in -

chapters : and

“GAO received written comments on this report from the
Department of : __ after the 30 calendar days - :
specified by law (and any approved time extensions); therefore,

. they have not been reproduced in the report. Agency views,

- however, are similar to those that were expressed in the exit

conferer_lcé, which are dlscussed in chaptexs and _ e

*Be as specific as poséiblé; use titles, when possible, to give the .

' . reader a better appreciation of the level of participants.
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- Chapter 12:12

. Additional Matenal -

Addltlonal Product Maten :

,_GAO products

GAO as appropnate prowdw the users of its products ‘with
supplemental mformahon Tlus additional mfomlatlon, whié
. ‘follows'the te: Ay ’
o a blbho‘" aph ’

y include append:xes, a gloss

* Related GAO products.

If used addmona] matenal should be presented in t.he followmg
._order and listed in the,table of contents: ‘

How Should

Be Labeled? =

O

-‘The. followmg table summarizes the: headmgs to be used when

Exhibits

Agency comments ”

Contributors. . .

Definitions

) mcludmg additional matenal in GAO products.
. | ‘Appendxx _— Tltle of exhibit

.. 'Appendlx — Comments From

R ‘:.Appendix —, Major
- Contributors to This Report

 Glossary

Page12.12-1
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T omperiziz

Additional Product Material |

 How Should
Appendixes Be

Presented?

‘Fonnat;

Exhibits

* Bibliography .~ Bibliography

'Relatedp:pduct.s: C o Related GAO Products - . -

ot mecessary for an understanding of the product. L

possible, should conform to GAO style or a style consistent-with the

o GAO uses appendixes to include additional reference or supporting

data that are included as a matter of GAO policy or for the -

in roman numerals and, to'

remainder of the product. If there s only one appendix, it

. convenience of readers. This material should be supplemental and

maybe

No specific order of presentation is suggested except thatthe
. appendix listing major contributors should be the last numbered.
.- appendix and should precede the glossary, bibliography, and the list
_ ofrelatedproducts. ~ . |

" ‘Exdmiples ‘of material that may 'ﬁbe‘ii‘ﬁcluded as appendixes include
exhibits, copies of agency and contractor officials’ comments on

matters discussed in the product, and a list of major contri

butors.

Exhibits, such as copies of key documents or evidence to support

GAO’s results or to demonstrate their significance, may be

B

~ as appendixes. Exhibits include, but are not limited to,

included ‘

detailed mformatlon on the ob:ixectives;scope, and methodology of

an assignment;

, \\
-/

_ detaﬂedexplanauons of is‘sues'vo’vr' ~béekgfound dxscussedmthe i |

list of locations visited, documents reviewed, persons interviewed, = .

etc.; '

tables and figures; v

legal citations or 'Pubiic iaws; o
- chronologj' of events; and

.sarnple document5, such as questionnaires used.

. Inrare situations, copies of c0ngressiona1 request letters may be
. included as appendixes if they contribute to the readers’
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Communiutions Manual

June 1993

\ )
\\4



EIT—— B e

'understandmg of the assxgnments.: I mcluded any dxfferences ,
. between the request letters and:theactual ass1gnment obJectlves :

"written L omments may be included as _

g\ u\cluded as appendxxes in
\O'’s final p, od cts ini the followin situations:

these comments, however, sho e explamed Wntten comments
ved from many different sources: :may be too voluminous to

vin ‘total in'the final products A reasonable effort, however,
should be made tore rint the-tnost sxgmﬁcant and representatwe :

: eases special care should be
‘taken to prese t the substance of the‘conunents in the product body
e ch 12.11

RREE ;

Major 'Conu-ibutors ~ An appendix should beincluded in unclassxﬁed products to list those
and Gmdehnes for e .GAO employees ho made maJor c tnbutlons to that product or

related ‘assignm fa

made key 'contnbutxons toa firoduct and/or an assignment and

e increase accountabthty of a.nd ownershlp by individuals - .
responsxble for and worlong ona product and/or an assxgnment.

Although the transnuttal letter mcludes the name and telephone B

number of GAO’s primary focal’ pomt, in'some instances, issue area’
- directors may choose to provide telephone numbers in the list of
: : . _ contributors for'the associate or:assistant directors if readers would
, ) : - : be better served by havmg addmonal contact points.

The followmg guldelmes should be used indeciding which format
best accomplishes the intended objectives and how many -~

© T
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Additional Product Material ** '
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L 6 I S

%

How Should
a Glossary Be

Presented? .

‘contributors should be listed.

. ® Normally, the significarice of a person’s contribution, not his or |
R herposmonmtheassmunent'slu rchy or length of time on the
assignment, should be a determining factor as to whether that
- person should be identified. Clearly, no minimum or maximurn
* ' length of time or number of staff-days automatically qualifies
chnical specialist may spend only a few days on an assignment and
make a significant contribution, thus deserving recognition as a

‘major contributor,

e The number ofmdmduals hsted generally should be keptto a
* minimum; particularly on short reports. Managers should avoid the
. perception of large numbers of staff working on limited or narrowly

' focused éfforts. This could be misinterpreted as indicating that GAO

has excessresources.

'+ Non-GAOstaff ',hﬁe;mbé;g"sh@qd not be listed.

" Whenaproductis sent for final review, the appendix showing who -

- -is'to be named should be included. Generally, the evaluator-in- .
charge and the assistant director or regional representative
recommend who should be listed because they are closest to the

assignment and know the relative contributions made by staff. The
~ issue area director or regional manager, as appropriate, should
‘review the recommendations and finalize the list. The issue area
director or audit team should coordinate the final list with
. - participating units, . I
taff below the evaluator-in-charge level may choose not tobe
‘named in a product. The individual staff member is responsible for
informing the issue area director or regional manager if he or she
wishes to be excluded. As a matter of courtesy, such requests
" should be honored and will not be held against the individual,

.. Inthose products where highly technical or unfamiliar terminology
is unavoidable, a glossary may help readers understand the material -
presented. ‘A glossary provides an alphabetical list of the important
.. technical or unfamiliar terms used and their definitions. These terms
~ -should also be explained in the text-as part of the narrative or as a
‘footnote-—the first time they are used.

' Ifused, the list of terms to be defined should be labeled “Glossary”
and not “Definitions.” They should not be labeled as an appendix.

‘Page 12.124 . =
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' How Should Related oy

Chapter 12.12
Additlonal Prodnct Matei

, ",ca.l or controverslal to provnde
r wfor GAO’s posmon ‘

Blbhography Be .
Presented‘?

| detalled annotated hshng"that ap ralse the entries. The materral to
be presented should be in the ‘standardxzed format estabhshed by

~ GAO Products Be

““*"contribute to the audience’s apprecxatlon of the scope and the depth ,
of the work undertaken by GAO to assess the i issue at hand,

. be aware of more GAO products than may normally fit on one page
. This longer list'still: should’ ‘be‘in‘the’same place in the product as the -
one-page hst - ‘ .

Gmdelmes for L15tmg' it The "Related GAO. Products age should be prepared according to
Related Products : the followmg guidelines: X ‘

‘e The one-page hst, when used is mcluded onthe last page opposxte
e the msxde back cover. . e

* The citations wxll be in sta.nda.rdlzed format and may mclude ‘

# chapter and letter. reports, testtmony, -and staff studies. Generally, -
# correspondence is not hsted because of the narrower issues . -
# | NI A R . ‘.f‘ Products should be hsted m reverse chronologlca.l order, with the -
# : 7" mostrecént products’ hsted first, and should not be segmented by
' : product type.
Page 12125~ o Communications Manual > . . o June 1993




“Chapter 121z

Additional Product Material

e

 Products listed should contain relevant, current, and accurate

- information in relation to the product being issued. This

o  the products to be listed generally should not beolderthan2t63

_ tothe public.

g

o - Classified products must not be listed, since they are ﬁhavailable

yrimary product needs to be listed.

1 product includes several voluriies or supplements, only the

-+ Products footnoted in GAO products need not be listed in the
. ’;-el_a,tedproducjtssectioni merely because they were cited in the text.

Format for Listing
Related Products - =

Products listed are not limited to those of the issuing division,

* Any product that is directly relevant to the subject at hand should be

“The citations should be preserited in standardized bibliographic

format and in the GAO style. (See app. II for sample of the =~ ’
bibliographic format.), This section is listed as the last item in the )

- * table of 9Qq¢ents:b'efotje ‘f‘l’;héjﬁéﬁiof.abbreviatiOnS.

Key Responsibilities

Issue area directors are responsible for ensuring that all additional
. material included in GAO products is appropriately presented and
meets the intended purpose of being supplemental to rather than
required for an understanding of the text of the product. :

, Division and office um'.t_eis-edi_tém and reports analysts are
responsible for ensuring éOnéi'st'e‘pt application of the policies and - o

procedures in this chapter. -

Related Matgﬁals

Other Publicatibns :

~ Information Management and Communications,

Editorial Stvle Manual, Publishing and Communications Center
(formerly the Office of Publishing and Communications), Office of

‘\/’ '
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Appendix:
.- Sample Page for
Llstmg Major
Contributors to

- GAO Reports

-Office
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Appendlx II:

Chapter1212 -

Additional Product Material

Sample Page for
Listing Related
GAO Products

Related GAO Products

 (em1ae)

onal & Health: omu Action Nesded to '
With Hazard Standard (GAVEED#4, Nov. 25, 1001,

& Health: Worksite and Committees
(ca0r-2RDAsS, Nov, 1). )

oma's of Pederal Ay Safety snd Health
(corampers), 16, 1801). .

& Health: omsta Needed to Confirm
Abate (GAONRD $1.35, lhy 1801).

& Health: : won .
=civensss (GAomRD 1478, Nov. 1€, 1000).

: : & Health: for fety and Health in
e Vorkpiace (Gsompasems, Aug. 74, 1990). .
How Well Doss css Protect Workers From
(aaorr-ampesa, Nov. 1 N - o

& Health: in and
SN0 hecords (GAOERD8-, ,1_ ).

Page 34 ' GADIRD-23-87 OSEA's Meait of Poderal Pr
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Chapteri218. . . o .

IsReferencing?

Referenomg is.an zmpomm qual

- referenced or the files documented to show whwh other quality

" “other quahty assurance"steps For example, issue area du'ectors may
. use selecuve referencmg su em nted: w1th reviews by independent
* experts. When such alternative e steps are used, they should be
documented and included in th '

~__ draft report is with the .agency _
o basxs of oral coxmnents :

zty contml step in GAO’s process

whereby.a professwmuy competent and independent: individual
traces facts, figures, dates, etc., from'GAO draft products to the

- 'supporting workpapers. This mdmdual or teferencer, also ensures
.., - that sufficient credible evidence has been presented! to support the
= »concluswns a.nd the reconunendanons ﬂowmg from such data. o

Before they are released, all GAO pmducts should be mdependently

lanatory memorandum if used.

'Selectlve referencmg at a lmmmum, mcludes venfymg t.he

: accuracy of any quantltauve data presented and

‘ support for those statements of | fact that are cnl:lcal to the
“arguments being’ presented. v

' When selectwe referencmg is used due to tune constraints, the issue

area du'ector should ‘consider perfonmng full referencing while the
omment or bemg rev:sed on the

Page 12.13-1
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- Chapter 12 13 -

Ensuring Prodnct Qllal!ty

Referencer Quahﬁcatlons

Referencmg Checkhst

What Should Be

Done to Prepare

for Referencmg‘? o

The issue area director must alert the proposed sngner(s) ofthe
products or presenter(s) of the testimony if full referencing was not
- done and describe the rationale, as well as any supplemental

‘methods used to support this decision. For:products to be signed by‘ e '

- the' Comptroller General or adivision or office head, the issue area

* director should irichide thls mformanon in the director’s exp xy G

memorandum. (See ch.’i2. 14.) For'each product, the i issue area
" director must clearly docum t the ret‘erencmg option used i in the
master product folder and the sxgnature package ‘

A referencer shoul" h ‘\,,_'veat least 3 years of GAO expenence and
'should be professmnally competent y do the particular referencmg
assignment. ‘He or she should be selected on the basis of

_ independence, obJectmty, experience, analytical ability, and
knowledge of the rules of evidence and of GAO'’s reportmg pohcxs

-.and standards.: To ensure: mdependence, the referencer should not. |

have been dlrectly associated w1th the work on which the productis Sk

A referencmg checkhst is: mcluded as appendnx I and may be used by
. managers, evaluators-in-charge, and referencers to assist in the o
referencmg process ,

To ensure that the product is ready for referencmg, the evaluator:in-
charge or the senior regional person should be able to demonstrate
to the referencer that the followm’ steps have been taken.

The draft has been adequately mdexed to the workpapers

“The draft has been mdexed to summary or lead scheduls where
appropnate

The workpapers supportmg the dra.ft have been footed and
venﬁed

Al workpapers prepared by the evaluator-m-cha.rge or the senior
reglonal person, have been rev1ewed and signed off on by the

- assistant d1rector or the assxstant regxonal manager, as appropnate

Hard copies of key computer-assxsted schedulw that support the

" facts and the figures in the draft report have been printed, reviewed

~‘and approved and appropnately cross-indexed. As sufficient levels

of computer hardware and software become ava.llable, hard coples
of documents may become unnecessary.

’age12.132
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, otﬁd' be made for selectmg a referencer.
' dﬂ!ereadxnessofﬂ\edmftandﬂle

:m theu' procedum for selectmg :
_funcuon, some umts have created ‘

v “e referencmg. Addmonally,
_'gnment could bea valuable

The mferenoer serves ‘as a key qualzty control for ensuring that the

S What AI‘ ethe o product meets GAO's reporting standards, and, therefore, he or she
s J Referencer S: : o pmtects the Comptroller General and those responsible for signing -
‘& \ ‘ R esp on51b1ht1 es" - the prodiuct.: Specifically, the: referencer ensures the quality of the.

product for the issue area duector or the regional manager. To fulfill
"+ | this fesponsibility, the referencer must have independence and the
o toolsnecessary to. venfy the accuracy and the validity of the _.
¢+t . information in the product. 1If. a referencer believes that his or her
o el _:"mdependence has been compromised by restnctxons, he or she
f#on0c v e <should alert the issue area:director or the regional manager.

s 'I'he referencer- helps determme whether the product comphw with
+. . all GAO reporting. policies, standards, and requirements regarding
--'the product's.accuracy-and:support. To do so, the referencer is
responsxble for mdependenﬂy venfymg the followmg.

i e 1 Workpapers have been rev:ewed by an appropnate-level
‘ supemsor to. prov1de a bas:s for acceptmg the contents.

2. Every figure and staxement of fact has been correctly reported. To

. verify this, the referencer must examine satisfactory evidence i in -
the workpapers or. perform necessary mathematxcal or clencal

_ checks Tlus mcludes

B o o Checkmg each ﬁgure or staxement of fact for consistency wnthm :
o : ~ the product.and with the supporting sources. Generally, the - -
Q ' : : referencer need not go beyond the top schedules of the ' |
- workpapers, although he or she should check selected critical f
items to detailed workpapers. The referencer should

Page12.1383 ‘ Communications Manual . : June 1993
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Ensuring Product Quality

LK R SR I T

“understand, however, the rationale and the methodology for
' prepanng the top schedules and should be satisfied that the
o rat:onale and the methodology are appropriate.

e Independently venfymg the accuracy of each total, percentage,

or sumlar ﬁgure m the product.

e Checlnnganyfactsandﬁgurescamedforwardﬂ'oma

% previously issued product to the current product to make sure
o *thattheyagreeorthatanyd:screpancreshavebeenadequately
'explamedandsupported.

T 8. The ﬁndmgs are adequately supported by workpapers, and the

' conclusxons and the recommendatlons flow logically from that
~ support. The referencer should also be alert for pertinent -
_evidence in the workpapers that either contradicts or calls into
question facts or statements in the report (negative assurance).
..Such observations should be noted on the. Referencmg Revrew -

. .l.;Sheet(GAoronnsz) o B

- ; i4.' Draft products used as support for another product have been R

g referenced and all comments have been. cleared

p B, A quahfied lndmdual from a techmcal assistance or an economic

- analysis group or another qualified person independent of the

.- assignment has examined and approved the manner in which
* highly technical data have been developed and used, and such

B exanunatxons are documented and are part of the workpapers

-~ For computer-assxsted workpapers that have not been reviewed and
- . approved by a technical representative, the referencing process may

be done with the computer when the referencer is quahﬁed The
referencer should do the followmg. '

‘Review the spreadsheet or data base documentation, both internal
--and external, to become fa.tmhar with the purpose of the document

and its desxgn

e Venfy the formulas used 10. calculate product items or deterrmne
- that verification. has been performed

Check the range and the logtc of the formulas used to calculate
the numbers in the product. o

' Test selected crmcal 1tems

' Page 12134

Communications Manual Co ‘June 1993



B I

£ ™

Documentation =

Clnpter 12.13
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L “’madebyothersonthedra:ft.

, nar'ratlve matenal 'I'he referencer should use a different colored

pen or pencil to clearly di lish hls or her ma.rlungs from those.

' When a reglon oran overseas ofﬁce forwa.rds a referenced product

' toa headquarters unit, any srgmﬁcant open or passed comment

should behxghhghted on the t.ransrmttal lettertothe lssue area . L

s

the Referencer S
Comments B_e
Handled" |

All points qbesﬁons, and silggesUOM of the referencer must be

. recorded on a Referencing Review Sheet. The evaluator-in-charge,

- -the senior reglonal person, or.the -assistant director or the assistant

:reglonal manager is responsxble for resolving and disposing of as

~many of the referencer’s comments as possible and clearly mdxcatmg
‘on the Referencmg Review Sheet t.he action taken.

...The, referencer should review any revisions made by these above-
- named staff in response to the referencing comments and indicate

: ‘agl'eement or disagreement on the Referencing Review Sheet. -

Agreed-upon changes are to be made on the control copy, the

. reference copy of the. product, and: the control computer disk.

Any open 1tems on whxch the referencer and the evaluator-m—charge

or the senior regional person cannot agree must be raised to the

Page 12.13-5
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Subsequent Changes

L E g NE

H* I Ik

assistant director or the assistant reglonal manager, as appropriate,
for disposition. If the: open item matenally impacts on the findings,
conclusions, or recommendatlons, the assistant director or the
ass:stant regional manager may not pass on the comment. .

o Ontheotherhand othercommentsmybe“passed onthebasisof
’ ‘._the assstant dlrector's or the assrstant regional manager’s

erencmg Review Sheet.

” If the passed‘comments are crmcal to the overall product
B pmentatron, however, the referencer should clearly note these ,
concerns on the Referencmg Revlew Sheet. A member of the issue -
" area team or the regional | manager miist sign the first page of the

Referencing Review Sheets to indicate approval of the final
disposition of all of the referencer’s comments, including those

k passed k_thevasslstant director or the assistant reglonal manager.

member of the issue area team or the
reg:onal managerlacknowledges that suﬁcxent quality measures
have been taken to ensure the; accuracy of and support for the ' / )

. information presented This information should also be reﬂected in
o the explanatory memorandum, if used

" The Referencmg Revrew Sheets and the referenced draft must be
*. retained in the master product folder. The division or office head

periodically should request a copy of the referenced draft and the

o Referencmg Revrew Sheets to momtor the referencing process.

’ lfsubstantwe changes are made to a draft after referencing has been
. ‘completed, the issue area director is responsible for ensuring the
- accuracy of the subsequent changes. The issue area dlrector must
. decide whether to have the product: rereferencedortouse .- - .
valternatlve met.hods to ensure the accuracy of the changes

On an exceptxon bas:s such as a‘case when extenswe revisions are -

- involved due to formal agency comments, the issue area director -~
 may require rereferencmg. Insuchacase, arevxsed clean copyof .
- the draft should be referenced. -

If relatively few changes are made after referencing that affect the
factual basis for the product’s ‘message, such as changes to improve
clarity, tone, and format, the issue area director may take full

- responsibility for these changes. The'issue area director’s sign-off on

the product will signify that he or she was satisfied that the changes _ ' J

were factually correct and takos fu]l responsxblhty for the changes.

Page 12.13-6
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dxrector or the de_sxgnee should rev1ew the ﬁnal
changes have been properly
1e.control copy of the disk mcludes all

overal.l quahty of the products *and thelr consxstency w1th GAO
" repomng pohcxes ‘and. standards iy ‘

. completeness and the clanty m the statements of the obJectlves
e scope,s and methodology P

_ and balance leadmg to ﬁndmg.s, ’
T conclusmns, and reconunendauons, ‘ .

. appropnateness and constructweness of recommendanons made

. adequacy of the products’ treatment of agency and/or aﬁ'ected

party comments, especxally those senous, sensitive, or controversial
ones, and ' :

i A e g D i e

responsweness to assxgnment obJectxves >

Product revxews may be greatly facxhtated when the overall message
-is developed early:and key reviewers agree on that message as
dlscussed dunng the one-thlrd-pomt and the message conferences

WhO RGVleWS dxrectorate level. The Specxal Asswtant to the Comptroller General,

'Products‘? o o the Assistant Comptroller General for Planmng and Repomng (A(;G/ o

p&R), th '“Oﬂice of"Col'lgri

DlVlSlOIIS and regions may devise procedures and techmques for ‘
reviewing products within their units. These procedures may differ
shghtly dependmg on the product type, xssue complex:ty or

Page 12.13.7 Commnmcations Manudd - . June 1993"
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0GC

* % %

Reviewers of
Products Signed
by the Comptro]ler
General

sensmvrty, or the signature level. Unit procedures, however, should

I ensurethateachproductlsrevnewedbyamssueareaduectorora

regional manager and the dlrector for planning and reporting (P&R)
before being released to the agency for comment and after the
comments are incorporated. For the most part, concurrent reviews
should be performed.

N Revrews by reglonal and c overseas omces are rmportant to the quallty

of GAO’s products. Any serious regional reservations about t.he

‘positions taken in a product or the adequacy of the underlying -

evidence. should be promptly brought to the attention of dmsxon
ma.nagement. .

: ~GAO Order 0170.1 reqmm that any action proposed by one division

or office that may affect the work or responsibility of others be
concurred in by t.he aﬂ'ected pamas

OGC must review: all products before zssuance Depending on the

sensitivity and/or timing of a product, OGC also should be asked to

.. review. it before it is sent'out for comment or released in advance to

a requester.-OGC is available to provnde advice and counsel dunng
the assxgnment. _

: When requestmg OGC revxew, dmsrons and offices should send a -

copy of the draft or the final version and pertinent supporting

.- documentation and use a GAO Form 124 to request advance review
-or ﬁnal revrew S :

In seeking OGC review, staff should provxde drafts that are as close

-to complete as possible. In some cases, earlier OGC review is -

‘necessary. But, in general, OGC should be reviewing copies of

products that likely will not be changed materially after its reviews.
 For example, drafts going to agencies for comment should usually be
- seen by OGC after all other internal reviews have been completed,

and all major reviews for drafts ready for final processing should be
completed before the copies are sent to OGC. This process better

ensures that OGC addresses all legal issues potenhally to be mcluded
in products. : S

 When the Comptroller General wxll be signing a product, the Special
: ‘.,Ass:stant to the Comptroller General and the ACG/P&R must also

review it. While earlier consultat.lon may be appropriate in sensitive

' f.cases, normally these officials review the product after the divisions

or offices have completed their reviews and obtained agency
comments ) T

Page 12.13-8

CommunicationsManual =~~~ =~ o Jnne_1993_>“



"cupurlzxs :

ture p_ackage contauung i
letter, and any pernnent | f

‘be accompamed by a GAO
OCE also mforma.lly reviewsa

o , o » ; TV ew'pacleage to the desxgnated
' . EERET T AR Lcleanng official i in another umt before adraft i is sent for agency
e PR S ¥ _ See p p."12.114 and’12 ‘1-5 ) o

' The requesting- dmsxon prepares‘a GAO Form 124 (Draft Report
Clearance Statement) and sends it, through the commentmg unit’s

: dlrectorate, to the esxgmt“"ed fficidl: The commenting unit should ’
rewew tlun 5 workdays and resolve concerns with
the units; the prog!‘a‘rnhting dmsxon should seek ACG/P&R
‘ assistance ]
# :
#

stter Agencles g a.ndv.. Because of. thexr knowledge, experuse or mvolvement ina partlcular

Independent Experts’. + . area,the Congressional Budget Office, ‘the Congressional Research

R ev1 ews o Service, or the Office of Technoloy Assessment may contribute K

g P st gt substantive information'to'a: GAO product. Experts outside the

- federal government also'may make unportant contributions to GAO
s products “In: these cases, the experts ‘should be asked to review the

LRI Issue area’ dxrectors should declde when independent expert reviews
‘ are needed and take steps to coordmate them. Whenever possnble,

v

Page 12.13:9 .../ oo Commnmeationa Manual

" June 1993‘}5 e

P



Chapter 12.13 .
Ensuring Product Quallty

 Office of Secunty I
and Safety Reviews

E thle the 0ﬁce of Secunty and
' content, it must revrew all clasmﬁed:products before release to
‘ensure that they are properly marked. The security routing and
. control forms (GAO Form 393 for single drafts and GAO Form 414

the revxews should be handled mfonnally and concurrently with the o

affected agencms revrew

ety (OSS) does not review for

S for more than one draft) and GAO Form 319 (Action Routmg Shp)

Pa.rtxcrpatmg Umts o
Reviews ROE

OCR Reviews
£

w If reglonalkor overseas oﬁces:parq

: Q‘shouldbeusedwtransnut eproducttoOSSforrevxew

hhhhh

L ~ should review a copy of the product. before it is released for agency
comment. and before it is readred for. ﬁnal processing. This review

better ensures thax rev:sions made dunng the review process fully

reﬂect the. condmons ldenuﬁed dunng t.he assxgnment.

. The OCR Dlrector should be notlﬁed promptly of all requests from

congrossmnal members or committees (other than the original
requesters) for copies of draft products. The drafts should be. -

_ reviewed in the same way as other products that will be sent for

.. . .. .agency. cormnent and should be reviewed by designated issue area
" clearing omclals and OGC before release "The drafts should be

#

Product Rev_iev_rr Checklist.

'transxmtl:ed through OCR to the requesters

‘Addmonally, 1f a requested draft covers issues that are particularly

sensitive or controversial, the ACG/P&R should be notified of the

; zrequwt and glven an opporl:umty to review the draft.

- ) -jDunng ﬁna.l processmg of a congressuonally requested product, OCR |
o rewewsthetrarmmttallet&exstoensurethe accuracy of addressees,

vahdatos the. GAO Forms 115 for distribution purpm and reviews

- .. the product. for congressional relevance.

Appendix II contains a checkhst to help staff, supemsozs, and
managers prepare and review drafts. The checklist briefly describes
the attributes that product writers and reviewers should consider to

* ensure that products communicate effectively. The checklist -

incorporates requirements from appropriate Communications

‘Manual chapters and covers all poruons of a2 GAO product.

When used asa wntmg and revrewxng guide, the checklist should .
help (1) ensure that products do not contain gaps or deviations from

policy and (2) expedlte product. prepa.ranon and processing.

This checklist also is used in the quarterly postissuance revxew ofa
sample of issued reports selected from all divisions. The

Page 12.13-10 -

Communications Manual . . June 1993



Chapter1218 . .. . '
Ensuring Product Quality =~

TN ST
}‘; R
i l-l,4 BoF £

ey Responsibilities N

" how well GAO’s

to give management a barometer reading on a continuing basis of-
final products are meeting quality standards. -

£

" Aclearrecotdoftherewewprocessshouldbe kept in the master

Product Reviews

TAA ? S
Documented R The drafts reviewed and the referenced draft.

- -productfolder.. This record should include a copy of the following

Items

* The reviewers’ and the referencer's comments.

' A 'written record of the dnsposmonot‘thecomments e T

The GAO Form 124 ‘(Draft Report Clearance Statei!iént).‘ :

Written agency comments, lfobtamed o

The draft showing the changes made. (Where only a few changes

LR

" Tesult from the review, appropriate notations on a control copy of

the draft clearly identifying the material reviewed and the changes

,,,,,,

. madewillsuffice).
¢ A so;iy ;f ttie explanatoxymemorandum, if used.
J GAOForm 185 (GAGAs DetemunanonyCemﬁcanons) '

Division and office heads must develop necessary procedures and -

- techniques for providing effective levels of quality control and =

assurance within their units to comply with this chapter's
requirements. ' .

Issue area directors, issue area team members, and regional
managers, as appropriate, are responsible for ensuring that all
Pproducts receive adequate levels of quality assurance to facilitate
review and referencing. : . s e R

Assistant directors and assistant regional managers are

responsible for ensuring that staff take those quality steps in

Page 12.13-11
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Chapter 12.13

_ perfonnmg t,he audlt/evaluanon work necessary to result in quahty

ﬂ'p m

' "Evaluatms-m-chame and senior regwnal persons are usponmble

for (1) ensuring that the drafts to be referenced are adequately

- indexed and all supporting workpapers have been remewed and

- approved. by appropriate-level supervisors and (2) d” Ofthev | ari

‘referencers comments to'the extent posmble

Referencers are rwponsxble for mdependently venfymg the facts mt o A

. ‘drafts.and ensuring that the' conclusions and recommendanons

. flowing from them are adequately supported.

Related Materials

GAO Order |
Other Publications

' .GAOFdrms-

0170.1, “Coordination.”

[MTEC—ll 13).

Trauung Institute self-paced tralmng course, “Referencing GAO
Products.”

92, Referencing Review Sheet. o

124, Draft Report Clearance Stateﬁtenﬂ

185 GAGAS Detenmnauons/Cemﬁcatlons.

‘319 Acnon Routmg Shp

393, Routmg and Control Record.

414, Receipt for Classified Bulk Shipment. . | )
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Canquahtybeensuredlflwsthanfullreferencmglsused" '

—Isthe selected referencer mdependent, obJectwe, expenenced v
~‘and’ knowledgeable of the rules of evidence and of repomng
pohcxes and’ standards" :

Postreferencmg = Vi _ Are the changes substantlve enough to require rereferencmg" ]

L L o o Haveallthe referencer’s pomts quesnons and suggesuons been :
O S ‘{ SRS EET dlsposed of properly"

Have all “passed" and open comments been adequately T

explarned"

Has the ﬁrst page of the Referencmg Rev:ew Sheet been signed
asan aclmowledgment that a]l comments have been dxsposed
: ot"

Have all referencmg changs been incorporated in the ﬁna.l draft
and on the control « copy of the’ ‘computer disk? .

L. Ifthe: product has not been fully referenced, has the signer of the
‘ product or the presenter of the t&tnnony been mt'ormed"

. EVALUATOR-IN-CHARGE a
OR SENIOR REGIONAL
PERSON - . | ,
Prereferencing 1 ‘ Is the draft adequately mdexed to the workpapers"

Is the draft mdexed to summary or lead scheduls, where
appropnate" _ .

O

Have the workpapers been footed and verified?

Page12.13-13 ‘ Communications Mannal =~ o - R June 1993
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___ Have all'workpapers, including those prepared by the evaluator-" R
in-charge or the senior regional person, been reviewedand . -
. signed off on by the assistant director or the assrstant reglonal o A
manager, as approprnal:e9 4 e o

___ Are hard copies of key computer-ass:sted schedules prmted
rev1ewed and approved, and appropnately croas-mdexed" :

Postreferencing Have the referencer’s points; suggestlons, and quesnons been L
4 fullyanswered" o

— Havethe agreed-upon cha.nges been mcorporated in'the control .‘ e

copy of the draft and the referenced version?

Have all pomts not resolved w1th the referencer been referred to
the next-hxghest level of management for dlsposmon‘7

Have the referenced copy of the draft and the Referencmg
Revxew Sheets been placed in the master product folder?

___Has the control copy of the drsk been updated to mcorporate the
changes rosultmg from the referencer’'s comments?. '

REFERENCER S | Have al] manually prepared a.nd computer-assxsted workpapers
been revxewed by an appropnate-level supervisor?

Has a techmcal reprosentauve revrewed and approved the
techmcal matenal in the product"

.. Has thereview and approva.l by technical representatives been
documented in the workpapers? _

Has other matenal from pnor products been verified as current?

Have all ﬁguros £rom prior products been properly camed
forward" o

___Are all facts and ﬁgures in the draft adequately supported by
: ev1dence and consnstently reported"

# ‘ - N : ” Are any pemnent facts and ﬁgures in the draft contradlcted or
# _ S Lo - called into question by evndence contained in the workpapers?

— Are totals and/or percentages in the draft accurate?

Have computer-assnsted workpapers been adequately
" documented?
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s

comments" N

— Are the formulas used in the computation of ﬁndmgs correet" s

—_Arethe formulas logncal"

- Is the range used correct?

Have agency data used been tested for rehablhty, and 1f not, has

the product been appropnately quahﬁed"

Do the conclusnons"‘"v"'_' d/or recommendatlons ﬂow from the
supported ﬁndmgs"

Have all pomts questlons, or suggesnom been recorded on the
Referencmg Revrew Sheet (GAO Form 92)‘7 '

Has the evaluator-m—charge or -the senior reglonal person
adequately responded to points, questions, or suggesnons raised
“on the Referencmg Rev1ew Sheet?

Have agreed-upon pomts been made on both the control copy of

o the draft and the referenced version?

,1..

Have the Referencmg Rev1ew Sheets been annotated asto
agreement or dlsagreement with the dxsposmon of all
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| AppendixIl: =
| Product Review
| Checklist

B SR EXECUTIVE SUMMARY (or early part of letter report and
. transrmttal letter for bneﬁng reports and fact sheets).

Executlve Sununa.ty

Reprwents a stand-alone summary of the product
pomts e o

L ,2 Follows modula.r format and generally does not exceed
‘ four pages. L

. “Purpose:” Contams a hook to catch readers’ attentxon, _‘

g ~ states the purpose ‘of the product, and asks the o -
quwtlon(s) that the “Results in Brief” module wxll o L

answer. J ’

4 g "Background Provxdes information necessary to
understand the rest of the summary

- _5 Rasults m Bnef " Summm the most significant
' results succmctly statos the product’s message; provides
a bottom-line response to questions asked in “Purpose”
section; and prepares reader for recommendations, if

any. . _ .

6. __ “Principal Findings” or “GAO’s Analysis:” Describes the
criteria, the condition, and essential evidence; adequately
relates each principal finding to information in the

“Purpose” and “Results in Brief” modules; and provides
essential information necessary to understand the
message. ' ‘ o

7. ___ “Recommendations:” Presents major recommendations

based on information in the Executive Summary; states if
no recommendations are being made.

8 “A’gency, Comrnents:”

S

'(a) Accurately and clearly prwents‘ the substance of agency
comments; explicitly and persuasively presents GAO’s

. Pagel2.1316 - | Communications Manual I June 1993
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L@ 1tes rtan lmutanons to GAO’s work, such as is the
case«whe GA did not obtain advance review and ‘
_ comments by aﬂ‘ected partxes '

L RET i gl

E “Summanzes the ”essage—GAO’s conclusron or answer to :
“the requester's questlons L

B 6 Accurately and clearly presents the substance of major |
comments by agency‘and tlurd-party ofﬁcxals '

‘ BACKGROUND SECTION»:

-a..__ ' Explains the puirpose and the authonty of the program, the
actmty, or the functron exammed

3 _ Explams how the program the actmty, or the functron
works g

Cltes the role of admuustenng organizations, their
responsxbrlmes, and thexr operatmg methods
Provxdes a perspectlve on the size and the srgmﬁcance of

- -the'program, the activity, or the function, such as financial
data, operanonal statxstlcs, and the number of affected

Cey T - - organizations;

— Indicates if GAO has performed relevant prior work in ttus
-area or program and: recognizes work done by others, such

 as Inspectors General; the Congressional Budget Ofﬁce, and |

.-the Congressronal Research Servrce e
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3. OBJECTIVES SECTION

Stalm as neutra.lly as possible what the review (on which
the product is- based) was expected to accomplish; where
. . appropriate, states what GAO did not do (to preclude any
nusunderstandmg) ,

Explmnswhytherewewwasmde. Ifltwasabasxc .
- ]egislative: responsxblhty mgnment, explams what
‘ motlvated GAO s review. If not, .

o 1dentrﬁes the requester or the leglslatxve requirement and

o explams specxﬁcally what information was requested and
_how the requester plans to use it or the purpose of the
leglslatlve requirement (the explanation should be
- sufficient for readers to know if needs have been met).
: . These explanatlons are critical for fact sheets or other
0 , - information reports because the objectives provide the
: : criteria for Judgmg the sufficiency of the mformanon

presented. . ... _ ’ )

e Accounts- for any differences between the requester’s
. -original objectivw and the product’s actual objectives.

ObJecuves are consxstently stated throughout the report. .

d. States preclsely what aspects of the subject program, the
actmty, or the functlon were examined.

Clearly mdlcates whether a GAO conclusion is expected

‘f Idenhﬁes objectwos that readers might loglcally expect
-GAOto cover but were not part of the review.

g Corrwponds to the product message

— Explams a.ny lnmtatlons on GAQ’s ability to provide a
respome

SCOPE AND METHODOLOGY SECTION

Statas the tlme penod covered by the data used in GAO’

b. Idenuﬁes geographxc locatxons and organizations mcluded ’
in the review, unless a valid reason exists not to. '

ige12.13-18 = ; Communications Manual : e ‘June 1998



C) o Enm-mgprodmounty

LT of orproblems with, data.

1 ' dwgn the rauonale for the type of
sample, the umverse sue, t.he sample size, and the :

T

sburcw “When survey results are reported all the relevant
i estions from th questmnnalre or the structured
interview mstrument are generally included in an appendlx

% 3% 3%

— Relates 'ewdence to current condmons, appropnately
explams any use of old data. :

Dm not use. axhectlves or adverbs to characterize evidence
: i ina way that nnphes crmclsm ora conclusion by innuendo.

S f _ .'fs 'tosmf nnanon and ﬁndmgs completely; includes all
R necessary'facts and/or explananons

\) # . - g __Explams s;gruﬁcant dlfferences when sample results are
# ' o bemgreporbed . ,
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Ensuring Prodnct Qualit! o R

) h. Praents mformanon or ﬁndmgs accurately; contams no -

errors m loglc or reasonmg.

Relates mformahon or findings to ob,uectrvs appropriately
quahﬁes lmuted ob;echvs to prevent misinterpretation.

lees the rahonale for selectmg one posmon from among
opposmg posmons, resolvs conflicting evxdence

_Ap rop, _ handlnresponslbleofﬁclals explanauons '
+ fortaldng or’nottalnngparnctﬂar actions. _

" ITEMS " THROUGH q SHOULD BE USED ONLY WHEN
’ -APPROPRIATE ,

l. Conduwn Clearly states sufficient, convincing evidence
' to show t.he exlstmg status. '

m. Criteria: Uses an apphcable official or logcally assumed

basrs for companson, states valid reason for preferred -
‘criterion when' conﬂxctmg criteria e:nst, and identifies
sourcw of cntena. v .

— Cause and effect: Presents adequate evxdence to
‘ convmcmgly estabhsh cause-and—effect relationships.

Cause and deficwncws' Clearly and convmcmgly ldentxﬁes
‘ reason why condmon devxates from cntena.

p.. ___ Effect: Through credlble evidence, establishes the lmpact
 and the sngmﬁcance of results. :

Q@ — . Internal control pmblems' Appropnately identifies internal

 control weaknesses and agency responsibilities under the
Federal Managers Financlal Integrity Act. ‘ '

6. CONCLUSIONS SECTION

Clearly 1dent|ﬁes conclusxons

N ‘b, Clearly answers t.he qusuons asked by obJecnves and

prosents conclusnons called for by objecnva

— Presents sound and loglcal evidence to support
conclusxons o
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e s —— prior sections of the
oy productanddo&snotmtroduce new information,

L 1 _s CTION(S) CONTAINING RECOMMENDATIONS OR

o Y. . a__Logiallyflows from the evidence and conclusions.

b Addresses the causes that allowed the situation to arise,

T ves no question about whether a recommendationis

| : A d_Clearly 1dennﬁaandspecxﬁw all recommendations-no .
. - J . hidden recommendations. _ :

e _Callsfor correcuve actions consistent with findings and
g B conclusions, does not reach further than warranted by - ]
” ) SR e discrepancies reported, and addresses the underlying s

o f _Idenu.ﬁes and 00n51ders costs and risks in relation to
" 7 potential benefits, - -

'8 ___ Takes into aceount practical constraints of implgméntation;
.. . considers feasibility in light of priorities of other agency ) F
o programsand other realistic limitations, such as economics. i

- h._ Presents alternative solutions when more than one course
~ of action will correct a problem; disc usses the alternatives,
___ along with advantages and disadvantages, and recommends

- thebest. =~ ¢ : o | -

" i _ Appropriately uses a section on matters for consideration
.. When congressional prerogative is involved or when :
- corréctive action is based on a contingency or another
' assumption. . . _ ‘ '

i Avo‘id's_,reqonune,nding additional studies, efforts already
o undng‘ way, qr actions already completed. »

Closes all appropriate recommendations to correct the

O o e e T hlems,

k. __ Disc
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. Chapter 12.18 -
Ensuring Product Qullity

o 8 SECTION ON HANDLING AGENCY COMMENTS

RO Agency comments sechon. ‘

L1 Ac ely pom-ays agency or tlurd-party positions,
S content, and significance of comments.

# e e T e e 2 stclosestheextentofagencyagreementor
# . ) | : L dlsagreementhththereport. -

. 3 Includw copm_s of entlre comments as an appendix if
they are responsive and not too voluminous in relation to
" the s1ze of t.he product, if not mcluded states reasons

4 Stats whax type of ofﬁclal comments were obtained—oral

' or wntten.

5 Explams xfcomments were received too late to
mcorporate e _

“b.. GAO response sectlon

1 Evaluates comments objectively and, where rebuttal is -
o appropnate does so persuaswely '

— nghhghts a_ny srgmﬁcant product modifications.

Integram srgmﬁca.nt information mtroduced by
" comments into the text.

4 . Malntams constructlve and objective tone.
" b, »» Resolva all substanuve comments.

9. OVERALL PRESENTATION OF MESSAGE.
a__ Has a fomaPPMpnam to the eircuxnsranccs.

b. _ Is concise.

1. _ __The product is no longer than necessa.ry to communicate

the mformatlon (letter contains 10 or fewer pages).
2. The message contams no needless repetition.

3. __The tltle is short and precise and reﬂects the ma.;or
message.
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)



" Chapter 12.13

)
S

O

Ensuring Product Quality
Is clear and well-orgamzed o v
1. 'l'he dlscussxon ofﬁndmgsxscareﬁxlly keyedtothe -
‘objectives; readers can easily see that requester’s
e quosuons have been answered
| : _' 2. 'I'he message is presented loglca.lly
| 3 'l'he language is snnple, nontecluucal and clear _
4. Key terms and concepts are deﬁned at appropnate
‘ places : ‘
Unfarmhar abbrewanons (acronyms) are used spannglyv
| 6 . Visual ards are appropnately used w cla.nfy and
summarize complex material. ‘
d. __Isbalanced.
' The preSentation appears farr and xmpart.lal
_ 2, The tone is constructlve and objective and encourages
favorable reactxon to ﬁndmgs a.nd recommendations.
Has a professmna.l appearance
L Pnntmg and reproduction are of lugh quahty and. are
complete; printis clear and umfom
2. __Visual a.lds are well-deSIgned and properly sourced
3 Table columns are ahgned
" 4. __ The final product includes no grammatical or
typograplucal eITors. :
| 5. Abbrevmnons and acronyms are hsted and deﬁned
f . Ma,)or conmbutors are ldentlﬁed
- Communications Manual ' June 1993
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- Chapter1214 . .. ...

~ Processing and Distributing
~ GAOProducts

+While specific proc océdures a

S offt essing orders; this chapter outlines the key steps -

N I S RN e néfc:wsarytopﬁht;éﬁd:dlstxibute_GﬁOfrepOrrs, testimony, and

# - IR correspondence products. f”AppendiﬂibrovidesacheCklist for
' ~ publishing GAO products. : » " -

ces" proc

. Information on processing and distributing video productsand bill = -

+ . comments appears:in chapters :12::'16 ‘and 12.18, respectively.

VAT RERREAY

— » GAQ) °~ Thekeyto obtaining final approval of 3 completed product is the
How Are GAO ., . e keyto obtaining final pproval of a con duc s the
v LALT A s T e gnature package, wluchls‘glv_;t;a.liqd by.each person, within and
Products Appr'oved - outside the division or the office, whose approval is required.

| ;fOI’ Pubhcatlon S Classnﬁedproductsrequlre special handling for approval, and
s o mcm;auononhandhngﬂ\explscontamed in GAO Order 0910.1,

Signature Packages ~ Asignature package is used to circulate the completed product for
Tt final approval and signature by the Comptroller General, division or
office heads, or issue area directors, as appropriate. Signature
 package contents and sequence of approvals vary somewhat among
~ divisions, depending on who is'to sign the product or deliver the
. testimony and division and office processing procedures. Therefare,
* -+ “anAetion Routing Slip (GAO Form 319) should be affixed to the
1 signature package to identify to whom and in which sequence it
shouldberouted, -~ v

 The signature package differs from the product package delivered to

* thie Publishing and Communications Center (PCC), Office of
; : - Information Management and Communications (OIMC), for
- : R R typesemngand/orpnnung At the end of the approval process, the
Q v ' signature package is delivered to the Distribution Section, PCC.
After product distribution, the Distribution Section returns the
signature package to the division or the office responsible for the

Page 12141 Communications Manual '~~~ =~ . June 1993
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Chapter12.14~ =
Proeeadngmlesu-lbudng
GAO Products:

: OPAApproval e

Explanatory
Memorandur_ns

final product. The signature package then should be filed inside the

_master product folder.

. Appendix Tl provrdes a checklist for the contents of the signature
- package." Divisions and offices may develop unit-specific checklists . -
' tofacilitate the compxlatlon of the sxgnature packages, anda sample
e of such a form is mcluded as appendxx Iv. ,

o As' early as pomble in the ﬁnal procemng cycle, a package should
“be’délivered to the Office of Public Affairs (OPA), which provides

the codes for the news media distribution that appears on the GAO
Form 115 ( 115-R, Distribution for Restricted GAO Reports, and/or. -

. -115-U, Distribution for Unrestricted GAO Reports) Since .
... submission to OPA is not part of the approval process, a separate
- package should mclude a copy of the: product and two coples of the
" GAO Form 115 |

For a product s1gned by the Comptroller General, the srgnature

‘package should contain a brief explanatory memorandum from the

issue area director through the’division or office head if 50 or more
staff-days werespent on the ‘assignment.

The memorandum should be as conclse as possnble and should o
" include unportant mformatlon not mcluded in the product, such as
‘thefollowmg . , o Ry o

' A statement that the product has been fully referenced ora.
O v,descnptlon of the other procedurs used to verify the accuracy of
the data and t.he soundness of the conclusxons

Reference to prevrous or succeedmg reports or testimony -

o resultmg from the same assignment or dealing with the same subJect. "

| .Any specla.l congressxonal mterost or sensrtmty (mcludmg any
, " possrble requests for GAO testimony).

In the caseof a congresslonal request, any problems or

dlsagreements as to scope, timing, method of reporting, stafﬁng etc.,’

| ~ that may have developed with the requester(s).

Any unresolved issues or disagreements resultmg from the review

- Pprocess, mcludmg the Office of the General Counsel’s (OGC) review. -

. . 'Reasons for matenal shppagos m the lmtlal assignment staff-day
v esumate and the report lssuance date 3
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CommunicationsManual =~ = . ' June 1993

)



. . L o Clnpter 12. 14 vt BT
3 : < . Processing and Distrlbndnx '
o GAO Products

. Any problems expenenced in gauung the cooperation of the
. agency being audited, including access-to-records problems and
Sy thelr unpact on the aslgmnent s‘scope and results. -

® .A summary:c )oordmatzon statement 1dent1fymg the other GAO S
divisions-and: offices.with which theproduct was coordinated and

stating that no unresolved i issues remain. If coordination was '

: y.or majorissues remam molved the memorandum

e In addmon, a‘copy of the most recent GAO Form 372 (MATS
T [M:ssmn and. Assxgnment Trackmg System] Master Job Report)
ik ‘,should be; included to show: staﬁ'-day summarxes, Jjob cost, and the

L Preparatlon of explanatory memorandums for reports sxgned below
.- - the Comptroller General levelnare .optional, except for situations
~ where the products may be lughly sensitive or controversial. The
' memorandums for these products generally should be sumlar to the
‘above and should be addressed to the division or office heads. .
“~These products also’ should be dist ussed at the bxweekly Reports S
‘Revnew M ting w1th the Com‘ ] Iy

rector, the director of planmng
on or ofﬁce head C

“and’ reportmg, and the dl

e The wnter-edxtor orthe reports analyst receives the sxgnature
LR 'package for final edxtmg and ensures that the product's grammar, -
- punctuation, and spellmg are correct and that the product adheres to
b GAO pubhshmg style and format.’ Thén : any necessary changes are
: ' -made :

The assistant dlrector and/or the EIC then should reread the product
~toensure that the changes are appropriate, that all errors or
R _ . " inaccuracies have been caught, and that all referencing and review
o changes have been incorporated. When this process is completed,
U : ‘ the final product is ready for review and approval by the issue area
dlrector, the dlrector for planmng and repomng and the leISIOIl or
ofﬁce head 4 , _
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Letter Reports - o
4 .

Chapter 12.14 . . .
Proee-dngandnhu-lbnﬂng
GAO Prodncu U

E K

*:

‘Before testlmony is delivered, copxes should be coordinated with the -
affected lelSlOl‘IS and ofﬁces L

OGC reviews all products before lssuance Whlle early consultatlon
with OGC attoneys is encouraged, staff should request OGC review

e after all internal division or office reviews and reviews by other
dmsxons or oﬂices have been completed :

‘ l"inal approvals may be reqmred from the Office of the Chief

Economist, the Ofﬁce of Security and Safety, and designated issue
area specialists in other divisions or offices. This may be done

‘concurrently by usmg ‘the GAO Form 124 (status block should

indicate final approval) (See ch. 12 13 )
Final approva]salso mayberequlred ofthe SpeclalAasrstanttome

-~ Comptroller General, the Assistant Comptroller General for Planning | .
- and Reporting (ACG/P&R), and the Office of Congressional Relations
-+ (OCR). 'The revrews requu'ed should be mdrcated on the Action

Routing Slip.

. Divisions and ‘offices may: develop umt-specxﬁc checkKlists to

 facilitate final product revrew A sample of such aformis mcluded ’

| asappendle

P T -

How Are GAO
Reports Prepared

Chapter and letter reporrs must be typeset (BlueBoxed) before being
printed, unless they include classified material. Briefing reports and

fact sheets generally should be typeset unless time constraints .
B freqmre prmtmg from camera-ready copy prepared by dmsxons and -
" offices. In erther case, Jinal documents should meet GAO’s

publwatwn standards Addmonally, staft' may require graphic

B semces before products are ready to be printed. -

Chapter and

4 e

P e

The wnter-edltor or the reports analyst takes the followmg material

) . tothe PCC Customer Servnce Team to begm the typesetting process:

A report package with.one paper copy of the product.

A properly formatted computer disk for text and one for the
graphics materxal if any. : ,

Ongmal artwork and agency comment letters, if any, that will be
mcluded B

. GaO Form 312,’(PCC_Pro:_dnction servi"cs).

GAO Form 47 (Printing Release Form).

Page 12.14-4
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Chptel‘ 12-14 RESEI N “W sk '
Processing and D_htrlbnﬂng
GAO Prodneu :

How Is Testimony'-

- ‘Prepared for

ACG/P&R, @PA, and: OCR shqyld receive ”oples before release to

. the:customer:: The:Distribition Sectxon; PCC makes any other
dlstnbunon when pnnted copies aré: ava.ﬂable .

e comxmttee or the subcomnutt.ee or

nsibl ) f the twtxmony is

. rsponsxble for prepa.nn -3 camera-ready copy of the witness

‘'statement and detenmnuig umber of ¢ copxes required for initial
and subsequent distribution; 'I'!us is done elther directly with the

Chapter 12 17 dlscussos the content of wnmss statements.
Generally a six-page to eight-page double-spaced statement is
sufficient to prowde an overview and allows suﬁclent time for
questions. : :

Page 12.14-7
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Twnmony and summary statements have specific product numbers,

_-and the last page of the testimony narrative or the appendix should
' mclude the Job code(s) as reporls do. (See P 12.4-5 )

v Coples for initial dlstnbutlon at the heanng should be prepated e
- double-spaced and photocopled or prmted on' one sxd 3 of the paper '

o . ;',OIMC's PCC has developed a computer template to produce the
.+ - /testimony-coverand has: ;provided a-copy to each division. This .
template uses WordPerfect 5.1 and: ‘provides the format for mserung

the appropnate tltle, presenter and committee mformauon on the

tstlmony cover

-’tten statement is approved statf should prepare a

o ’ tesumony cover by using the template and printing it on a laser
... printer in. the division or the office or, if none is available, in PCC's
: Customer Service Center, room 1021 o

Staft' should then photocopy the requued number of copiw for

- distribution at the hearing by using the GAO copy centers or such )
. ,ot.her quahty photocopiers as. necessary. Staff should also provide ‘ ‘W)
e ,.ﬁve copies to the Director, OCR.:In.addition, the division or the i
_office must hand-carry 40 copies to-the Director, OPA, at the same

time distribution i ls made to the requestmg committee or

L subcomxmttee

ppo ,.A second, smgle-spaced, camem-ready oopy ‘with thecoverami the
... back pages (for subsequent and demand distribution) then must be

provided to PCC for printing. Staff should prepare a printing

. requisition (GAO Form 312) and the Printing Release Form (GAO

Form 47). Staff should forward them to the Customer Service Team,

L .PCC, for the amount of the reserve stock—usually 500—-as determined
by PCC. PCC annclpates that prmtmg should be completed within
- 24 hours ;

‘These coples are prmted on bom' sides to reduce waste. Thme ‘

copies include a four-page saddle-stitched cover, which means that

: staplesaremsertedm thespmesothatthepages heﬂatwhenthe Sl
. pubhcatxon is opened . _

' Except in very rare mstances, testlmony is not reissued with a blue

cover because it has its own permanent cover and unique product
number , .

' Page 12.14-8
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Ch.ptcr 12.14 NP
Processing and Dhtrlbuting
GAO Products ‘

Ho : ._'To provxde a more hmely response to users, correspondence’ b
s should be. used to ‘produce the.final-.copy. Staff should follow

(]
i
3 O
%
;‘é

Correspondence
for. Prmtmg? :

~ should not have a cover.

ressed to two or more

' recxplents staﬁ‘ should run an ongmal copy addressed mdmdually

Sy w each-addressee_ and the sxgner'of the product (the issue area
> _ py. The individual copies

. , ; pondence is being sent to the other

S addressee(s) Ajomtly addresed letl:er, should be provided for all

R vother copms All coprw-carry e same- product number

L GAO staff may dlsmbute the orlgma.l copy to the addressee or use
.. the services of the Distribution Section. Staff; however, must
provide a completed GAO Form 47, a ‘completed GAO Form 312,
- and.a completed GAO Form 115-Ualong with a dated, single-
spaced, camera- readycapyoftheoon'espondencewPCC’
" .. Customer Service Team to prepare a minimum reserve stock
L (currently set at 250 until more experience is gained as to the
number of copies that will be necessary) for demand distribution.
~ Once the initial reserve stock is depleted, additional copies will be
~ available but without blue covers. The front covers will identify
- theseas reprints.

Pagel2.149 - _ Communications Manual - . June1893
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+ How Are Products

Distributed? . |
TR - otherinterested parties. Onamorehxmtedbasxs GAOdnstnbutes «

o ‘copies.of correspondence

* 3

N L

Planned Document
Distribution

R R I R T

O3 W

Chapter 12.14 - - -
Processing and Dlstrlbutinz
GAO Products . . . S

GAO routmely d:stnbutes its printed products-reports and.:. :
‘testirnonies~to' overmght committees and/or interested congressxonal
leaders, the affected agencies, the media, internal GAO officials; and

Once initiatand subsequent dlstnbuuon is made, GAO's unclasmﬁed E

* " products aré availible to the public’and other interested parties. As
+ o such; GAO maintains astockofaalssuedproductstomeettlus
4 demand dlstnbunon. Finally GAO staff may receive personal
"' requests for coples of GAO ptoducts wluch are generally provided

) asacourtosy

: »Dmsmns are responsxble for planned dlstnbutmn of printed
" produects.’Planned distribution requires divisions to (1) identify the

initial distribution recipients (the requester(s), the congressional

 comniittees, the affected agencies; and all internal GAQ recipients)
o and'(2) select the subsequent dzstnbutwn recipients (the individuals
e and orgamzat.lons that dmsxons have dsxgnated as warranting

copies of products);’

’s Distribution Secnon is responsxble for the phys1cal

R 'dlstnbuuon of GAO products ‘PCC's standard for initial dnstnbunon
'is same-day delivery of the product; that is, PCC distributes
- immediately upon recelpt of the documents from the prmter
Dlstnbutlon to subsequent recxplents follows 24 hours later

To detenmne initial GAO recxplents dmsmns and ofﬁces should list

the recipients within those divisions and offices; as well as those in

‘participatirig and coordmatmg units that should receive copies. In
- addition, the following persons and units should be included on the
" GAO Form 115 (115-R, Distribution for Restricted GAO Reports or

115-U Dnstnbunon for Unrestncted GAO Reports)

: 1 S N T - Assistant Comptroller General

. for Policy

s - ocm

40 - oPA

Normally, individuals would not be listed on both the rwtncted and
| unrestricted distribution forms.
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' Ch.pter 12.14 . .
Processing and Dlnrlbntlng
GAO Products

Subsequent Dlstnbutlon

Using GAO Forms 115 , |
D T PR “Reparts or115-UDzsmbutwnforUnrestnctedGAOReports)zs

" copies of GAO products and that the
’entered in GAO's document database,

'ons and of fﬂces should select_ subsequent reclplents by
, ing list from the automated customer
database and enter that mformanon on the GAO Form 115-U,

.. Distribution fornUnrestncted GAOReports The lists, developedy by

s.and subject matters. Each list

"’E:ontams""@ ients’ names and addreeses and each is identifiable by
- anumber (hst code); a list title (m general txtles correspond to issue

areas), anda dmsnon or ofﬁce.

‘Mailing labels are automancany“generated from all mailing lists,
'I‘herefore, names, titles,. and mailing : addresses of recipients must
exact.ly match on all maxhng hst.s to prevent mailing of duphcate

‘ ‘copmsto reclplents

review and update the. zssue wrea and subject lists to ensure they
. are accurate ‘and current Dlrectors of planmng and reporung

| 'To determme whlch hsts"are appropnate for their reports and
, their GAO Forms 115

their dmsxons and other
r and quicker :
e,aceess file every week.

nsider which parties would
ondence. As mentioned
nce should be more limited

' "”‘thanforreports Thus,stqﬂ'genemllj,(;hmddnotpromdecopwsof

correspondence to the media or all partzes mutmely recezmng

, voopzes of reports and/or testz-rmmy

o Staff should ata rmmmum, send a copy of the compondence to
“the affected agency, rankmg mmonty members, and any other

‘congressional commmees w1t.h dn-ect interest in the agency’s
actlvmes. - » o

The GAO Fo'r'ml 15 ( 1 15-R, Dzstnbutumfor Restncted GAO

the critical vehicle for ensuring that,all interested parties receive
e m"oducts are appmpmtely

Page 12.14-11 -
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-Chapter-12.14-

Processing and Diltrlbutlng
GAO Products ;

oM

Restrlcted/
Unrestncted Products

* 3

£ I I TS

Dmsxons and offices are respons:ble for entering correct dlstnbuuon '

o instructions on GAO Forms 115. In completing the GAO Form 115,
'*'dmsxons and ofﬁces should mclude _

congresmonal requester(s), affected agencxes, and appropnate

‘ legnslahve comnuttees and subconmuttees
internal GAO reclpxents; _ ‘ | _ _
_ l:st code(s) apphmble to the products bemg distributed; and

; ’medla codes (obta.lned from OPA)

In addmon, divisions and offices should prepare individual labels
with the names and addresses of one-time recipients who do not

LI routmely receive products issued on a particular issue area or
5 subJect matter A copy of the labels should be attached to the GAO
' Form 115 : _

Automated versions of these forms, and installation mstmctlons,

: ‘available from PCC on disk. The automated forms let users enter,
i edrt, pnnt, and save the reqmred dlstnbutmn mformatlon.

Unclasslﬁed products may | be mtncted (all ext.emal distribution is -

made after a requester—deslgnated delay of up to 30 days) or
unrestricted (mmal dxstnbutxon is made on the day the copies are
received from the pnnter and subsequent distribution follows 24

| v houxs later) In restncted cases, two separate GAO Forms 115 are
‘prepared. The GAO Form 115-R for restricted products should

include the name of the requester(s) and all GAO recipients who will

get the pnnted products onthei issue date. The GAO Form 115-U for
" unrestncted products’ mcludes the names of all other recipients who
c 'wﬂl get the products when the restncuon periods expire or are

In those"rare ‘mstan' nstances when congressional requesters ask that the
restriction periods be extended in order to use the reports during
scheduled hearings, staff must seek OCR approva.l prior to agreeing

toextenslons

Because of the nature of the message presented correspondence is
. not expected to be restricted. To the extent practical, staff should try
~ toissue unrestncted correspondence In those rare instances when =~
the requesters msxst that the correspondence be restricted, staff =
~ should follow the same procedures for restnctmg the : :

Page 12.14-12
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Processing and Dhtrlbntlnc

GAO Products
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- _ letters may better enhance agency?%"_/ :

B "i:!lfarequesterreleascsaproductbeforetheendoftherestnctlon

- period, the division or the office should notify OCR immediately so.

- «thatit.can direct the Distribution Section to distribute copies to all
- recipients; "At umes, requesters may release copies of products to
- ... selected media representatives; is 6pposed to making them generally
M avaalabletoallmedraatthesamenme Whenastoryabouta ‘
e ,;productthat has. been selectively released appears in any media
o outlet, GAO, oniits.own: nnuauveunmnedlately releases the product

toallmedlaoutlets. Mwnstqﬂ'becomeawamt}wtanyelerne)uof- ‘- g“
memedwhasreportedonaselecnvelyreleasedmduct,OCRand i i

- OPA must be: prom,ptly oontacted to facdztate general release of the
[ md = i :

At»tlmes, GAO staﬂ are personal]y contacted by members of the -
- public or the media or some other: parties concermng the availability .
.. of issued products In'most mstances, ‘GAO staff, as a courtesy, may -
s provrde such persons with copies of the reports or testimony rather = -
_ than referring the callers to: Documents Dlstnbunon ‘ -

R | § staﬂ' do. provnde thls service, they: may transmit the product with an
e mformal note or may.use the GAO:Form 333 (Transmittal Sheet)
'I'hns form, however, should not be used to replace the nonbasic -
letters when GAO is specifically communicating messages to

recipients, nor should it be used in those mstanccs when formal S |

;opnons for 1dentlfymg the staft' o
member sendmg the pubhcatlon.” A staff member may quickly sign -
his or her name“and telephone number or may insert a business card

How Are Changes to
Published Reports

- Made‘? |

.

identified in products, the changes should be made using errata

- the product titles, numbers, and issue dates and must clearly explain
. the change(s)-gmng page paragraph and line references

to the ACG/P&R for approval 'I'he Drrector OCR, also should

In those rare mstances when changmg pubhshed reports is .
necessary such as cases when significant errors or omissions are

sheets prepared on division or office stationery. They should cite

* Ismeareadxrectorsshouldsxgnﬁreerratasheetsand before B 4

printing, forward them. (with a GAO: Form 319 and a memorandum
explmmng the. changes) to division or office heads for approval. If

- the Comptroller General signed the report, the division or office |

heads should submit proposed changes through the Director, OCR, o
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Processing and Dhtribntinz
GAO Products. ‘

receive. copres of all errata sheets for products srgned by division and
ofﬁce heads lssue area drrectors, and reglonal managers

| h’l‘he prmted errata sheets must be sent to all report recrprents hsted
- onvthe original GAO Form 115 (115-R; Distribution for Restricted

GAO Reports, or 115-U, Distribution for Unrestricted GAO Reports),

.+ andthey are also inserted in all copies available for subsequent
i+ distribution. The errata sheets, the mémorandums. explaining the
‘ .,changes, and the GAO Form 319 must be filed in the master product

L folders.

' Ifthe changes are complex or extensrve, however, issue area

directors should consider reissuing reports in lieu of issuing errata

sheets. Approval for reissuance should be obtained from divisionor

. “office heads for products signed by-them and from the'ACG/P&R for

: . ...products:signed by:the.Comptroller-General. Before PCC will
... reprint-a report;-division or office heads must send memorandums to

- .. the Director, PCC, mdlcanng why the reports should be destroyed -

Aand reprmted

o Relssued products. should be sent to the reclplents listed on the GAO
* Forms. 115 with bnef cover memorandums mdrcatmg why they have

ubeenrelssued

Key Responsibilities

E 5 I

Division and o_[f'we heads are responsxble for developmg systems
that ensure that GAO products are processed and dlstnbuted ina

| tlmely manner

o Dzrectors of pla,nmng and repomng are responsrble for developing |

and mamtaxmng control systems that ensure that automated mailing
lists developed by therr divisions or offices are accurate and current.

Issue area directors, assistant directors, and E’ICs are responsible -

- for ensuring that products meet division or office and GAO

»requrrements and then are routed accordmg to d1v1510n or ofﬁce ﬁnal

R processmg procedures v
Wnters-edm and reports analysts are responsrble for ensuring

that products meet GAO editing and publication standards for -

- typesetting and printing. Because typeset products are produced

-from computer disks, division and office heads are responsible for

~ . .designating one or more persons to check the disk format before ,
- drsks are sent to PCC for typesetnng '

Page 12.14-14 .
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OPA i is rwponmble for mmntammg and ensurmg the accuracy of the :
- # media hsts 1t develops B
OCRis rwponsxble for. approvmg products for congrasxonal :
. requesters and for directing the Distribution Section to distribute
restricted products at the appropriate time. S -
- PCCis responsxble for ensurmg that products conform to GAO’ R
. pubhcat:ton standards; for developing graphics and other wsua.ls and
: for typoeettmg prmtmg, and dlst:nbutmg products to recxplents '
'Related Materials
" General Policies/  Chapter 11.2, “Assignment Files.”
Procedures Manual | - | ) | o
) GAO Orders}; 0411 1 Supplement, “GAO Operatxons Ma.nual Supplement for
N T E Secretanes and Typists.” :
0910.1, The GAO Security Manual.
O‘thefqublications _mmmmmgn_smdm Pubhshms and Commumcatlons :
L ‘Center, OIMC ‘
* Preparing Publications for Tvpesetting (GAO/orMGlz 14,
# , 'angmzdﬁum (('iAO/OIMC-l2 14 3)
# GAO Forms - 47, Printing Release Form.
 115-R, Distribution for Restricted GAO Reports.
115U, Distribution for Unrestricted GAO Reports.
124, Draft Report Clearance Statement.
171, Prepubhcat.lon Cover Sheet. _
185, GAGAS Determmanons/Cemﬁcanons
‘ 279, Master Product Folder Gummed Label.
# 312, PCC Production Services. |
 Pagel2141s Cominunications m.....'l I :_ | . June1l9ss
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Processing and Dh;rlbndng

GAO Prodnct-

. 319 Acuon Routmg Shp
. 333 Transrmttal Sheet.
372, MATS Master Job Repo rt |
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Chapter 12.14.. ... ..7i . o
‘Processing and Dlstrlbutlng;_ O
GAO Products

3

AppendixI:
Checklist for
- Publishing Products

Before Publishing ~ ____ B-number obtamegd from Leglslatlve Support Section, 0GC ~
. ‘ ~ " (formerly Index and Files), and typed on each page of the ‘
transnuttal letter(s) C

Report control number obtamed from the dmsxon or the office
and typed on the tItle page

Referencmg completed and referencmg and other reviewer -
changes mcoxporated in the ﬁnal product. :

Graphlcs prepared in conformance ‘with GAO’s policies and
, standards SR, o v

: : - v S Medla dxst.nbunon mfomlatlon from OPA recorded on GAO
’ g Form 115-U stmbunon for Unrestncted GAO Reports ‘

ngnature package subrmtted to wnter-edltor and reports
~ analyst staff. (See app II for checklist of signature package
contents )

Copyedlt and product check completed by the wnter-edltor or
the reports analyst. T ‘

Wnter-edltor or reports analyst corrections mcorporated inthe
product.

Final-typed copy placed in the signature package.

Classn‘led products handled in accordance with GAO 0rder
0910 1, IheﬁAQSﬁmnnLManual |

Reviewsand . = - -~ ' Allthe followmg approvals are obtained by initialing or signing
Approvals 7 the Acnon Routxng Shp (GAO Form 319) on the signature package

) _ Assxstant dxrector o
Q - | ‘ : ‘ v Wnter-edxtor and reports analyst staff

Dlrector, lssue area.

| Pagel2.0417 - '~ Communications Manual o . June 1993



Proeeedngand Diltribntlng o : ' _ "/w
GAO Products’ - ,vr s | S

Drrector of planmng and reportmg
Dmsxon or ofﬁce head.

L Sp.eclal Assrsta.nt to the Comptroller General, if @Pmpm
ACG/P&R, if appropmte
£ —0ag, lfappmpm
- R ___Office of the Chief Economlst, ﬁappmpmte

Dxrector, xssue area of contnbutmg dmsron or ofﬁce, if
appropnate ;

OCR tfappropnate

Oﬁcxal who is to srgn basxc and nonbasnc transmittal letters

The followmg matenal submxtted to PCC by the wnter-edrtor , )
o or the reports analyst or the evaluator- e: , , -
Pnnnng—'l‘ypeset Products v

— A properly formatted computer disk for text matenal and
v one  for graphrcs matenal if any

—— One typed copy o_f the product, mcludmg the original

SIgned letter
o ‘ ‘ _ The ongmal artwork and annotated agency comments,
# - o o GAO Forms 47 and 312.

Slgnature package for the Dlstnbunon Sectron.

—_ Typeset page proofs proofread by the wnter-edxtor or the
reports analyst and/or the evaluator-m-charge and the disk . -
I corrected by the dmslon or the office or PCC, as o
C appropriate.

— Corrected page proofs checked and approved by the e
wnter-edxtor or the reports analyst. , ' \)

—_ Printed copy approved by the wnter-edrtor or the reports
analyst for drstnbutlon in conjunction with PCC staff.

Page12.14-18 - - CommuniuﬂoneMannal o R ~ June 1993



Chlpte!' 12 14 ,‘l vl “
Processing and Dietrlbudng
: GAO Products

anmg-Nontypeset Products

— 'I‘yposet cover prepared by PCC.

Ca.mera-ready copy of the product mth cover; the original

_ artwork and agency comments if any; and the GAO Forms

47 and 312 subrmtted t6'PCC. -

Srgnature package su xmtted to the Dlstnbuuon Secuon.

_ rts analyst, m comuncuon with PCC staff.

_ Productdlstnbuted by the Distribution Section as directed on

GAO Form 115 (115-R, Distribution for Restricted GAO Reports,

" or.115U, Distribution for Unrestncted GAO Reports) inthe -

sxgnamre package
Restncted product delivered to ( 1) requster(s) and GAO

recipients (marked with labels to show the restriction) on issue -

~.date-and (2)all other. reclplents (without labels) when the
restncuon period ends. ,

Unrestncted product drstnbuted to all rec1p1ents on or around
the issue date REE % _ _

—.-The srgnature package returned to the programming division
for storage. '

Page 12.14-19
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Chapter 12.14 ‘ R
Procudngandnhu'lbuﬂnx Te
GAO Products o

AppendixII: |
- Checklist for
Signature Packages

Actlon Routmg Shp (GAO Form 319), affixed to outside of the
folder, xdentlfymg who revrews the final product and in what

_sequence.

—— One copy of the product along with basic and nonbasic
transrmttal letter(s),. including small personahzed transxmtta.l

letters if appropriate. -

—GAOForm 115 (115-R, Dlstnbutron for Rastncted GAO Reports,

and/or 115—U Dlstnbuuon for Unrestncted GAO Reports).

Congressronal request letter OCR memorandums or other

. material documentmg the request, if appropnate

Copy of the exrt conference documentanon

- . P A bnef explanatory memorandum from the director if 50 or
# ‘ o . S 3 morestaﬁ'-dayswerespentontheassxgnment,xfreqmred.

Any other material specrﬁed by the division’s or ofﬁce S

processing order. . <.

- # CL e e '___Copyofmos,trecentGAQFom372,MATSMasterJobReport. ‘

Page12.14-20 ) - Communications Manual . .
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( \) | R | Chpter 12. 14‘l P

'Append1x Im:
'Checklist for Master
Product Folders

o i Summary of results of mmage conferences
Referenced draft, Referencmg Revxew Sheets (GAO Forms 92)

A ' pgrammi _g dmsron or ofﬁce with comments
e . received, annotated to show dlsposmon

—By other dxvxsxons or ofﬁces with comments recexved

- ' ) a.nnotated to show dlsposmon ‘
\D L _ . GAO Form 124 (Draft Report Clea.rance Statement)
i Do o S Memorandum‘sununanzmg exit’ conference results.

__ Draft approved for extemal release for advance review and
o comments .

—— Written agericy comments if obtamed

Annotated draft showmg changes made afl:er agency comments .

— Other correspondence detenmned to be pemnent by dmsxon
or ofﬁce management. ' N _

GAO Fonn 185 ‘GAGAS Determmatlons/Certlficahons

. Signature package, mcludmg the Action Routing Slip (GAO

Form 319)
Copy of agency S reqmred 720 response, when recelved if
, apphcable _ .
9
- Pagel2.1421 ~©  Communications Manual R June 1993
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Chpterlz.u D e i
Processing and Distrlblmng :
GAO Prodnct- S

L
Appendix IV: e
~Sample Checklist for
- Processing Division
or Office Packages

‘ Ms_is.ch_ﬁ_&;d_.-s

emaROquest letter, if applicable” =~ 4 ‘double-spaced copies
ot pzoduet

OCR m .

mrm Donqn Mnuannt Fon
. ——1 coPY of latest Master Job Report . .
Note: Use blue folder for AcCG and director signed products and tan for the CG.

by

DIZQCGOZ L] S.C!.Blw

‘ mmvm
'!ounmmealln

(m 4)
Qutsjde of .;o;dg;
——GGD Form 3
Left Side of Ee;g.: . L m-l‘!‘s’ "‘51‘9!1 of ESFHI!H
Ceqh:od GAO ron 124 i ' , Undntod original of each agency
B T transmittal letter in :mz for
Roquu: lottor. :.t avplxcabl. : _ m s signature
__OCR memos - . ——__Greenlined copy showing all
IR IR i - cnngu since step 3.

Annotntod ecpu- of drafts
reviewed by RR and ACG

Director's Secretary

Pagel20422 . CommunicationsManual .
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Chapter 12,1400 il
‘Processing and Dim'lbntiu :
GAO Products
R D e N N e i . e e - et § ;
m POR FINAL m:-v lm R 2
: (sm 7 N o
mg;;do og Folder
eso ten 3
‘ - 'l‘hu ch.euiu . : B
Jeft_Side of Folder W R
‘__,_lloquo'u Letter R ) deublo-lmod eop;u ‘
. ot p:oduct e :
—eOCR memos -
3 copnl of n.noutod
: cqoney ‘coiments”
Eixpcto}jf. SQc:cc_Ary‘ o .
m roR axmm rm
e (mr 9) ]
e !'mtiﬁ ‘Frouting slip
| GGD Porm 3"
—_ﬂ_m' checklist
—_Copies of basic and non-basic letters for =~ Groonuud copy shovan
director-signed chapter resports; copies of all changes . since step S5
non-basic letters only for :dirsctor-signed {1f . no agency comments,
letter reports. Orginals of basic.and - show all’ ehngu since
non-basic letters for CG and Acc--igud step 3 L
TEpOItSs. . , . . :
Anuutod dutu tm
E::plm:ory aemoTandus if applicable “""last review by RR (lup
“(See M 12 u-c.) 7 or if no agency -
‘ comments, include dn!n
——tcEpleted GAO !a:- 124 reviewed by AR and MG
‘at step 3) '
—_Conpleted GAO Form 115--1&1:1;1 '
" and lubuqmne distributicn " e Copy of exit conterence -
documentation if no
- . ) : written comments
e’ COPYy of latest Master Job Report. - )
—Originals of 1) request letter, 2)
agency comments, and 3) any figures.
to be inserted as appendixes to report.
—_Copy of request letter, OCR memos and
other pertinent- background material.
: . Director s Secretary
.GGD Form 3A ) )
‘Qet. 1992
Page 12.14-23 Communications Manual June 1993
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. Chapter 12.14 .

Frocceing s Dcbusng

GAO Products -

—
Appendix V: N
Sample Checkhst for
‘Division or Office
Product Approval

I &0 10,
X8 CODE 10,
| EVALUATOR- IN-CWAGE : PHONE 10,
ASSISTANT DIRECTOR/DIRECTOR:
SURNAME/DATE REVAXS
1o Dlrmw l-sm (u-:'i B

2. Exit Conterejes

3+ Director to Report Review/OACG. (DP4)

 Returned *

4. Director to Report Review/OACG:

S. Report Dratt to Agency for Comment.

6o Agmey G.ou neolm-

Te Dlrccfa' fo w lwlc-lw

lnun\ﬂ

8. Direcror ?o -rnu-nlnr.

Mll"lld

Do 9 olueﬂr vc Ruen um-/om

10, Report Riviw/OACS 10 Writer Editors

11s  Report issueds .

® 11 agency coments ere not obtained, skip to sﬁp 8.

GGO Form 3
" Septe 199V,

Page12.14-24 = . . CommunicationsManual -
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R - Processing and Distributing
: ' GAO Products

- TINE:

nwmn»omq:

. . ASSISTANT DIRECTOR/DIRECTOR:

El

/ > , ) ‘e Director Approves Nessege (DP3)

2. - ExIt Conterence

3. Dirsctor 1o writer=Editor.
foturned

%4, Director Approves Retersnces )
. Brieting naterinie

" 9« Briefing Preuented.

6. Director 1o OACG. . (DP4). . ‘
Rerurned " A i

Te ‘lqﬂ_lng Oocusent. Issued.

¢ Wen formel sgency coments are cbtained:

" 4e. Dratt to Agency for Comente

4b. Agoncy Comments recsived.

o . .
/ : .
Q ) - @D form 3D

) Sept. 1991

£
:
}
F
&
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T o Chapter 12.14 ]

- Processing and Distributing *
GAOProdnm e

Appendix VL. -
GAO Form 333
(Sample)

GAO  Urited Staies
GenemlAccomnngOfﬁce

 The attached Genem.l Accoummg

: :..’Doyou. s e

- Office publication maybeofmtem} o

Telephone Number

Page 12.1426  Communications Manual
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- . .and Sensmve
. Information’ or
Matters?. i

Chapfer‘ 12.16

o categones of: mformanon st bejudlcxously included in GAO

j : executive bra.nch
What Constltutes authoxmes have detemnned, m‘th terest of na.l:onal secunty, must

Classified, Restncted | nst unauthorized disclosure.

mfonnauon that by statute or
st disclosure to the public.
inchude, but are not limited to,
Iy, official use only, or

- proprietary mfozmanon, tax information; privacy data; private
‘ employee beneﬁt plan mfonnanon,.and ppclassxﬁed nuclear -

special consideration

include (¢)) referrals of possxble n

‘ ‘ mpliance with laws and
# . ., .  regulationstothe Department ofJusnce or an agency’s Inspector

N ) ‘ ; ifies ,and unrest'ncted products so that
How ShOllld . ,they may have the wuiest posszble dzsmbutwn Every effort should
Classified and Y to specifically identify the
Restncted S classnﬁed orr&stncted pomonsmaproductsothatltcanbe
TV properly safeguarded. - If addressees need the classified or restricted
Informatmn o .. information, GAO's second option is to issue an unclassified or an
"Be Handled‘? = .. unrestricted product for general distribution and another product

conta.uung the class1ﬁed or the restricted information, with
| distribution hnuted to those wn'.h appropnate clearances and a need
~to know e - -

A crmcal standard that must be met in choosmg either optlon is that
the unclassified or the unrestricted version must be clearand
persuasive on its own merits. If this is not possible or if the subject
matter requires it, then GAO issues a single product containing the

“_ :" pohcy generally cal]s for full obJecnve reporting of the facts, certam

d geophysical information; |

‘ 3_) agency decisions i in process, ‘and .

Page 12.15-1 ~_ Communications Manual - o .  June 1993
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- Classified, Restricted, and Sensitive | o o n T /3
' InfomﬂonlnGAOProdncts S o R T

_ Chapter 12.15.

Special Consideration and Handling of R

Classified Information Y
L o ._,vlaw,thatnghtnsresmmdtoﬂ\eexecuhvebranch Therefore, a Car e

-« security review is performed bytheappropnateagencyatﬂle ROEE IS
requestofadmmonoranofﬁceo,' X _
.. -security.reviewis. completed; GAO asmgns a temporary classification
f,»totheproductequaltothetughestclasslﬁeauonofanydatausedm '

| classxﬁedprthemmctedmfomlatxon. 'nusxstheleastdes:rable o -

option.

GAO does not have the nght to clasmt‘y or declassify information. By

a product. Until the

it and affords that product appropriate safeguards. During the

_secuntyrevxew theclassxfymgagencysl}oulq_beencoumgedm o | )»

' GAO products have special covers and markmgs w indicate when' o
. . they contain classified data. Draft products use GAO Forms 165; Lo
N 166, or 167 dependmg on t.h_e*class1ﬁcanon, final products have: gray e ]
~, covers with red borders The classifications are noted on the ¢ covexs o
. andon each page containin

‘ ed data. Specific classified
words, paragraphs, or segments of text and/or ﬁgures should be

“:;"”,:',f:‘appropnatelymarked o B R , ‘D .

Restricted Information

o 'sttnbutlon is lumted to t.hose havmg appropnate secunty
- ‘clearances-and a need to know. ‘The Office of Congressional
: vRelatlons (OCR) makes thls detemunatlon for congres&onal

s requi d by the Office ofSecunty and Safety (OSS)

If restricted information is necessary to sausfy the assignment's

- objectives, limitations on distribution depend on the type of .

restricted mfomlauon to be included. For example, certain tax
information may 'be disclosed outside GAO only to three speclﬁc

congressnonal commlttees and to the Internal Revenue Service
g Therefore, dlstnbutxon is limited to reclplents authorized by statnte o
" or regulation and having a need to know. Such information must be o
o N ‘prov1ded the appropnate safegnards reqmred by OSS.

. AS with lassified information, the originating agency should be

encouraged to carefully review a draft product with the objective of -

B releasmg rwt.ncted mfonna.uon 1f at all possxble

Page 12.15-2
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Classified, Restrlcted, lndJSGnlltlve o

: Dok R T T

# .
HOW ShQUId k’i warrantmg referral to the ‘ i

# Sel’lSlthG Matters ! ctors General offices or may become

# Be H&Ildléd‘? L mvolved in extremely sensmve issues. In these cases, GAO staff

: must exerclse cautlon in‘reporting mgnment results

Referrals to the

: Deparl:ment of Justlc g e

1 to the'Dep ""ent ofJustnce oranagency's S
spec eral GAOproducts (mcludxng briefing =~ i
documents and teslnmony) nonna.lly should not dnscuss these ' "

. GAO usually informs appropmte cngresswnal committees and
- " the agency involved of any refm'uls but the referrals should not be
. discussed with'the press orother oommunwatwns media wzt}wut
PR dunswn oro_m',ce managementspnorappmval

{ D Issues in Lfﬁgaﬁop o | . Pendmg court cases and related facts may be discissed in GAO

products, but opinions should not be expressed on issues to be
- resolved:by the courts unless there are rmtxgatmg circumstances and

# S "pnorOGCapprovalhasbeenobtamed

In all cases when dra,ﬁs orf'nal pmducts dzscuss or ezpress
‘opinions. reyardmg ongoing' lmgatwn, OGC must approve the

' speczﬁc wording.
Agency Decxsmns “.so0 - 'When-a product includes information about agency decmlons
in Process e oo currentlyin process, GAO.must exercise caution so as not to

- .inadvertently intervene'in that process. This is particularly critical
- when the release of such information could put the government or
.other affected parties at a disadvantage. Examples include the
release of information on sensitive procurements and potential
govemment programs whose details have not been made public.

Identifying Orgamzauons - GAO products normally 1dent1fy orgamzauons and tltles of persons S o :
and People o responsnble for the activities dxscussed. Persons are generally not". i
named, but dmsxons and ofﬁces may make excephons if warranted. -

"A product may 1dent.1fy a person who was ‘the subject of an inquiry -

_into alleged wrongdomg or a succession of persons occupyinga o

' o o single position or ‘office if it is unporta.nt to distinguish between SRS ‘

# _ - ~ them. In making this decision, issue area directors should pay -
' particular attention to those instances when pledges of

# | o conﬁdennahty have been glven (see wﬂm

Page 12.153 | " Communications Manual f - \ June 1993 |
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Chapter 12 15

. Special Consideration and Hmdllng of

Classified, Restricted, and Senlluve
Inrormatlon in GAO Prodncu

Manual [GPPM], p. 70-2)orwhenthedlsclomreofpersons names

- could adversely affect them.” Also, GAO's policies on exit
;conferences and obtammg comments on draft report.s should be

Other Sensitive Matte_r's |

B

followed. (See GBBM, p. 14 1-5 )

o In some mstances, GAO asmgnments may call for mtervxewmg

several contractors or consultants or other groups. The question
frequently arises as to whether these persons should be specifically -

. --cited in-the body of the products or-appendixes. Issuearea .
dtrectomshouldoonszderwhetlmhstmgauorsomeofmpersons L
‘contactedbetterplam thefindmgs in perspectwe S

. For example, 1f GAO mtemewed 10 contractors and found that 3

had incorrectly filed required paperwork, the question arises as to
whether to list any or all of the contractors. If the product listed all

10 contractors without specifically 1denufymg the 3 contractors, all

--10.-would automatically fall under suspicion. Therefore, issue area

dxrectors need to-consider the readers’ point of view when listing, or
not llstmg, persons with whom GAO met or about whom obtained
mformatlon and the relanonslup to the overall mwsage of the
product.: - e e R, , _ SR

‘At timﬁ.. GAO. _deveibps‘__infon‘naﬁdln .that may be corisidered

sensitive yet not fall into the category of classified or restricted. In
rare cases, GAO may determine that releasing the information may
be detrimental to the good of the government and therefore makes

~ limited dlstnbutlon to the addresseos and other authorized

recxplents. :
In thesev_situations, issue area directors should discuss Mé o

sensitive matters with the division or the office heads, and

potentially the Comptroller General's Job Starts Group, as soon as
the sensitive issues arise. Decisions about the products’ release are

. reached in conjunction with the requwters and, in some cases,

aﬁ'ected agencls. o

- Where Are Detailed
Instructions Found?

GAO Order 0910.1, Ihg_GAQ_muananual, provides detailed -
instructions on products containing classified and restricted .

information. 1t describes how the pages of products are to be .
marked to identify this information, which cover sheets are required

'~ to accompany GAO products, and what review processes and

safeguards’ (physmal secunty mm) are to be used to protect the
mfoxmahon. S

Page 12.15-4
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Related Materials

g lE\l. o!

Pr

| GAO Orders

ual

Clupter 12.15 o
Special: Conlidentlon nnd Hmdnng
Classified, Restricted"and Sersitive

" Information in. GAO Producte

All GAO employees havmg access to. classrﬁed, rwmcted or.
sensitive information are res
' unauthonzed dlsclosure in accordance w1th apphcable GAO orders.

) jnsxble for protecting it against

Issue area":dzrectom asszstant dzrectors and regional mangers are - |

responsible for ensuring that classified, restricted, or sensitive

., information is included in GAO products only when necessary for

eness and clarity. They are:also responsible for obtaining

| ‘thenecwsaryapprovalswhensensmvemattersared]scussedm VR
. products.. . g e |

R .«The Dzrector, OCR is responsxble for detenmmng whether mtended

.. congressional recipients of classified products have the appropriate
. security clearances.: Dmsron and office heads are responsible for

ensuring that other mtended recrpxents of classified products have a

need to know and the proper clearances or the appropnate

~ authorization in the case of restricted products. Overall guidance
~and assxstance is available i in IhgﬁAQ_&ganmﬂ and from

OSS

. The Office of SpecwlInvestzgatzmzs is responsible fdr coordmatmg, |
. referring, and tracking any referrals to the Department of Justice or

agencies’ Inspectors General and advising GAO staff on the -
appropnate actions to take in such situations.

The Director, Publishing and Communications Center, Office of
Information Management and _Communications, is responsible for
ensuring that products containing classified or restricted information
are distributed only to recipients dwgnated by the issuing lelSlOl\S
or offices.

Chapter 7.0, “Obta.mmg Access to Infonnauon-Pohcy Summary

Chapter 11 1, "Workpapers

‘Chapter 14.1, “Agency Relations—Executive Agencies and Other

Governmental Entities.”

"~ 0135. 1, “Audit Assignments Invol\ﬁhg Access to Tax Information and

Coordination of GAO's Work on 'I‘ax Pohcy a.nd Administration at
Treasury.”
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 Chapter12.15

Special Consideration and nmmng of
Classified, Restricted, and Sensitive . -

. lntomﬂon in GAO Producu

GAO Forms "

;;,7-0910 1 '

_ 0135. 3 “Audxts of Financml Market Regulatory Agencles

0950 1 "Unauthonzed Release of Dra.ft or Restncted GAO Reports,
e or'l‘heerontents"- foon

- 1180.1, *Handling lnformauon That May Indicate Criminal
e Mlsconduct or Senous Abuse m Agency Programs or Operauons .

| 165 Classxﬁed Document Cover Sheet (‘Top Secret)
e 166 Classxﬁed Document Cover Sheet (Secret)
e _167 Classxﬁed Document Cover Sheet (Conﬁdenua.l)
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Chapter1216

| Vldeo Products

Q-‘

lum GAO uses to commumcate a

- ;- While:GAO uses video products for training situations, for
D SR S gy fdocumenung conferences or.seminars; or as a publicity tool, this .
o s orgeoem e Uchapter focuses on-thosevidéo products used to comumunicate
o ST R i SRR ;:-mformatxon regardmg GAO audlts a.nd evaluations.

To ensure that v:deo products meet GAO communication standards
i+..and procedures; early and: connnued coordination with specialists~ -
.video communications: specialists, the: Office of Policy (OP), the

.. 7. Office of Congressional Relations (OCR), the Office of the General
- . Counsel (OGC), and writers-editors and reports analysts—is
SHAR necessary to ensure that the latest mformatxon on preparing and

e usmg v1deo products is. ava.tlable

‘%?:deeo products may be'tsed to elther communicate the results of

When Should -
‘Video Products © " results."To be most effective, video products should be linked to

9 ﬁ smnekeycongresswnalevent, Siich as'a debateonmajorpolwy
Be COHSldeI‘ ed ' “propésals ora legzslatwe mut}wmthn, when this type of

" presentation clarifies the zssuefor an‘audience that wzu actonthe |

mfonnatwn

B Vzdeoproducts are npected to be used only when they are the best
medium to convey GAO’s message and are essential for

‘ GAO ‘'work or be used in coruunctlon with the presentation of such

U : | | ~ understanding the issue and/or physwal conditions. They usea
T : Lot o Neombination of sights and sounds to present a short, but powerful
' message. 4

Page12.16-1 Communications Manual = =  June1993
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Video Products -

' GAO generally uses two types of video products

e Amdeorepoﬂstandsonrtsownandmcludosawell-developed v
A "”message andextensnvev:sualmatenalandgenerallyls profenslonally

eport should be brief-no longer than 15 minutes—and -
; recently issued report or accompany

. ’iAmdeo dzpdoesnotstandonns ownbutlsusedmcongreaslonal

testimony or Key bneﬁngs Ttis used to help GAO get the message

‘ f’acrossmvrsualform,wluchwouldbedrfﬁcnﬂttodoorallyorm‘

'At tlmes, video products may reemphaslze GAO posmons prevrously
o taken, tie toget.her a broader message than previously presented
' narratively, or briefly enhance A tmessage at congressxonal

bneﬁngs or durmg tesumony.

e For example, when the Superfund reauthonzanon 'Was bein
. o debated,GAOs video report crystallize
e anquicky visualioverview-of a! complex subJect. .The product,
.« presented’on the congressional network, pulled together the prior
- . messages and visually.depicted the deteriorating conditions,
emphasxzmg the need for congreeslonal action. ‘

the questions and prwenL Ued N ‘D |

S :Usmg a v1deo chp in comunctron wrth testimony providesan =
- excellent. opportumty to'enhance a:customer’s understanding of a
-.7; " complex issué when it would be difficult, if not impossible, to -
- effectively describe the condition orally or in written form. A video
- clip enables GA@ to succmctly presenta lugh-quahty visual
-presentation in‘a couple of minutes to: supplement the message.

conveyed during testimony.

o ';F..},_rFor example, GAO evaluators took a congrewonal conmuttee ona
o 1v1deo tour oftheparhally constructed U.S. embassy in Carro Eypt, B

to. ﬂlusn'ate the State Department’s problems in overseeing overseas | :
construcuon pro,)ects This clip dramatically illustrated the. ~ =
problems descnbed in the teshmony statement and prompted

exbensnve queshonmg from comnuttee members about t.he project.

In consxdenng whether to prepare a vxdeo product or another ‘

- communication vehicle, issue area directors and division
_management should determme

what would be accomphshed by prepanng a vldeo report; : \‘\)
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Chapter 12.16
Video Products

e whether a:bmlt-m customer (congrwslonal) ex:sts to see and act-
‘onGQ message,

L. whether the v1deo would be produced in conjunction with a key
.'congressional event, such as a major pohcy dehberatlon ora

legslatlve reauthonzauon,

g why the mwsage should be presen _ =wsually rather than
' narrauvely-

.‘whetherﬂnemessagelsvxsuanynecwsarytoensurethattheuser
"betterunderstands and apprecxates the muabemgaddrssed and

how proposed wsual rnatenals to be mcluded would correepond

to and support the proposed spoken word and how the wsuals

‘would depxct GAO overa.ll mossage o

—
How Are Vldeos
. Started and
quprovedV

- Staff 'mmate videos in generally the same manner as other GAQ
.. . assignments. These products, however;. Trequire coordination with -
. more units than is normally reqmred for other GAO products

' l'u‘Stqﬁ'oonszdmngtlwdevelopnmuofamdeoreportmustmvolvet}wf’"-

Manager, Video-Communications Branch (VCB), Publishing and -

LT

Communication Center, Office of Information Management and L

- Communications, at the earliest opportunity to discuss the. .

/- potential video.report and determine all the processes requzred to
- complete the project. The Manager, VCB ‘also helps plan the

... .;production schedule: and helps ldentlfy sources of additional vxsual
. support matenals if. production of a vxdeo report is approved.

- .. Division and: oﬁﬁce heads must approve GAO Forms 300 and 301 to

be forwarded ‘to the Job Starts Group when video reports are

- 7 considered as the primary or secondary products. Depending on the

number of staff-days expected to'be'spent on developing video clips,

. divisions and offices may need to prepare similar assignment
~initiation forms. ‘ This notification is the primary alert to the Job
- Starts Group’s Video Review Board. Early commumcanon and

advxce from the Group, however, is encouraged

» The Vldeo Rewew Board (composed of the Assistant Comptrollers
- General for Planning and Reporting, Operations, and Policy and the'
" Directors of the Office of Public Affairs and OCR) reviews the

- proposals and forwards to the full JobStarts Group those proposals

L that meet GAO's video ob,;ectrves and expectations.

Page 12.16-3
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Chapter 12, 16

' Vldeo Prodncta

~ Before any substantive resources (such as original filming or initial
. editing in those cases where all the film will be obtained from
: extemalsources)areexpended, thedwzswnort)wo,tﬁoemust c
~_obtain clearance from the Video Review Board. The Manager, VCB,

«also. should alert the Assistant Comptroller General for Policy that

i . ﬁlmmg or edumg is about to commenae

The dmsron or oﬂ‘ice head has the responsxblhty to ensure the :
adequacyandthe accuracyofthewdeo clip that will be used in
conjunction with a briefing or testimony and needs to prepare a
proposal or discuss the matter with the Job Starts Group only in

- unusual or extremely sensitive situations. ' If, however, minimal

. resources will be spent to prepare a video clip, the division or office

head may determme that a specm'c GAO Form 300 or 301 need not

T prepared

A checkhst of the kej; tasks ‘rnuprepanng'vrdeo prodncts is included
as appendix I. Details for preparing a video product are hlghhghted

| mappendlxll.

‘What Quality Control
Is Required for Vldeo
Products? -

Overall Message f o

Scripts

Dzmswns and oﬂ“wes must ensure that video products--both mports
and clips--meet all applicable GAO: quality standards. More

specifically, they should ensure product review and top managernent ”

concurrence before external release of such products

S The message should not: overstate or: exaggerate GAO’s posmon
. should be clear, concise, and convincing; and should not be
.. overshadowed by fancy visual material. ' The evidence standard
- applies equally to videos; that is, it must be adequate, competent, and

suﬂicxent to support the: posmon or the issue presented

: Scnpts are necossary for all wdeo reporrs and should be

- revxewed and approved by the dms:on personnel who normally

- . review: GAO products

coordmated thh other dmsxons havmg a specxa] knowledge of,or

interest in, the subjects of the vrdeo products and

revnewed by OGC to ensure that any potentlal legal issues, -
including privacy and copyright issues, have been resolved before

' productlon and all releasos have been obtained.

' Vlsual Materials )

B Smce GAO's quahty control procedurw apply equally to video
' reports and video clips; as well as to any other GAO product, staff

!
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Chapter 12.16
Video Products

Referencing

& ) Affected Agency i

Ensunngthatthevxsualsareunblasedmybedrfﬁcultmthatmuch ' .ji ‘
. of the footage used may be extracted from a full-length video = =

comespand 1o the spoken’ word and must actually depict the

L présehtatlon rnust be obJecnve and representatxve of the subject

o _ should exerclse Judgment in obtammg ‘original footage or selectmg

thev:stmlstobemcludedtoemurefactualaccuracy TheVCB
specrahstplaysawtalroleindetemumngwhrchkualsshouldbe |

- mcluded and whether they accurately portray the message

Generally, GAO staff should not be featured in vxdeo products unless |
a segment is mtended to'show that staff member performing the role
of a GAO employee, for example, talong notw durmg an mtemew

Wty X \ T

prepared by some other party. The footage provided by others may e

-« be consistently. comphmentary, yet. GAO'’s message may be trying to
- . show thata problem exists and needs: corrective action. Therefore,
- assistant directors and issue area directors should use their subject

matterexpert:seasabasnstoassesstheaccuracyofthev:sualsand«
the connotatlons they have FRRELT ,

o Inselectmgmeamngﬁ:lwsuals lssueareadrrectorsandasmstant

directors should consider whether any constramts such aslackof
otage or inaccessibility to classified locations, prevented

_ staff from obtaining visuals that would adequately. accurately, and -
. 1081‘ ally deplct the message..

: other words, viewers should be able to independently |
als or hedr the ken word and come away with the
samemessage Caremustbeexercnsedtoensurethatthewords

- used do not convey one message and the vxsual matenals another

o "»Scnprs stiould be referenced to the extént that all facts and figures
ce presented are accurate and that th findings, the conclusions, and (if

) the recommendatr s are fully supported. The

‘ Suppomng mformanon for charts graphs maps, or computer
- graphics created by GAO or commercral ‘sources should be

referenced or, at a minimum, taken from a prev:ously referenced
product. The key quality assessment relating to visuals is an

assessment of whether they are representauve of the condition.

o Once an approved scnpt is developed the issue area director should ,
L generally hold an exit conference with’ the affected agency to verify =
. the facts to' be pmented Addmonally, when the video product is

Page 12.165
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Video Products

| completed, the issue area director should generally offer the agency‘
_ - an opportunity to view the product before external release. If the

- _agency identifies serious flaws in the product, the issue area director
must oorrect them before release '

' Video Review Board

Toensureoverallquahty,theBoard | |
; . vrevxews v1deo proposals |
:ﬂreviewsvrdeoscnpts ” e
v. revxews the ﬁrst cuts of the products and

. approva the ﬁnal products or suggests further viewing by the Job |

o Starts Group, mcludmg the Comptroller General.

S The dmsron or oﬁ‘lce head should mform the Comptroller General of
' impending video reports and clips by using the same Reports Review

system currently used for other GAO products.

- ! T Because vndeo products shouldbetxedtosome key congressronal :

E date or actlon, committee chairs generally sponsor their showing.

How Are
Video Products
Communicated?

Therefore, GAO staﬁ' through ‘OCR, need to contact congressional
staff to receive permrssnon to schedule the video report or show

,certam film clips. For example, if the video product includes a film
“clip ofa partlcular congressxonal representanve, GAO must get
' permission from that representatrve to feature him or herina

- " specrﬁc context.

'Both the House Admnustraﬂon Subcommittee on Ofﬁce Systems and

the Senate Comrmttee on Rules and Adrmmstratlon, ‘which have

,Junsdrctron over the two congrasronal networks, requirea

| . ‘congressxonal sponsorbeforethesesystemsmaybeusedfor ,
. fbroadcast. Generally, the chalr(s) of the committee(s) for whom

'GAO performs extensive work agree(s) to sponsor the video report,

as well as prepare “Dear Colleague” Jetters notifying all

~ congressional representatives that the video will be presented dunng
’ specrﬁc time frames. '‘GAO staﬁ' should coordinate with OCR to -
, ma.ke the necessary a.rrangements

" GAO, on a limited basns provrdes copxes of the video products to key
‘ congressronal committees and to affected agencies. It informs other

interested parties of how to order copies. If a video product el ) ‘
' \

o includes copynghted material and permission for further , N

dnssemmanon is not obtamed however, 'GAO may not be able to
distribute additional copnes :

Page 12.16-6
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Video Products

Bk Eachvndeoproductxsnumberedmanmmersmulartoﬂmforoﬂ\er o

“r  GAO products; thatls,*RCED-93-lVR or RCED-93-1VC and eachis
B "'%hstedmtl\eManagementN.m :

%

What Are the Legal
Issues Concermng
Video Products‘?

'”mcludmg musxc

" ,mdeotapz'ng peopk enyaged in various actzmtws When GAO is

R : ~ doing the videotaping; it should have respomnble parties sign a GAO
- Form 228 Release and Authorization to Photograph and Record.

‘ _D : e " (See app. Il for sample.) 'GAO should consider the following

S ‘GAO must obtam a release when photograp!ung or wdeotapmg" : L
‘ i+ someone ina place normally consderedpnvate, suchasthe persons.
o home, ofﬁce, or hospxta.l room.. . R : '

i ’0-"'Ifthe person bemg recorded isa rmnor, a parent ora guardlan
mustalsosrgntherelease cernfymgthathe or she is authorized to
- act for that nunor . , .

b e GAO need not obtam a release when vndeotapmg persons in public
-+ . places or crowd scenes or when videotaping public officials or
" legislators performing public functions, such as speaking in public,
. campargmng, and meetmg with constatuents or the press in public

. Notmﬂlstandmg the other rules, in pa.rnctﬂa.rly sensitive
situations, GAO:should obtain a: release if the person being recorded. ‘

is clearly wsrble in the footage even if that_ person d1d not speak to
“GAO.. (RS R ey g

el et e When obtazmng mamalsfrom external sources, staff should
) : ‘ Sl o determine whether they contain copyrighted material. Generally,
‘ film footage, photographs, or other materials created by the U.S.
government are not copyrighted. These external sources, however,

Page 12167 " Communications Manual . . . .0 .. " June1993
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Video Products

shouldbelishedasa“ualler”tothevndeoaclmowledgmgme S

- material received. If it is unclear whether the footage contains. -

| P The fomls shown in appendlxos III, IV and V may be obtamed from

copynghted matenals ©0GC should be contacted for guidance.

~ Staff. should obtam penmssnon from t.he owner or t.he copyught

for sample), as appropnate

, 'Because of t.he sensmvmes and the tecluucalmes of the privacy and

copyright laws, it is important that OGC be involved as soon as

 privacy and copynght issues arise. Normally, this first occurs
during the scnpt-wrmng stage. All v1deo products must be reviewed

by OGC

VCB Once the releasa are sgned t.hey should be included in the

I VCB pro,ject files.

‘Key Responsibilities

'“'wsueareaexpemsetoensureﬂ\atallvxdeoproductsa:eaccurate

Issue area dzrectm's are responsxble for select.wely identifying issues
that may be appropriate for.visual presentation and for providing the

and representative of the conditions presented. Division and office
heads are responsible for establishing systems of quality control to

: ensure t.he accuracy and quahty of v1deo products
VCB is responsxble for the overall techmcal and aesthetic quality of

all producuon elements. ‘Additionally, VCB is responsible for

T collaboratmg with the audit/evaluation staff to develop the approved
-+ script and select visual materials, contracting for the narrator,
B recordmg the narration; videotaping visual material, creating and/or
~ recording artwork and graphics; selecting music and sound effects,

© The Manager, VCB is rsponmble for noufymg the Job Starts Video

mixing and processing the audio components, and edltmg the final

»program master

Review Board when video reports are being considered, as they are
being developed, and before they are finalized. -

.~ * 'OPis responsible for keepmg»abreast of t.he:la_test policies and
~ procedures relating to video reports and video clips, and the
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Video Products

%

il

Related Materials =~
- GAOForms

A

Ei

‘ Asszstam Comptmller General for Polwy is responsrble forr no
- other members of the Vldeo Review Board of potentlal new

- 0GC1Is responsxble for revrewmgavrdeouproducts to ensure that GAO
has not violated the privacy and copyright laws v ‘

products.

OCRis responsrble for coordma.tmg the showmg of vrdeo products
on the congreasxonal network. R

A"l'he Video Review Board is responsrble.for overseemg the pla.nmng,
- the development., and the ﬁnahzauon f all vxdeo products -

ely responsible for authonzmg the

| .development, the release and the dlstnbutlon of all video products |

: 228 Release and Authonzauon to Photograph and Record. - S 4
| 3oo MATS Job nuuauon Report. o

226 Agreement for Use of Copynghted Matenal

- 227 Agreement for Purchase and Use of Copynghted Matenal

301 New Job Proposal

480-B Request for Producuon of Videotapes Shde/l‘ape Programs
~ . and Other Audio-Visual Products :

Page 12.16.9
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Video Products

Appendix I o
Checklistfor
| Preparing Video
. Products SR
" Planning . -~ e Develop uuhal conceptto conslderproducmg avndeo product.
o Meetwrt.hVCB Managerto ga.man overvxew oftheprocws.
o _Prepare andsubnut aproposaland GAO Forms300and301 to
theJob Starts Vndeo Revnew Board for conslderatlon and
approval. :
Coordmal:e eﬁorts w1th OCR to obtam a sponsor.
| Script and Visual o ___Hold a message conference with audxt/evaluanon staﬂ‘, o
- Material Development ' . writers-editors or reports analysts, VCB repr&entanves, 0GC

i repmentaum, managers etc
__Draftthe script. |
Detemune potennal v:sual unags to .be‘obtained |
__ Obain v:sual matenals a.nd get releases signed.
— Have the scnpt approved in the dmsxon.
Coordmate t.he scnpt thh other dmsnons and OGC.
Hold an ex:t conference thh the agency.

— Reference the script and v:sual materials.

Select a narrator from audition tap&s and/or recommendauons of

VCB staff.
Have the approved script narrated.

- Include a trailer that acknowledges from whom GAO received

film footage or other visuals.

— Include a list of major GAO contributors to the video. (See p

- 12.12-3.)
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Video Products

Production and Release

Have VCB mat.ch the v:suals edrt the vxdeotape and prepare the
master copy for revrew purposw.

Offer to show the video product to the Job Starls V’deo Revrew
Board before ﬁnahzmg it. '

uct to the issue area director; the division or
ofﬁce head and if requsted the Comptroller General and
; ther inter ' e

' Page 12.16-11
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_
Appendix II;
Details for Prepanng
' Video Products
Planm'ng o o :'I‘hekeyto;producmgasuccesmlvxdeoproductlseﬂecuve
'representanvs, managers, etc.~to be xnvolved. This includes
" +"developing the proposal for approval by the dmsxon or otﬁce head
7 and theJobStartsVideo RevxewBoard : _
Script DeVelopmént' _ Iy should hold a messa.ge conference to

R '-ldenufy the overall message of'the video and the supporting issues

R ne of th script:- The modules cited for -
preparing an éxecutive summary (see ch. 12.7) provide an excellent
format for discussing the key issues to be presented

Scnpts should be lmuted to two or three central ideas or issues -
because time constraints permit only limited discussion of the issues

in the suggested 8- to 10-minute final products. Thus, scripts should

- be hmmed to 10 to 12 double-spaced pages.

.Scnpts differ substanually from other types. of GAO written products ,

in that a different writing style is used. Scripts are prepared in
conversational sentences; sentence structure differs somewhat from
textual narrative. The followmg suggesnons should be considered; .

o Repeat key words and broad pomts for emphasis, clarity,
o hxghhghung, and lmkase '

e Strikea serlous construcuve-but not alanmst-tone. Present the
problems, challenges, and solutions, but do not exaggerate them. :

~ * Use vivid, direct, more-conversational language, especially at key
. points, such as the beginning of a new section or the conclusron ofa
complex one.

~® Vary sentence length (use many short and some longer sentences)
and construction (use both simple and complex sentences) to
provide interest, emphasrs rhythm, and "breathers _

e Start sentences occasronally with “but” or a.nd" to create sharper
distinctions or links between thoughts

Page 12.16-12 - Communlutlomlhnnnl e L June 1998
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e Use compansons to,convey the magmtude of cosrs or problems |

staﬂ' intemew key agency
sources of and contacts. for

'(to reflect tlie narrahve may be unavailable. If
this is t.he case, VCB may be able to videotape the necessary scenes
- or commercial sources may be contracted to vldeotape what i is '
' needed

In decxdmg which visuals to select, the VCB specialist should
consider the technical quality of the potential visuals, determine
whether the visuals are an accurate representation of the situation
and are not inflammatory, and determine whether the v:suals '
.contribute to the overall message '

It is important that the visuals correspond to the narrative and fully
depict the message GAO is conveying. Staff also should consxder the
following suggestions: _

¢ Match visual materials to the key thoughts in the narrative.
Q _ | 4 " e Vary the kinds of images the viewers see—maps, photographs,

moving pictures, computer graphics, black and white photographs—
to facﬂxtate the viewers’ absorpnon of the message.

Page 121613 - CommunicationsManwal . Junel993
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' Production

B ;fvrehame, and credible unage.

¢ As a general rule; select one image per sentence ‘and show the T
. iunage forno. longer than 10 seconds ’ . ‘

TR T Profeasxonal narrators do rnuch to’ estabhsh the tone of the wdeo
A ;«f:’Therefore, i selechng narrator, staﬂ‘ should consider whether -

s f-‘VCB mamtalns a series of audition tapes from which the staff may

select possible alternative narmtors, or the VCB Manager may

" ./ siiggest a narrator on the basls of hls or her knowledge of the
o product’s m&age. ’v '_‘ ERNE ‘

Ideally staff in coruuncuon with VCB, should select two or more .

‘narrators that effectively could present the message as this will

facilitate scheduhng conflicts if the primary choice is unavailable.

" VCBthen contracts for the narrator and schedules t.he narration

session.

“Once'the approved script is narrated VCB begms to select and
" "mateh visual materials with the specx.ﬁc narration. VCB edits the ‘
tapes, introduces music and other sound effects, and produces the

master tape that will be reviewed before release. VCB generally
completa the ennre‘ proces'about 6 t.o 8 weeks aﬂ:er the script is

. Page 12.16-14 -
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Appendix II:
GAO Form 228
Release and
Authorization to
| Photograph and
Record

cnpuuz 16
Video Products

mmm

ﬂlmmmmmmmemm
) lnw.m.wwmmmm

mmwmmmmwmd-mmwmuswmm GAO)
mmmmmmmmmu
WMHGAON

mmuwmmm-wam Ieonumteunuoofmynnm R

me in connection with publicity for the video report and related institutiona) ’ ’
promotional purposes. | ack mgmnmommmmmmmmwcmmmmmwm it

: ‘muvmnmmwhwmwmmm R

mmmwmmummmy EERRRS (e
mmmmmwmmmh-mommmwwm PR N

. zﬂmmﬂo(pmnortwﬂ o

“Dse

§. Address (home or office)

T Dote Rocemed 3y GAD

0

GAD Perm lﬂ(l‘M)
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Appendix IV:
- GAO Form 226,
Agreement for Use

of Copyrighted
- Material | K

| Copynghted Matenal

1. mwuawm ‘ : .

: athe Owner, ummmamm nuuymmou.s Gomnl R
Mom(m).mmnmnmwnummmmruumm
mmawmmwmmmmm ' the. copyrighted meterial and will use its‘ discretion to

right for the GAO video report to be duplicated and distributed in any and all manner and media.

The Owner warrants and represents thet the Owner possesses ali rights to the copyrighted material necessary for granting this
mmﬂmmmmummmmmwmmmmmmu

mmmmm-mmmmmwmemwndmmm

2. Oumear's Name and Thie (print or type) TR &ﬂm : 4.0000

§. Address (home or office)- ) . o : : - | & Dete Received by GAO

Note: Use reverss of form to describe the copyrighted materis! subject to the agreement.

decide how 0 incorporste the memmmmmmmmymmm~ ‘ " ‘ .

orR: 06C o : GAO Porm 238 (10/80)
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AppendixV:
GAO Form 227,
Agreement for |
Purchaseé and Use of

| Copyrighted Material

V.

United States General Accor oince '
————————_ United States General Accounting 0
GAO

e

S ~ Material
1. Agreement Statement N :

 For and in consideration of the sum of .
no. . -

-and Use of Copyrighted

material into the video

The Owner warrants and represents that the Owner possesses all rights to

GAO Agreement for Purchase |

1 . — . Owner hereby grants the U.S. General Accounting Office (GAO) a nonexclusive
:lgh! {0 use the copyrighted materig described in block.7 of this agreement for use in 8 GAO video report, GAO may
edit, change, and comment upon the copynﬂr:m material and will use its discretion to decide how 1o incorporate the

copyrig ‘ report. Owner acknowiedges and grants the. unrestricted right for the GAQ
video report to be dupliuud and distributed in any and ail munmrg.:nd mogdil. ‘ :

o warrant: ; A the copyrighted material necessary for the
grant of this license and will indemnify and hoid GAO and its empioyees Harmiess from and against any and ali
ammmmmwmummmhmwm . R

2 Owners M-mprim o type) 3. Signature 4. Date

S.Mlnu(honnoromeo) ‘ 6. Date Received by GAO

Note: Use.the reverse of this form to describe the copyrighted material 1o this agreement,

orR06C '

GAO Form 227 (10/89)
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' Chapter 12, 17

Agency Views

| ,Tesﬁmony

~ control reviews to ensure accuracy and ob,;ectmty

& w1th the Congreas thle" ‘mented orally the prepared testimony is -

presented for the record‘and‘hasréceived all required GAO quality

make early reference to the purpose of‘ t.he hearings, suchas

£ ‘legnslatxon bemg consndered and xts relatlon to GAO s work bemg

v e limdt: ‘discussions to work t.hathas‘been c”ompleted or be qualified -
ot reﬂect the prehmma.ry nature of the mfonnauon, and
' avord dxscussxons of propnetary, conﬁdentlal or classified -

o information'unless the heanng is closed to all but authonzed
"fmdmduals e .

. When testimony precedes a wntten report, the issue area director
- . should take steps to obtain'the views of responsible officials on the

facts to be presented and the implications that flow from them

R through an e:nt or another such‘ conference

B *‘In certam cxrcumstancas, ume may not perxmt holdmg official exit
- /.conferences; and inthese. situations, issue area directors should

*+ ensurethatthe testimony includes adequate qualifiers to notify

recipients that the agencxes have not had an opportumty to
comment. :

Page 12.17-1
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- Chapter 12.17

Testimony

3H* 3 Ik

When significant time has lapsed from the issuance of a report to the
time of testimony, staff should verify with the agency that the facts to

- be:presented are still correct and that the recommendations now
 cited in the testimony are still valid. If the agency has begun -

- . corrective.action, the testimony, to the extent possible; ‘should
-address the steps the agency has taken to rmplement GAO’

: j.recornmendanons.

me statemem must be prepared in tzmefor mqmred coordmatwn
_and internal GAO review and for any Ppreparatory com"erenoes o
. requested by the. committee or the subcommittee. Deadliries set by e
.. the committee or the subcommittee must be met. Senate and House

. .rules have: longreqmredt.hewnttenstatementatleast 1 daybefore :
" the hearing. Many committees or subcommittees want it 2 days

. before the hearing. (See ch. 12.14 regarding processing and
: dlstnbunng reqmrements for wsumony )

. ,..JStaffshould drscuss specrﬁc urmng and format reqmrements w11:h :

the committee or the subcommittee before finalizing the testimony.
In preparmg the stat.ement, staff should consider the followmg

) Tesnmony should be wntten inan: easy-to-undermnd narrative
 that conveys GAO’s message but does not involve extensive detail as

may be provided in a report chapter. If needed, however,

- appendixes may be included in the written statement, whrch will be

submrtted for the record

BCEY The repetmous use of "Mr Chan'" and/or “Madame Charr"
throughout the body of the text should be avoided.

‘While the subject matter may cause excepttons a six- to eight-
.. page double-spaced statement provides an excellent ovemew and

allows nme for respondmg to quesnons

K -A smmnary statement should be developed if dehvery will require

more than 10 to 15 minutes. The full testimony will be submitted for

the record.
Related products may be hsted inan appendlx
When tesnmony is the ﬁna.l product, 1t generally should include

. abrief statement of objectives, scope, and methodology (O_SM) inthe
- body of the testimony. If the testimony:was based on unique

methodology, an appendix that sets forth the OSM that provided the

basrs for t.he tesnmony may be more appropnate

Page 12.17-2

Communications Manual g R R June 1993




N

W

" Chapter 12.17
Testimony

sk

- GAO prefets that if the committee orthe subcdmmitteé does not
-+ have specific format requirem nts, staff prepare testimony as
- indi@tedinchapterl&M; T S TR

Documents supportmg the facts in the wntten statement may be
.. :» .. organized in anotebook known is a backup book. The backup

g _boqk:should:bé:.ta‘.ilorea .tdiméetthe"nééds of the witness but should

- generally include the following: ..~
$led e ; By v i
* Atable of contents. S

' Acopyof otherpemn ent data on'the committee or 'tF:_he‘ o
- subcommittee request; the date and.place of the hearing, attending

| - committee or subcommittee members and staff, and participating
" GAOrepresentatives. .- ..~~~ .0 »

‘A copy of (or excerpts from) underlying audit/evaluation report(s)
or other GAO. Products; existing or proposed legislation; and special
documents, such as bill comments, internal audit or consultants’

. .reports; and task force reports. i T

. Defafi‘l,s’on‘fﬂié OSMoft.he work done and the resources expended.

. *. Answers to prepared questions.if obtained before the hearings. v o

e * Anticipated questions and-answers may also be included. - -

‘What Quality

Assurance Is
Needed for

Testimony?

" Testimony should pass the same quality assurance tests as other

GAO products to ensure factual accuracy and adegquate support of
conclusions. Testimony should be reviewed within the division or

the office and by such other parties as needed to ensure quality, The .~

testimony, as well as any subsequent material submitted for the

record, also must be referenced. Specific requiremgnts and-

- responsibilities are included in chapter 12.13.
Thelssuearea direc " tof prepanng the statément is responsible, where
. appropriate, for consulting the Assistant Comptrollers General for
- . Planning and Reporting (ACG/P&R) and/or Policy (ACG/Policy), the

Office of the Chief Economist, and other divisions or offices havinga

significant interest in the subject matter.

Page 12.17-3
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- Chapter 12,17 :

Testimony

Documentation

How Does the

Witness Prepare?

' The Special Assistant to the Comptroller General, the General

Counsel, and the ACG/P&R review all testimony to be presented by
the Comptroller General. On a case-by-case basis, they may also

‘review testimony to be presented. by iother GAO officials. The Office

of the General Counsel (OGC) revrews all testimony.

= The 0ﬁce of Congreslonal Relanons (OCR) consults wn:h the

. responsible division or office on matters involved in the testimony,

- including congressional policy implications. OCR also should
receive an advance copy of the statement. ' .

Any testlmony anhcxpated to be dehvered within 2 weeks should be
included as an agenda item on the biweekly division Reports Review
Meeting with the Comptroller General. Those offices that donot
have regular Reports Review Meeétings (primarily OGC) should notify
OCR, which will provide advance notice of forthconung tesumony to
the ACG/P&R. . v

o When the tesnmony is the pnncrpal product and is not closely
related to an issued report, staff should prepare a master product

©  folder and maintain a clear record of the review process. Items

~..:listed onpage.12.:13-11:should be: con51dered for inclusion in the

master product folder for tsumony

If testxmony isa secondary product or closely follows the issuance of
an issued report, staff may include the review documentation in the

" master product folder assocxated with t.he issued report.

'Assoonaspmcncalqﬂerﬂwheanng, stqﬁ'shouldtmnsmztaoopy

of the testimony to the affected agency. When the testimony is the
primary product and includes recommendations and no additional
products will be issued, staff must transmit a copy of the testlmony

_ to the agency with a basic transmittal letter to notify it of the o

prov:sxonsm3lUSC 720 (Seech. 126)

.Eventhe moet seasoned ‘GAO witness ma'y benefit from advance
- practice with the statement and from dialogue with the assxgnment

staff about the hearing. The following matters are frequently
covered in preparatory bneﬁng sessrons for the pnnclpa] mmess

Dzscuss t}w backup book What is t.he relevance of the documents
included? Which documents have been fully revlewed wnthm GAO

: A and/or referenced"

‘age 12,174
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Chapter 12.17

Testimony

. Dzscuss thehamng enmmnment Whorsexpectedtoattend"
- Are any members expected to be hostile to GAO’s message" Will any

" meédia‘coverit? What will other witnesses be:sz
‘obtain’ copms of their statements from the. conmuttee or the

: 'subconututtee ) ‘What is the: order of the. thnesses, and why has that
order been chosen"

? (If possible,

+

. Antmpatesensztweorconmoerswhssues Arethexssuestobe

presented likely to evoke negative congressional or agency reaction?

. Are'the committee members sharply-divided on the issues? Will the

members beheve the ﬁndmgs" Wlll GAO’s ﬁndmgs be subject to

‘criticism? !

e h'actwe delwery of the statement. Time the dehvery and compare

it with what the committee is expecting. If time is available and the
importance of the hearing warrants it, arrange with the Video Com-

- .. munications Branch, Pubhshmg and Communications Center, Office

 areclear about their

“of Information Management and: Commumcanons, to vrdeotape the

dehvery and cnthue the presentatxon

“Defmmemleofsuppm'tmguntmsses Besurethata]lmmesses b
sles. Will secondary witnesses stepmon therr o .
ownor, waJt fora.nmvrtauon" Discuss the types of qumonsthatarey .

B most appropnate for each GAO partncxpant.

.Hold a “murder boa'rd " Come prepa.red w1th .some tough or hkely

t

._questions for the witness and have appre pnate answers inmindso -

- that constructlve cntlcxsm_ of the practlce answers of the witness can

ey i B e
- N sl - Ll S S

How Should
Testimony Be
Presented?. . .

£ “The witness should be thoroughly farmhar wrth the content of the
. written statement and the facts supportmg it to be able to make an

effective presentanon. The witness should be able to display a

* knowledge of the issue and GAQ's position to provide credibility. If -
.. ‘requested, the witness should summarize the major points of the

written testimony. and submit the full wntten statement for the
ofﬁcxa.l record :

S When testxfymg, the witness should speak clearly and loudly, vary
: .the pace of the presentatlon, mamtam eye contact withthe |

S

: At tlmes, vxsual aids (such as video chps,'

wdeotapes, slides, or

o 'presentatlon boards) may enhance the testlmony and more

Page 12.175 -
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Chapter 12.17
Testimony

thoroughly convey the message in the limited time penmtted. Ifthe
- staff consider using such visuals, however, the committee’s or the

e .f'subcomnnttee s prior approval should be: obtamed Staff should
* prepare graphic material well in advance and make arrangements for
- any audiovisual equipment or easels needed. _

Durmg the quesuon-and-answer poruon of the heanng, the witness

BT should

. glve conclse answers wnth specxﬁc exa.mplos, lfposable,

adnut not knowmg the answer, lf appropnate

offer to provide the mformanon for the record if the data are not

o readllyavaxlable,and L

“be: parncularly careful not to' dlsclose mformatlon that may be

- considered proprietary, sensitive, and classified. (See ch. 12.15.)

L At tunes, hearmgs are postponed or canceled and frequently this
_ occurs with little or no notice to GAO. ‘In these cases, staff must
take unmedlate actxon to ensure that copxos of the testimony are not

~ released.

‘What Should Be
Done If Testlmony
Is Postponed or
Canceled? '

When staff learn t.hat a heanng has been canceled or postponed for -
more than 24 hours, the issue area director or the designee must

notify OCR and the Office of Public Affairs (OPA) to prevent copies

of the testimony from being released to the media. Addmonally
staff should retrieve the copies of the written statement provided to
the committee or the subcommittee because the information on the ~

cover will be incorrect if those coplos are to be dlstnbuted when a’ |

‘ hearmg lS roscheduled

Once a new heanng date is obtamed, staff should prepare new cover ‘ |
“sheets as replacements for the copies provided to the committee or- -

the subcomrmttee and to OPA.

—
Who Edits the
Transcript?

The dmsxon or the ofﬁce t.hal: presented the statement also reviews

_and corrects the testimony transcript. This includes inserting

information for the record in accordance with agreements made

,dunng the hearing. The issue area director is responsible for

ensuring 1 that staff reference any matenal before submitting it for the

~ record or take other appropriate steps necessary to ensure its

adequacy and accuracy.

' Page 12.17-6
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-~ Testimony

-+, through OCR for review and submission to the commit
" subcommittee, e

Transcript editing must be completed to meet the date set by the

committee or the subcommittee. ‘Edited transcripts must be routed

. Edlm.zsmdelwpmwdedbymecommuee orthe subcommittee

ter guidelines. Other guidelines include

Anings should not be revised. Ifthe -

Changes should be legible and should not obliterate the original

) . .
SR e RS- it

Y S ivhere the insertions are to be made should be noted in the record,
OCR should be notified when the insertion material will be available.

Letters transmitting material to be included in a hearing transcript

 are signed by the official who testified.
 + Proofreader’s marks, as described in the United States |

Government Printing Office Stvle Manual, should be used whenever

- possible.

Key Responsibilities

subcomntitte'e,

The Office of Congressional Relations
arré.nga GAO’s testimony with the_requ&sting committee or

consults 'with,\ the Comptroller ngefal and the Specml Assistant to
the Comptroller General to determine GAO's principal witness, _

informs the committee or the sub'commiﬁee of GAO’s witness, and

prepares the notice of hearing and distributes it to OPA and to
other GAO offices involved in the hearing, ‘ A

~ Issue area directors preparing written testimony are responsible for

ensuring that all quality control, timing, and processing requirements

of this chapter are followed. Any deviations must be discussed with o

the ACG/Policy and/or the ACG/P&R. -

Page 12.17-7
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‘Related Materials
1 Policies = Clupter34‘8uppomngthe Congress—Other GAO Services.

GAO Orders T 041l Supplement, “GAO Operanons Manual. Supplement for
T e 'Secreunwand'!‘yplsts.' R

1412.1 "l‘estlmony Before Congrws:onal Comrmttees

GAO Forms = » '115-U Dlsl:nbutlon for Unrestncted GAO Reports
Other Publications . . MnmglnsntuteangManual,Dﬂmmngmmm
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= Comments on Legislative Bills |

\
- assistance to the Congress. GAO's policy is to provide timely . o
) S ' comments on bills when (1) requested to do sobya committee or a ' |
L ~ member; (2) GAO'’s authorities or respc nsibilities we ffected. . . |

e —— S o GAO considers legislative bill Comments an Im rtant form of
. Pohcy;_;_ e AO lers legisla PO, o

L ——— ‘Generally; the Office of Congressi nal Relations (OCR) receivesand - -
, HOWAI‘e Bill .- . acknowledges requests for bill comments and assigns themto =
~ Comments Assj[g['led? , divisions or:offices for action.. It provides copies to other GAO

+-organizations having an interestiiri the subject matter andtothe
“:Office of the General Counsel:(OGC):: Divisions and offices should
“notify OCR:within'5 days.of receipt as t6 whether comments are -
+ " mecessary. ‘OCR will then notify the requesters of the decisions.

. Insome cases, during briefings, Ineetings, or other congressional
-+ ;contacts; requestef’s may ask for comrients on current bills or - .
. proposed legislation. ‘To be as helpful as possible, GAO staff should
-+« discuss:with the requesters approptiate means for providing '
L ] cOnunqr'ijts;‘inc_,lﬂudir,\g such-mattersas: - , B

oy I

-+ z»#: whether the comments mysbéiqral;()rvwﬁtten, :
R ho,v;{qu‘i_‘cl‘dy»ﬂ\ey'.{m needed,and ..
* = whether the comments will be attributed to GAO,

=r Also, before ptovidhg.cbn&nenté, GAO staﬁ' should coordinate with
.- division management,; OCR, and OGC to ensure that the comments
-~ present a fair, balanced; and accurate description of GAO's position.

o o If current or proposed legislation is discussed during congressional
w0 contacts, the discussion should be thoroughly documentedina.
congressional contact memorandum that includes the bill number,
~ its purpose, and any recommendations for changes GAO staff made.
Documentation of subsequent contacts on the same issue should

- .

\) , reference prior contact memorandums.

Page12.181 ~ Communications Manual . ’ June 1993
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Chapter 12.18 . ~ T

_ Comnentl on Lemhﬂve Bﬂh

N
- Who Prepares
‘Bill Comments?

Bill comments are prepared by the division or the office whose
responsibilities relate most significantly to the bill's subject matter—

 the action office. In consultation with OCR, other divisions and
. offices knowledgeable of or having special. mterest in the bill gtve

L . the action office their views for cons:derauon in prepanng

: conm\ents.

' PR s ﬁ Comments should bepresentedso that ageneralzst, havmg little or
'nopnorbackgmunduntht}wlegzslauvezsmorﬂwpmposal
- under considi

How Are Bill
Comments'
Presented?

;‘ean understand (1) the issue being addressed,
(2) GAO’s views on it, and (3) the baszsfor GAO's views. Staff
should prepare comments so that they are readily usable by a

_ hurried reader searching for information on which to basea .
. declsxon. Consequently, btevxty is unportant. o :

\ ~As a guxde, the comment letter should be prepared as -

g con'espondence and should not exceed five pages. If more pages are

needed, staff should ‘consider using the letter as a summary of GAO’s

B views with detailed. comments included as an enclosure. Bill

- comments must.-meet the quality swndards esta.blzs}wdfor all GAO

products 'mdudmg mfmrmng

R Blll comments are useful only when they meet the congrwsxonal |

. timetable. Thus, comments must be provided in time to be

considered before planned congressional action on a bill. When this
is not a factor, comments generally should be made within 60 days.

~Because of the need for timeliness, comments are nomxally based on
* information already available when the comments are requested.

Thus, comments may range from general comments regarding the
overall merits of a bill to specific comments and firm opinions,
including, perhaps, alhemanves to particular bill provisions.

~ Insome cases, ongoing work may significantly relate to the subject

matter of bills. If work has progressed far enough, it may provide
information on which comments could be based. If work has not
progressed to that point and comments have been requested, the -
requester should be notified of GAO's ongoing work and givena
target date as to when the assxgnment results could be included in
t.he comments. e

Page 12.18-2
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v . _ Chapterlz.is el e
(% : : . - , Comments on Legislative Bills

Includedeﬂ] " o the bill number, the title, and a brief statement of the bill’'s |
R e the reasonsforGAO’sconunentsonthebﬂl,thatls, a '

©©. . congressional request, a citation about GAO in the legislation, and/or |
SRt current GAO work related to matters covered by the bill; v

. * thebills stated intent and the means chosen to fulfill it thatis, =~ '
| establishing new procedures, removing requirements, funding new

o theimpact of those changes; if known, on the program, |
procedures, policy, the public, pap’e‘rwqu, etc;and @ -

- ® asuccinct statement of «GAO"s.posit'ion'on the blll S

... Comments on particular'sections of a bill should identify the'section =~
“or the subsection with only as much-repetition of the bill’s language "0
as is needed for clarity. If a bill proposes major policy changes to a.
legislative program, a paragraph or.two may be sufficient to put the
o - proposal and GAO’s comments in perspective. If the comments
“ g, o+ involve numerous technical amendments to statutes, generally
“w+ . discussing the bill's provisions and including specific technical
-+ .comments as.an enclosure may be useful. . '

- Related Information © - = The Legislative Information Section of the Law Library, Office of
' f e e -+ Information Management and. Comrnunications, provides OGC with
legislative history information on similar or related bills. The
' attorney assigned to work with the action office has the '
responsibility to inform the action office of the existence of such
information and, where appropriate, provide copies of material ;

requested so that it may be appropriately used.

amawre | o All comments, when they are ready for signature but before they are
Who Re‘(!eWS:' . signed, arereviewed by appropriate action office officials, including
Bill Comments?_ . . . theissue area director, the director for planning and reporting, and

Assistant Comptroller General or the office head. Also, before |
signature, OCR and OGC review comments. : o

\) o If the comments are to be signed by the Comptroller General or if the
: : action office head believes that the comments involve significant or

T T
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: Commenu on Leglslatlve Bllls “

controversial i issues, they are reviewed by the Assistant COmpu-oue, P

'General for Planning and Reporting (ACG/P&R), the Specxal

Asslstant to the Comptroller General, and the Comptroller General. E

Generally the Office of Pohcy (OP) does not review bill comments. -
But, upon request, OP is available to. help staff prepare comments.

Also, mspecralcases,suchasacasewhenadevmnonﬁ'omapnor
,"_,_GAOposruonseemswarranted,OPmayrequesttorevrewthe
- ‘comments.

o Any bl]l comments anhclpated to be lssued thlun 2 weeks or signed

by the Comptroller General should be included as an agenda item on
the biweekly Reports Revrew Meetlngs with the Comptroller

“General, Those offices that do not have regular Reports Review

Meenng,s (pnmanly OGC) should provide OCR advance notice of
forthcoming bill comments so that appropnate GAO ofﬁclals canbe

o notlﬁed

Who Signs Bill |
Comments"

7he action o,ﬂ'ice head shoul.d determme the signature levelfor bill

e ‘comments,: qﬂeroonszdennghowsmztwe, controversial, and
- important the issues that the bill addresses are. Any questions
regarding signature level should be resolved uutlally in the action

- oﬂice and coordmated w1th OCR and OGC

Genera.lly bl]l comments that address lmportant, sensitive, or
controversial matters or may have far-reaching effects are signed by
division or office heads; the General Counsel; or, in special cases,
the Comptroller General. Examples of such cases involve proposed

. legislation affecting GAO’s mission and responsibilities and broad-

based legislation significantly affecting government operauons, such
as the Deficit Reduction Act. Issue area directors may sign all other

‘bill comments unless the message ls such that a higher sgnatme

- level would be more appropnate

What Does the Bill
| Comments Package
Include"

Abill comrnents signature package is prepared for each bill on v
which GAO comments are prepared. The package provides .
.information to review before signatire and constitutes a record of

~GAO’s position on the bill and how it was developed. Each bxll
= comments package must contam the followmg 1tems '

A copy of the congressxonal letter requesting comments if

a.pphcable

Page 12,184 -

- Communications Manual = June 1993



s
——iieiiag

cupteuz.rs L ey
Commentn on Lezhhtlve Bills A

How Is”the Bill -
Comments, Slgnature

" Package Routed‘?

ngrmonal;contact memorandums and

Section ef the Law hbrary- and (3) OCR. For external drstnbunon,
the instructions must ldentlfy appropnate reexpxents
who“are to recéive cop r ;

¢ The referenced copy of the comments andrelated Referencmg
Rev:ew Sheets (GAO Forms: 92). - . :

G

statement summa.nzmg

GAO’s posmon, or changes in GAO policy or past positions reflected
in the comments. When different views have been exprwsed in
should éluded. o

“ , the case Ifdxfferences have been
expressey tlhat factmshould be noted on the routing shp orina
‘ separate memorandum C

- The bill comments package should then be routed for OGC: and OCR i j i

-review before it is returned to the acnon ofﬁce for sxgnature

When the comments are to be signed by the Comptroller General or.

“when they involve; parncularly sensitive or controversial i lssues they .

should also be routed through the ACG/P&R and the Specxal
Assistant to the Comptroller General

Page12.185 .
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How Are Bill
Comments
Distributed?

When blll comments are sxgned by the Comptroller General, the
signature package is sent to the Legal Support Services Branch,

- OGC, which distributes the original response and appropriate eopxw
in accordance thh acuon office instructions. But if an action office

official signs the ‘comments, the action office prepares copies of the

. , _ﬁnalresponseanddlstribumtheongmalandcopxstoreclplenm

B 'Extemal dlstnbutlon Of“bln‘ commems is limited to the requesting
. eonmuttee(s)foruptoaodaysmdeas OCRspecxﬁeallyapprovesa

- dev:auon. Aﬁer 30 days, copxes will be avmlable for dxsmbuhon to

A
Es

How Is the Bill
- Comments Package
Stored‘? o

Once bill comments have been mgned and all copies distributed, the
. package should beé stored in'the appropnate B-file, which is kept by
- /OGC's Legal Support Semcs Branch. This ensures -easy access to
the package so that staﬁ‘ can provnde umely responses to questions

e ,.‘-“about t.he comments

- o enegere OCRvasxgnstherequstforbﬂlcommentstoanacuonofﬁce,

Key Responsibilities

provides advice in rospondmg to lt, and stays abreast of its status

_untll action is completed

oGC assxgns a B-number to the request, obtams the leglslanve
history (mcludmg information on related bills) from the Law Library,

8 provides requested counsel, dlstnbutes .ccompleted comments signed
- by the. Comptroller Genera.l, and stores bxll comments signature

kage in B-ﬁles. .

o WACG/P&RandthSpmalAsszstanttotheComptmllchenerul

- preparing bill comments for the requester, and dlstnbutes completed e

review comments that deal with significant, sensitive, or
controversxal issues before they are s1gned

The action omce obtams mput from the dmsxons or the omces
havmg an interest in t.he sub,ject matter, Ineets deadlines for

- comments signed by actlon oﬁce ofﬁclals

Related- Materials

General Policies/
Procedures Manual . -

Chapter34,“SuppomngtheCongress-Other GAO Services.”

Page 12.18-6
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‘ _ - Chapter 12.18 . -
] ﬁ : ) v Comments on Legislative Bills

GAO Order 0411.2, “Handling Congressional Correspondence.”

' GAO Fomfa - . 92, Referencing Review Sheet.
. i .

319, Action Routing Slip.

LT
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vChapter 12.19

| Fmanc1al Statement

ETE Y A

! What Do Fmanc!al _sections:
% Statement Audit .

#
#
#
#
#
#
#.
‘#
#
#
#
#
#
#

o o

v GAO audxts the ﬁnancxal} statements of federal agencies, govemment
cashfl ws, and reconciliation to

ith ex_fally accepted accountmg

. PTG it:Maniial (GAO/AFM 12. 19 5A) provides gmda.nce on’
o the planmng, coordmatmg, and repomng for ﬁnanclal statement

. ,‘-’L‘L‘f“u‘,.u; L SRR S P L S AP

# Reports 'Conta.m‘? h

e cons:stency of other mt'onnanon (when apphcable)

. vaJectlvcs, scope, and methodolog (OSM)

o ,'l'he mtroductlon summanzos the audltor s conclusxons onthe -
e mal controls and compliance with

. A s1gmﬁcant matters sectxon ls mcluded 1f any of the followmg

Ve Slgmﬁca.nt ,lumtatlons on the scope of the audit.

e }Unc_ertamnes for which the auditor disclaimed an opinion. |

Page 12,181 | Communications Manual = . ~ June 1993




.Chapter 1219

Financial Statement o
Audit Reports

EEETE L T

b 2 R R R R

* % %

£ K I 33 3 A

IH#* 3 A

‘controls

Material departures from established accounting principles.
Material weaknesses in internal controls or other weaknesses that

_theaudltorhasdecxdedtodescnbemtheaudltreport. o
l .Instancesot‘noncomphanoeﬂmthaveamatenaleffectonﬂ\e

financial statements or other instances of noncompliance that the

“auditor has decxded to. describe i in the audlt report.

X : Mate_nal mconsrstencles between’other information (overview,
oo Acombmmg statements, and other supplemental financial and
management information) and the financial statements or material

nonconformity of the other information with Office of Management

: and Budget (OMB) guldance for such mformanon.

Matenal conﬂlcts between the Summary of Management'’s Report

‘on Internal Controls prepared under the Federal Managers’ Financial

Integrity Act and the results of the audltor's evaluatlon of mtemal

Any other sxgmﬁcant matters commg to the audltor’s attenl:on,

- that inhis or her judgment, should be conunumcated to the ennty k

head, OMB, and the Congress.

This sectioh ‘should be phrased in a manner srmllar to an executive
summary. Matters should be described in nontechnical language so

~ that readers can readily gras'p their sxgmﬁcance

- The conclusions sectmn contams the auditor’s overall conclusxons

on the financial statements, internal controls, compliance with laws
and regulations, and consistency of other information. The Financial
Audit Manual (GAO/AFMD-12.19.5A) provides guidance on forming
conclusions ori financial statements, internal controls, compliance

- with laws: and regulatlons, and other mformauon (secs 580, 595 A,
“and 595 B).

* The OSM section includes a discussion of management's and the

auditor’s responsibilities; : what the auditor did to fulfill his or her

‘ responsrbrlmes, the scope of the audntor’s work on internal controls;

and a statement that the audit was performed in accordance with
GAGAS and, if appropnate current OMB gmdance :

_Any departures from the standard language for the basrc report must

be approved by the Director for ‘Planning and Reportmg, Accountmg
and F‘inanc1a1 Management Division (AFMD). '

 Page12.19:2
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- _ " Chapter1219
Q/\ ‘ ‘ Financial Statement

i

:andthereportsonmtemal e
‘gulatlonsshomdbe ‘ ‘

d reports should refer to the -
internal controls and compliance

I statements should be accompanied

L. Statement of Reconclhatxon to Budget Reports (federal agenmes
S onl&')

| ”""'Whenre r!mgonﬁnan ia statements the following areas mustbe .
- cons:dered—(l) audit scope, (03] uncertamtnes, (3) consistency, and e
' : (4) depa.rtures from atabhshed ac untmg pnncxples o ‘ -

HHBBER T Rkw

//ﬁ L RN L
\) # Report on Intemal udi Y | bor
' Conu'ols T }' ~ controlsi in effect at the nd of t.he pen_ are sufficient to meet the
' v followmg control obJectlves msofa.r as those obJectwes pertain to

Page 12.1918’ o Communications Manual ~ T e S ~ June 1993
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Financial Statement
Audit Reports

% 23

I %

EE X

A3t I 4 o3 3 3 3 3

With Laws and -
Regulations

o3k 3 AW

R G I TR T TR

Transactions are executed'in ac
L and_lv_vith lawsxand regulations

‘Report on Compliance

 consistent with the Statexnent on Audmng Standards (SAS) 52,
. whxch specxﬁcally addresses supplemental information required by

ce with budget authority

ﬁnanclal statements and to nunntam

evaluated should be hsted in -

~ the OSM section of the report.' The auditor’s evaluation of the =
o entlty’s internal controls and the results_of other audit procedures R
B onthe interrial controls. ‘The
adverse, or unqualified with*~ "~ =

reference to reportable conditions. Additionally, there may be

‘ restnctlons on the scope of the procedures that result in a qualified
~ opinion or adisclaimer. reporl:. The auditor should communicate
- either in'the report or in a Tnanagement letter. any- identified internal

control weaknesses (including weaknesses in operations controls)
and consider the effects of such’ wea.knesses on other reports

o prepared by the ennty

~ The auditor should report separately on the results of compliance

testing and on compliance matters commg to the auditor’s attention

L during procedures other than compliance tests. The manner in

vhance is reported depends on the significance of the

iance and on whether such noncompliance is material to
the financial statements. The auditor should consult with the Office
of the General Counse] regarding conclusions on the ennty s

comphance thh ]aws and regulatlons ’

Other mformanon may be mcluded in the annual financial statement -

- of federal agencxes (Thlsv mformauon consists of an overview of the

the Financlal Accountmg Standards Board and the Government
Accounting Standards Board. 'As discussed in SAS 52, the auditor
should compare the consistency of the information with the

principal statements and should discuss the methods of

measurement and presentauon w1t.h entlty officials.

 Page 12.19-4
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- Financial Statement
. Audit Reports -

Chapter 12.19

Public Accountants’ '
Opuuon R

Reliance on hiﬂeﬁéndent At times, GA( g

: 'ln these mstances, GAO should do snfﬁcxent tesnng and momtonng E
. ¢ .of:the work done by the mdependent pubhc accountant. GAO’s
- ..report:should includethe scope of its work to evaluate the
. reasonableness of the xndependent ;public. accountant’s work and, if

appropriate; assurance that the independent public accountant’s

‘opinion on the financial statements may be relied on. For more

information on the steps requu'ed to evaluate the efforts of

" independent public accountants, see' GAO/AFMD:8:1.1; Guide for o P o
. Review of Independent Public Accountant Work

S ‘»:'l‘o commumcate audlt’ﬁndmgs on a nmely basxs, the audr

cconsider issuing reports and/or management letters dunng the audlt;"i e
~ In'such instances; the’ report on'the annual financial statement must B

~ # How Are _
# Letters Used?
¥ Letle

#

describe significant matters and the genera.l nature of other

~... reportable conditions and refer to such reports and/or management '

letters.

oA management letter may: mclude ﬁndmgs or observanons regarding

‘accounting, ﬁnancral reporting;. and operatmg procedures and

controls that do not materially effect the financial statements. ,
Because the scope of a financial statement audit is not intended to

. develop the cause and effect of an mternal control weakness, not all

of the necessary elements of a finding may be prmnt to support a

- .recommendatlon(s) for correcuve actlon

Reports wrth recommendations are usually addressed to agency
heads, with copies to the respectrve oversrght committees. These

reports should contain the appropriate legal citation (31 U.S.C. 720)

" that reqmres the agency heads to report the status of correctlve
“ actions.. . - -

Page 12.19-5
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Chapter 12.19
Financial Statement
Audit Reports

,,,,,

. In those mstances when the ﬁndmgs are not fully developed to

o ‘support recommendatlons, the findings are prwented in .

. Inanagement letters with sufﬁcxent information to permit the *
... agencies to further mvestlgate the. areas of concern and take
corrective. action.. In subsequent audxts GAO staff should follow up
_onthe status of these agency actxom even though GAO had not made

fomlal recommendauons

. ..Management letters maymvolve amessage that is more of an

observation or a suggestion and should be addressed to the Cluef
Financial Oﬁcer thh a courtesy copy to the agency head

Key Responsibilities
Rl R
#

CAll reports on ﬁnancxal statement audits and related management

letters must be coordinated with and approved by the Director for

e ﬁHanmng and Reporting, AFMD.. Unless previously approved, the
- draft report and statements must be reviewed by AFMD's ‘

Accounting and Auditing Methods and Standards Group.

- “Unresolved accounting or reporting msues wxll be decided by the -

e Asszstam Camptroller General, AM

Related Materials
# Y S 1

# Other Publications

Chapter 9.0, “Findings, Conclusxons, Reconunendatlons, Followup

f and Accompllslunent Reportmg-Pohcy Sununa.ty
o Goxemmmmndmm.s:andards (Yellow Book) (GAO/AFMD-4 1 l)

- (GAO/AF'I\D—4 1 3) ‘

e ;-(GAOIAFMD-S 1 1) |
ﬁnanmal.Audeannal (GAO/AFMD-12 19. 5A)

,.w

' Title 2 of GAO’s Bolmand.Emse.deanuaLfnr_Gmdansuf

Office of Management and Budget Bulletin 93.06, “Audit

Requirements for Federal Financial Statements.”

 Page12.19:6
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. Chapter 12,19

" Financial Statement

Andit Reports

American Institute of Ceruﬁed Public Accountants’ Statements on
, Audmng Standards o

ﬁnancml Accounting Standards Board Current Text.

|
_ Govemment Account.mg Standards Board Current Text. . |
| . - S
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Chapter 12 20

A Product Lme

P Oli. - R GAO uses corrwpondence to transmit thoroughly analyzed,
cy s oo Dol Substantiveidinformation:to congressiorial requesters, agency officials,
and the public when:doing so-best meets the assignment needs. To
- qualify asia prodiict,: correspondence should transmit substantive
: fmformauon, meet GAOQ's quality standards, and generally have a
more limited dlstnbunontothose du'ectlyaﬂ'ected and other = -
. interested parues S

~This chapter recogmzes the useofthls producttype asameansto
Purpose TR TSR provrde flexibility'ir unxcatmg GAO’s interim or final results.
‘GAO" uses correspondence,to o ‘

. .';pro"Vide'*sub 5t ntive infoifation thit is time crmcaltousers,

e Provrde assignment results to lower:- evel agency ofﬁcrals who can
act on the mformatmn provided, or :

e close out assxgnments and document the results of: GAO efforts

» e Thls chapter focuses on correspondence products used to provadef S

attributable:information to external audiences. Procedures for
pmmmg and drstnbutmg correspondence are presented m
chapter 12 14. o L

" }pGAO’s adnumstratrve correspondence generally is dlscussed in-

w .chapter 12.2 and cormnentsonproposed leglslanona.redxscussedxn

. cwpens

; N oy . Correspondence plays a funda.menta.l role in documennng and ‘
Why DOQS;G_AO Use | communicating to external patties GAO s assignment resuits.
Conesponderice? " Correspondence is used to quickly convey a measage and give
T recipients attributable mfonnatron. ER

S ’Correspomience could be used topromde an interim, attributable

document to congressional récipients to generate immediate action
on the information provided. For example, a requester may have a
specific need for a GAO analysis segment during congressional

“'deliberations. Yet, on‘thé basis of the' work currently under way, a

- - chapter or letter report’ may be several months from completion. In

" "suchan‘instance, provndmg an mtenm product based on GAO’s work

1s appropnate o : _

Page12.20-1 R Commnniceﬁonsu_anu.l N L Jnnemss
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- Chapter 12.20. .

Correspondence As v
A Product Line

Also, correspondence could be used to- provxde asslgnment results,
including recommendations, to lower-level agency officials when the
nature of such a message would not require an in-depth discussion -

| .,wn.h an agency head to xnvoke the provxsrons of31 U.S.C..720. -

Correspondence may be used to acluewe quick corrective action

v before issuing a comprehensive communication to an agency head.
. (See ch.-12:.10 for addmonal mfonnauon on making

| : reconunendanons.)

‘In addmon, correspondence may be used to supplement a prevxously :

issued product (report or tesnmony) only when addmonal work ora

~substantive analysis is done.

. The correspondenc: :.Lshould transrmt substantxve mformanon, wmch e

" has been thoroughly analyzed and meets GAO's quahty standards.

- __:Generally, correspondence addresses a more narrowly scoped issue
than a report; has limited apphcabxhty beyond the assessed program

or function; and, therefore, has a more targeted audience and

i generally limited dxsmbutlon

What Should Be
Considered In

Determining

Whether to Use
‘Correspondence? - -

__ detailed presentanon of facts conclusxons, and ;

Con'espondenoe should be used when domg so best meets GAO’s

G needtobemspomwetousersofGAO information. Generally, the
followmg condmons should apply-

Thesoopezshmzted, thezssuezsmt oomplex orsensztwe, and .

- there is only one issue. Correspondence is appropriate when pre-
.sentations are straxghtforward and cover simple issues of narrow or
* limited scope. For broader issues and those that are complex,

sensitive, or potentially slgmﬁcant, staff should consider i issuinga
letter or chapter report, where the format lends itself to a more '
mmendanons

.: There is an urgerwyfor an attnbutable pmduct Correspondence

s appropnate when requesters need attributable GAO products to S

meet urgent leg:slahve needs
Results could be oommumcated to lower-level o_[ﬁcwls 'l'l'us

product line can convey the final results of GAO’s work, parncularly
ﬁqmckresultsareexpected e ,

W recommendatwns are lzmzted or narrow. While

-recommendations to lower-level agency officials may be appropriate |

S - in conespondence, any far-reachmg recommendatxons or matters for

Page 12.20-2
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Chapter 12.20
Correspondence As
A Prodnct Line

R

congrossxonal conslderanon should be presented in chapter reports,
letter reports, or: teshmony becanse of the wider distribution of the
-final product. :

o The. messaye addmsses umque program or acnmtyﬁndmgs

Correspondenceﬁfocusos oh narrowly: scoped, no;

- issues. If the issues.to be,preeented ‘extend beyond the limited span
of one agency staff should consider more smtable alternauve e
modos, such as chapter orletter reports.

) more comprehensxve
descrxptlonsof the condltlons noted

. Therezsaneed to docu_ment GAO’s actwnsonan asszgnment In

" sor GAOT rely needs to provxde written
docum, tatxon of e ork performed and the ﬁndmgs developed

As GAO searches for ways to improve its responsiveness to the ,
Congress, it must remain:confident that any information provided

_ Assu_[a_nce Is Needed " meets GAO's quality standards. GAQ:expects that all products have

C

for Correspondence‘?

| matterexpertlse

, correspondence must be review

undergone quality reviews, Because correspondence is a quick form
- of communication, quality assurance. procedures must be flexible to

meet the nme frames estabhshed by users of GAO mfonnauon

, shmdd beﬁdly referemed In those rare mstances
when t:me does not permit full referencing, at a minimum, the

correspondence should be selectively referenced. In all cases, issue r

-area directors.should.ensure the accuracy and the adequacy of the
mformatlon presented =

For correspondence to congress:onal members, staff should provxde

a copy to the Office of Congressional Relations for review before
transmitting the letters to the addressees. Before i issuance, all
d by the Office of the General”™

‘Counisel and coordmated wrth

Dmsrons and offices are expected to review and process:

correspondence expeditiously since it should be straightforward and

brief. Divisions and offices, however, may find it appropriate to
ad;ust or streamlme thelr nonnal rev1ew procosses penmttmg

ons and ofﬁcos havmg subJ,ect , F

Page 12.20-3
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Correspondence Aa
A Product Line

K3

prereview, postreview, concurrent review, or expedited review to
ensure that correspondence is issued i in time to meet the users’

.‘needs. They may want to place greater accountability on issue area

directors. ,
Finally, correspondence should be included on the list of 1tems to be

- considered during the Comptroller General's biweekly Reports

‘ ,Revuew Meetmgs hke any other products.

How Does -
GAO Prepare
- Correspondence?

Correspondence is a means to provide txmely information to a user

~ of GAO mformatlon. Dmsxons and offices are responsible for

preparing correspondence for distribution to the addressees and for

" providing the Publishing and Communications Center, Office of

Information Management and Commumcatnons, with a copy to be

. used for subsequent and demand dlstnbuuon asdiscussedin

chapter 12.14.

" While no specific format or ‘'side captlons are required, staff shauld

’ “comzder the overall message in Structuring GAO’s response. In

' some mstanca, several side. captions like those used in executive
. .summaries may help communicate the issues and meet assxgnment
‘needs. In other instances, side captions may be unnecessary :.

because of the limited scope of the message or the length of the
correspondence.. Correspondence also should discuss the o
assigmnent'objecﬁves,- as wellas t.h_e ecope and the 'methodology .

Stqﬁ' should Limit the Iength of oomspondence and any enclosures
to that necessary to adequately convey and support the message.
Supplemental material required to understand the message should be
numnuzed and should be 1dennﬁed as enclosures

Generally correspondence dm not mclude a separate enclosure
listing GAO contributors. Where one or two individuals are
primarily responsible for the product, they should be identified in

‘the letter 1tselt'

How Does o
GAO Document
C-orresponde,nce? :

Staff should prepare a master product folder to document

correspondence. Depending on the complexity of the assignment,
staff should include documentation that fully identifies the product
reviews and all necessary GAO forms. (See p. 12 14-21 for the master
product checkhst.) , :

~ Page12.20-4
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Chapter 12.20

" Correspondence As

A Product Line

Key RespOhsibi]itiés‘

. rewew to ensure that any correspondence transmitted by their umts

’Dzmswns and oﬁ"ms are responsmle for estabhshmg systems of
meets all GAO standards of adequacy and accuracy

Issue area dzrectors and regwnal managers (when delegated) are
respons:ble for ,

determmmg when correspondence is appropnate to commumcate
ensunng that the mformauon prsented meets GAO standards S
and is appropnately prwented

ensunng that all appropnate parhes review a copy of the :
correspondence in accordance with- dmsxon or office reqmrements

and

ensunng that all appropnate parties receive copies of
comspondence that would help them carry out their duties.

- Related Materials
| GAO Ordep : .0411 1 Supplement, “GAO Operations Manual Supplement for
o } | Secretaries and Typists.” :
GAO Forms | 115-R, Distribution for Restricted GA_O Reports.
| " 115U, Distribution for Unrestricted GAO Reports.
# 312, PCC Production Services.,
Page 12.20-5, Comm'nniuﬁons u.;...l o - , ' June 1993
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fﬂ\eworkundertakenandw o

f , ro_v:de a comprehemnve - i | !
iformation, GAO issues various other audit/evaluation- b
products we products each servmg different pu:poses S co]

Products Does \AO
Issue‘? el

(monthly list), .

o)

..., Once issue area du'ectors det.emune that blbhographxes should be

S ;tents detenmnethe L
B 'appropnate formats, and ﬁnahze the products '

R R
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Chapter 12.21

StatusofOpen,

Recommendations

| Appendix I provides general guidance for planmng, prepa.nng, and

ﬁnahzmg blbhograplues

In mid-January of each year, GAO provides a report to the Houseand =

Senate Appropnauons Commrttees on the status ofopen

. recommendanons ‘The report is mtended for use by congressional

oversrght and authonzanon committees, as wellasthe =
Appropriations Comrmttees in preparing for hearings and budget

‘deliberations. Copies are also furnished to agency heads to allow -
| them complete visibility of open recommendations for their agencies =~
' _ﬂandtoaﬂ'ord t.hem another opportumtytoacton them. The report

mcludw background and ﬁndmgs mformauon on each GAO
product; . ,

describes the most recent actions on GAO’s open

'recommendanons, o

' categorizes product-related mfonnatron by issue area within

specific budget functlon categona, and

mcludes 1ssue area summanes, prepared by issue area drrectors,

- which identify key open recommendatlons that on the basis of GAO’s

work and judgment, need priority attention from congressronal
members and staff, as well as agency oﬁcnals

Information on specific open recommendations mcluded in tlus

- ' report i is taken dlrectly from the data obtained during the
~ recommendation followup procem. (See, _ngm:al_zqhm

Procedures Manual [GPPM], ch. 9:2.) GAO Forms 66 updated during
the fall followup cycle are used as the basxs for this report. :

' Although the report i is addressed to the Appropriations Committees,

issue- area summanes and related mformanon should be useful to

~ issue area directors in discussing: open recommendahons with other

committees mterested in their issue areas.

In addition, GAO distributes copies of this report to chairs and
ranking minority members of committees or subcommittees, Chief
Financial Officers, and the federal audit organizations. Internally,

. Band IIs and above receive all or portions of the entire report for use -

in dealmg thh agency and congressional ofﬁclals

. Appendlx II provrdes gmdance to help issue area directors write

their summaries. .The summaries—in both hard copy and computer

 disk format-must be subrmtted to the Office of Policy (OP) no later

t.han September 30 of each year for mclusron in the report.

Page 12.21-2
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Chapter12.21 : i
| ﬁ : o  Other Andwnvnuuon-nemed Prodneu

S lire toprepareand

agency’s activities for the prior
xists, GAO’s annual report

of GAO'’s acluevemen

information on GAO’s'ﬁnancxal statements is obtained from the
e Office of Financial Management, wh:le the mfonnauon on GAO'

SO The Jomt Comn 'tteelon Prmtmg lumts the nnmber ofcopxes

Month]y Llst Lo As requlred by, 31 U. S C. 719(h), GAO lssuos a pubhcauon (ng_qm
of Reports and ' consnstmg of abstracts of all reports and testimony
o _ released during a given month. ‘This publication, prepared by OPA,
Testimony ‘ .
A wonoio.. . Servesas GAO's “face to the American public.”

. The pubhcauon s cover lughhghts t.hree or four products selected by
L vthe Com General. The ACG/P&R and the Director, OPA,
- mptroller Genera.l f_'th a list of potential products to

'l'cons:der for the cover.”

S ; _The pubhcanon 'S wntmg style dlﬂ'ers from that in the reports and
the testimony because it is mtended to generate subject matter

interest rather than pnmanly pment facts about a given program or
. actmty e ‘ G

,"“:‘,::OPA'dl" 'dwvthl!:‘abstracts» alongwxmproductuﬂes andnumbers,
_ Q : L te B ‘into’ catego m]:hatthepubhcwould recogmze rather than GAO’
g : T o 1ssueareadwgnauons o

-
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Clnpter 122} -

Other AuditlEva.luatlon-lehted Pmdnctl o ' ~

Annual Index

‘Special Reports

: database for use in the

- 'The pubhcauon is typeset through BlueBox, pnnted, and dlstnbuted o

toabout35000persons, mcludmgeachconmutteeandmemberand

- private citizens, as well as to universities, libraries, and the media.
“The: pubheatlon includes an order form that readers can use to
‘ obtam coples of reports and tesnmomes

Aﬂ:er preparahon, the abstracts are included on GAO’s document
Anny f » and in bibliographies.

"’-31 U.S C 719(h) also requ:res GAO to prepare and send to each
~ ‘committee and member annualhst of reports issued. Over the
' years, this list has been expande to include testimonies. The target

audience for the Annnal_lndgx is much more limited than the
audlence for the monthly list. Copies are also sent to libraries,

- institutions domg policy work related to GAO’s work, and a limited
‘_7numberofmtemalreclp1ents 2 o

This two-volume pubhcatxon is based on the abstracts of GAO

~ reports and testimonies prepared by OPA for the monthly lists as
" desctibed above. The first volume lists the abstracts by division and o -
- product number. For example, for fiscal year 1992, the first abstract . J
listed'is AFMD-92-1 and the last is RCED-92-250. The second volume

contains four indexes, or hsts as follows:

‘ Catego'ry Index: Tlus is based on the 25 categories established by
‘OPA for the monthly list. Witlun each category, the products are

listed alphabeucally by title, with the product numbers.

Sulnect Imier' Tlus is hnked to the subject terms in the document

'thle Index: Tlusnsanalphabenzedhstof products and product

numbers.

Witness Index: Ttus mcludes an a.lphabeucal hst of GAO staﬁ' who
testified and the product numbers. Tasumony titles are not listed.

“A reader using the Annual Index would ﬁnd the product number i in

one of the indexes and then would refer to volume I to obtain the

_ speclﬁc mformatlon about the product.

GAO sometimes publishes unique reports to communicate a special
message to congressional leaders, the administration, and the ‘

- executive branch;’ Examples of such reports are the Transition : : )
AN

Series, the ngh-Rlsk Senes, and the Whlte Papers.
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TransuwnSenes- GAO hasbeg\m lssmngasems ofreports on
cinga: ation'when it takes office. These
transition reporls are based on msues rdentlﬁed from prior GAO

reports and testimony; generally the'issues (1) are. unresolved, (2)

' are of ma.]or unportance, and (3) need unmedlate or sustamed

effort revnew and repo on federal»«govenunent program areas

~that were considered hrgh:‘nsk. ‘GAO'identified 17 such areas

1+ -because of weaknessés in internal controls or financial management

systems These reports, issued in comunctlon with the transition

" series; provide the‘Congress with a’progress report on efforts to -

strengtheén internal and financial management controls in programs - |

* i< vulnerable to ' waste; fraud; and ‘mismanagement. The reports are
. issued to the Congress, the Presldent-elect, the Director of the Ofﬁce _
: of Management and Budget, and new agency heads :

y thtevPapers' :":Occasronally, GAO issues reporrs m areas of special

interest that present srgmﬁcant challenges or opportunities to the
legislative as well as the executive branchleadership. These reports

~are based on srgmﬁcant amounts of GAO audit work usually
 :Spanning; many years. The reportsiattempt to identify common

| management problems ‘with the potential for significant

‘improvement.  The Comptroller General normally signs these

.- reports, which are usually in'a chapter format. Examples of such -

- white papers include the Accountm‘"g a”nd Financxa.l Management
Division's: (AFMD) ‘report or | :

et (GAO/AFMD-90<1)-and the: Nanonal Secunty and Internanonal o
... Affairs Division’s (NSIAD).report on __gangns_quumngn (GAO/ ‘
NSIAD-93-15) o

ahee G 0T

Taegr T GAO also issues several diverse products that either directly or

What Special Audit/
'Evaluation Products
Does GAO Pubhsh?

mdrrectly relate toits audlt/evaluatlon efforts. These products while
too numerous to. be addressed \ their entlrety, affect GAO's

actwmes :and the work GAO performs Examples are

sue area broch,u_res, e
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Management News

| mdrcators reporr.s.

Issue Area Brochures

.o other newsletters, , _
,pohcy-related specral pubheanons, and

Iasue area brochures are srx-panel brfolds ina burgundy color wrth -
- matching detachable: rolodex or business cards used to provide
- information about the issues GAO. addrmes, the agencies GAO

evaluates, and the main GAO contactsito reach for1 more mformanon.

. |ssue area brochures, while opuonal, have been found to be an
.. . effective means to communicate with congressional members and
-+ staffs,’ government agencies, experts; and the public. The brochures
- .- -also are useful for recruiting; planning conferences; and a vanety of
. other: uses, mcludmg mternal GAO commumcauons

N »_‘,ﬁ;'Each brochure, m a standardxzed format, should xnclude ‘ :

i g a cover ldennfymg the pnmary dmsron, the issue area title, and . L
~the date; _ k fa | N >
Qv}lamessageﬁ'omthelssueareaduectorﬂlatsununanzasﬂne issue |
;. area wrtlun the broader context of GAO efforts; '

: ‘ :the key issues and contacts and

‘.';"the detachable rolodex or busmesseardtofacrhtate contacting
: appropuateGAOstaﬁ LR

 The final draft of the b brochure should be routed through the Office |

of Program Planning (OPP), which will review it to ensure that no

e Sensitive information-has been included. Other types of products to
-+ -promote better communication about GAO’s planning process and
. -planned work are perrmtted but OPP should be consulted.

Appendix III includes detarled mstructlons for producxng
WordPerfect disks, requesting typesetting, and ordermg the pnnung o

" ot' both the blfolds and the detachable rolodex cards

,Tlus weekly newsletter serves as GAO ofﬁcxal means of
' commumcatmg to staff srgmﬁcant information about GAO, its

policies and procedures, and official events. Prepared by OPA, the
12- to 20-page newsletter also covers unit activities and staff )
AN

_members’ professronal accomplishments. Regular features include a

list of current reports and testimony released and a calendar of
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Policy-Relé,t‘ed_' Special

- Publications

| Report of Key

Performance Indica
- Q y ce Indic tors "*"“Compu'oller General for Operationisissues meAnnnaLBgngmf_Kﬂ

| GAO staﬁ' may have theu' namesl placed on the distribution list.

e ‘Penodxcally, specxal newsletters _
. ~are:provided to GAO staff to,commumcate GAO’s progress m
' .meetmg quahty unprovements '

¥ speciﬁ Referemce copies of ﬂle _
index are pnnted on blue‘paper “ d distnbuted to each GAO unit. -

y;the hbranes Any interested

-.ﬂ‘,\a,e PR

.ésmemehmmag

To prov1de more detail 'on sub 'ects‘ addressed in GAO pohcy
guidance system, OP, in: -conjunction with various dmslons and -
offices, issues specxal pohcy-related publications. These describe

various methodologies and techmques for better performing audits

and evaluations. For a list tions consnmtmg GAO's policy

~ guidance system, seeyﬁzm chapter 15, 0 appendnx II.
. ,-,1To faclhtate staff access to. the most up-to-date gmdance, OP

Cihes - !a)«

R . devéloped and maintains the Automated,.Policy Guidance System,

whlch mclildes the full text of GAO manuals the policy-related
pubhcauons, and selected GAO orders. This system is accessible to

-+ all staff via computers equipped with modems and' conunumcanons SEREE RN

software. For additional information on using the system, see":

mmmmnmmmmmm (GAO/OP-91-02) '

To': appnsetop managers andstaffofGAO’sperfonnance onan:’ . . -
annual and a semiannual bas1s, OIMC produces and the: Asslstant

Berfﬂma.nce_nmmmsandthef&mndmmmnmm
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The indicators report summarizes GAO  key activities and hlghhghu
the accomplishments for that period. In addition, the report .

- . discusses, by division and region, such topics as (1) the results of

GAO’s work, (2) managing GAO’s work, and (3) GAO’s human

- resources. The report provrdcs trends for a 5-year period.

,‘ The compendmm contams GAO-wxde and dms:on-specnﬁc and -
. regron-specrﬁc statlstlw that support the mformanon provrded in the

o ..mdlcatorsreport.

2 Frequently, GAO audlt/evaluatlon-related products are dlst.nbuted to
How AI‘ e COplES Of all GAO staff or staff in evaluator or eévaluator-related positions. -
Aud1t/Eva]uat10n- Such is the case of the Management News, other GAO newsletters, or
speclal pohcy-related pubhcanons ‘Inr other instances, such as the .
Related Products : ’ efi Recommendations or the key mdxcators report,
Obtamed" d:stnbunon is made by band level. -
i After the mmal dlstnbutlon has been made, GAO sta.ff and others
. 'may obtain coples of GAO audlt/evaluatlon-related publications from S
. :%GAO’s Documents Drstnbut:on Center by . o o :
4 stopplng by Room 1000 in the GAO Buxldmg
. ca.llmg Documenm sttnbutlon at 202/5 12-6000
o fanngarequestto301/258-4066 or
. sendmg a request to
- US. General Accountmg Ofﬂce a2
- Post Office Box 6015 =
" Gaithersburg, MD' 20884—6015 ,
- For external requesters the first copy of each product is free and
‘ "f‘addlnona.l coples are 82 stcounts are avaxlable for bulk orders.
. . : ; . ‘ -
‘Related Materials
" Genera] Policies/ . = .. 5.0, “Program Plannmg—Pohcy Summary
Procedures Manual - e T
el B , ‘92 “ProceduresforReconunendanon Followup S S . )
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15.0, “Other Audit- and Evaluation-Related Pol_icies-:Policy' R :

Other Publications |
| | June 1991).

Page 12219 .~ Communications Manual June 1983




endix T:
dance for

paring GAO'

liographies .

 Chapter 12.21 ER
OtlerAndltIEvnlution-Rehted Products S

~ The following guidance covers

factors to consider when planning to prepa.re a blbhography,

; prepanng the draft, and
publishing and distributing the prbduct.v .

Representatives of OIMC’s ISC work with division and office

 staff to identify the scope of the bibliography and to extract .

pertinent citations from GAO’s document data base. Division and

“office staff should consider a range of terms to be used for the

document search and fully consider the needs of the intended
audience to ensure that all critical citations are included. .

‘Generally, staff shoiﬂd consider a broader set of search terms that

would better enable them to focus on the final content of the
publication. Depending on the data output, staff can better decide
whether a broad or a narrow bibliography will achieve the intended

- purpose. In preparing the bibliography, however, staff must fully’
- - consider including those products issued by other divisions and -

offices and not limit the selections to only those products issued by
the initiating dmsxon or ofﬁce

ISCsta.ﬂ’extractahstofauGAOproductswsueddunngﬂ\e .
agreed-upon time frame and meeting the search criteria specified by
division or office staff. This list generally includes the product titles,
numbers, dates, and key index terms, but, depending on the :
agreements reached with ISC staff, it may also include background
information, ﬁndmgs recomnendatlons, and/or the OPA abstract

information.

Division or office staff must then select those products to include in
the bibliography and give ISC a computer disk listing each itemon a
separate line separated by hard returns. :

 In considering the format for the bibliography, staff should
- determine whether all citations relate to one broad issue or whether
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ey

- 'several issues w:ll be mcluded As such, the mdmdual cltauom can o
- beexu'actedonthebamsofthentles, the dates, orthenumbersof

.ongmallycreated

: 'dxrectors 'hlgher level officials, that summarize the purpose of the

g Staff should work with: OIMC’s Pubhshmg and Conunumcatlons ‘

2 reference

the products. The contenits of the. individual citations mclude thOSe .
abstractsdevelopedbyOPAtocreatetheAnnnﬂ_lndgx and:th
Reports and Testimony. Although these abstracts may be edite
the bibliographies, staff should note that the abstracts ha o
been reviewed and approved by the Comptroller General when:.

Blbhographles generally mclude prefaces, sxgned by the lssue area

and their ove rall messages Blbhographles prepared in
[ { ve include signed transmittal
' v\the scope or the

con51der providing other dmsmns or ofﬁces w1th coples to review to
ensure that the most appropriate products have been included and

7 that'the'éontents of the abstracts adequately reflect the messages
‘that should be conveyed about t.he products :

nter (PC staﬁ' to produce the page:proofs using BlueBox. 'I'he
OP, abstracts.,already include: the BlueBox codes, which should -

i rediice- thétime needed to: finalize the: products Statutorily required
. blbhograplues may have blue covers, while other bibliographies
- ““should‘generally have white covers: with-brown lettering. All covers ., -
" should ldentlfy the subjects and the topics of the bxbhograplues, the .
R dates of issiiance; and-a division identifier:(for example, GAO/HRD- '
‘ 93-123W) that mcludes the'letter “W.":The “W” is needed for _
. statistical purposesito differentiate blbhographlos from chapter

reports. Each bibliography should include:a form that pemuts

: readers to easdy order coples of products c1ted

’ Staﬁ' should prepare GAO Forms 115 Dnstnbunon for Unrostncted

Reports, to initiate distribution to the intended audiences. Using the
GAO Forms 115 ensures that the products are entered into the -
document database for demand dxstnbutlon and subsequent
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Appendlx I
Guidance for .
Preparing Issue
Area Summanes
for Annual Status
of Open

Recommendations. ..

“Impact of
GAOQO’s Work™

“Key Open

Recommendations

Clupter 1221

Other AudltIEvalutlon-Rehted Prodnetl

- :tlnebaslsof the results of GAO's reconunendatlon followup process.
e ’l‘herefore,mrev:ewmgthedataonthe GAOForms66 issue area
- directors should, to the extent possible, ensurethatmfonnatwnon
'“thestatusofmcmnmendatwnsdevelopeddunng the second cycle is
cun'entasofSeptemberso 'l‘lusensurosthattheHouseandSenate

Appropriations Comxmttew are prov1ded w1th the most timely and

: useful data powble

a’iThe followmg mformatlon prowds gmdance for prepanng the

sections of this report.

b ,T'lussectlonprovndosanovemewofGAOspastwOrkmthe]ssue L
.. area and progress made in implementing recommendations. This
secuonexplamsthenatureofthexssueareasothatreadelscan '

‘ kbetterm\dexstand the mesage of subsequent sections.

S ,'l‘lus secuon hxghhghis key open recommendanons that warrant
© . priority attention from: congrwswnal and/or agency officials and
. that; if unplemented, can, significantly improve government

operations. Selection of key open recommendations is based on the

R results of GAO's past work and the Judgment of division and issue

In detenmmng whlch reconunendatlons to mclude, dmsmns should
o consnder such factors as ,

potentlal budgetary unpact, :

the extent to wluch recommendauons can enhance the
effectiveness of national programs that have far-reaching effects
(e.g., environmental clea.nup efforts, health care, and mass transit

issues); and
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List of Rele_ted

~ Needed on Key Open - |
. Recommend_e_tlons_

_.events may affect the implem " tenon of needed actions orthe exlaexit

¢ the degree to whlch recommendatlons may be consxdered
unportant, sensmve, or controversxal. Kk "

' For some issue areas, it may be appropriate to dxscuss ly
those recommendations needing attention from co ""6* ‘
entities or persons and those needing attention from agency officials.

- In some cases, suchseparate dlscussxonscanbetterfocus the
attenuon of appropnate ofﬁcxals onthe recommendanons and

e recommendauons are

important and should discuss further actions needed to lmplement

them. 'I'hesununarymay:f" )] _,ch'mattersaswhethercurrent

mcludmg such a list, issue 1 mariagement can help ensure that
congressxona.l and/or agency\omcxalsl know about a GAO product

AnexampleoftheneedtodothxscanbeseenmaGAOreporton e
eft'orts ' S

- Open Recommendations only uride _the“AdnumstranonofJusnce
budget category The do, esuc terronsm report, however, a.Iso
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| Appendlx I

Detailed Instructions

for Prepa_nng and
Processing Issue
Area Brochures

The followmg are detalled instrictions for preparmg issue area
brochures, _producmg WordPerfect disks for composition, and

" ordering the pmitmg of the sxx-panel blfold and the detachable

Prepanng Issue
- ‘Area Brochures

Cover

. rolodex card

.Customer Service Reprosehtanve, staﬁ should include a sample of .
- a prevxous blfold Thls wxll help the arnst determme pa.nel layout

'In addmon, ‘sta.ﬁf should submit the dxsk (and one hard copy) for
: typesemng and use the’ format ‘described below. :

R Panel l 1dennﬁs GAO t_.}\e pnmary dlvxsnon, the issue area title,
a and the date ":'Theword issue” should not be used in the title. The

' wlute lettenng. The remammg panels

o 'wnll be pnnted m burgundy\mk on, whlte paper.

E To prepare the cover, margms should be set at 10 and 76 Each
" ‘element of text should be typed ﬂush leftona new line, using caps

 Message

and lowercase, with an extra retum ‘between items. For example:

United States General Accounting Office |
. GAO '

Resources, Com_rndnity, and Economic Development Division
Panel 2 contains an introductory message from the issue area
director. It should mention the issue area within the broader scope
of GAO's work and GAO'’s typical products and should explain how

to obtain more information by contacting the staff listed in the
brochure. The message, including the signature block, should not

- exceed one panel. The message may be short if space is needed on

this panel for afﬁxmg the detachable rolodex card (doscnbed
below) \
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- ssues and GAO
Jontacts

O

S (sii
- This length will'fill the panel; if s space is needed for the detachable
" rolodex card on tlus panel, the maxlmum message length must be

St 1To prepare the message, staﬁ should follow the: 801\91'31 rules f°"
' “GAO formatting.’ The title of the bifold should be centered using all
. caps and undeérlin

ing; the title will then: automatically become a
header on subsequent panels. Staff should treat “Message From...”

" +as'@level 1 head=flush left, all.caps, uniderlined. ‘Margins should be

set at 10 ‘and 76,/and the message. should be limited to about 20 lines
spaced)to fit on the panel once the’ s:gnature block is added.

about 15 hnes

= 'Panels 3 to 6 coritain summary statements about each xssue, the
o key orgamzatxons ‘audited-and ‘evaluated; and the names and the
- -telephone and the fa.x numbers of key GAO contacts

'l‘hJs section should begm thh the name. and the telephone number
and the fax number of the issue area director; the associate

. director(s); and' ‘any other Kkey staff, such as:an’ assistant director for .
--'planning and’ agency ‘coordination. The issues are then presented,

but the word “issue” should not be used. The titles and the
statements about the issues; however, should be similar to the i xssues

. .and the objectives identified in an approved issue area plan. If this
S mfonnatlonlsnotthesameasthatmtheplan it:should be L

sufficiently similar for a reader to be able to cross easxly between the
plan and the brochure RN . y

When describing the issues, staff should keep in mind any
congressional sensitivities or potentially controversial areas. Staff
should focus on current issues and avoid including subareas,
agencies, and contacts for i issues or programs in which GAO does

~ . not.do work." Staff may want to include information about new

issues that might be of congressional interest. 'Also, any key staff-

o located outsxde the pnma.ry dmsnon should be included.

If space pemuts staﬁ' may want to mclude other mformatlon, such

as the mailing address for the issue area director, key pubhcatlons,

_-or instructions for obtaining reports. This mfoxmatlon should .
N ‘appearonpanelﬁ(thelastpanel) A

. To ‘prepare panels 3 to 6 staﬁ' should type the text ﬂush left.

" “Director” and issue titles should be treated as level 1 heads (typed
~flush left in all caps and underlined) and “Assistant Director” and
“Contact” as level 3 heads (indented five spaces, typed in initial caps,

and nnderlxned) For bulleted items (key organizations), staff should

. type a dash flush left, smgle-space, and then type the name. 'I'here
l‘should be double-spacmg before each new level 1 head.
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Printing Issue
Area Brochures

Preparing Detachable |

Rolodex Cards - -

) Margms should be 10 and 76 'l‘he ma:nmum page length, mcludmg
- headings and subheadings, is about 48 lmes, deletions may be i
-necessarympage proofstoﬁtpanels. v

" On panel 3 (the center panel when the brochure is open), about 2-3/4

inches of space must be left-at the bottom:to accommodate the

- detachable rolodex card:: Therefore, for this. -panel, the maximum
" textlength, mcludmg headings and subheadmgs, is about 32 lines.
= (Pageproofsmustbechecked carefullytoensurethatspacexs

adequate)

: Toaddthelssueareadlrector’smaihngaddmonthebowomof R
. panel 6; staﬁshouldtypethematenalbeglmungonabouthnetlo .

flush left, using caps and lowercase but no underlining. The text
should be bolded or the hard copy marked so that the type will be

: :setmbold

s Sta.ﬂ' should attach anote to the Customer Semce Representative
. ona GAO Form 312 PCC Productlon Semces, requesting

; reversed-out type on the cover panel only, :

one mk color (confer thh the Customer Semce Representatwe),

50-pound vellum cover stock, and

: ’scoremﬂlgramtofold

,The Customer Semce Reprwentanve wrll complete the form.

The recommended rmmmum pnnt order ls 1 000 since additional
copies do not add greatly to the cost, needs should not be

 underestimated. - Printing time is much longer than that for GAO

reports—at least 3 weeks are needed from the day camera-copy is
approved (not from the date on whlch staﬂ' requsted typesettmg)

© The hst of key staﬂ’ contacts should be pnnted ona detachable

rolodex card. The detachable rolodex card is printed separately
from the brochure and includes a “Lite-Tac” adhesive strip for staff

toeasrlyafﬁxthecardtothe brochure. Alternatively, GAO staff may -
- want to use their own business cards.- These can be affixed to the

~ brochure using an adhesive stick hke the Denmson “Tack a Note” so
»thattheycanbedetachedeasﬂy T

- “Ablank space for the card should be set asxde at the bottom of the

center panel (panel 3) of the open brochure. If this space is not -
available because of the length of the issue descriptions, space for
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Printing

*U.S. G.P.0.:1993-720-395:80142

the card should be left following the message of the issae area
director (panel2). |

Staff should order the detachable rolodex card camera-copy -
separately using a GAO Form 312; a sample card (or photocopy) is
needed to give the artist a guide for type size, tab size, and placement
and alignment of text on the card. Staff should request a detachable
rolodex card with a maximum width of 3-3/4 inches: A disk (and one

- hard copy) of the text should be submitted, using the following -

fprmat: v

Each _elément of the text shouid be typed on a new line, flush left.

. Theissue area director’s name, title, and telephone number should

bein bold. For example:
' GA0

Food and Agricultufe Issues _
| John W. Harman

Dir_ectqr

(202) 5125138

When checldng proofs before the artwork is mountéd on the

- camera-copy, staff should make sure that all telephone numbers are

ali'gr\ed vertically.

- Staff should attach a note to the Customer Service Representative
on a GAO Form 312 requesting . ‘

révetsed-out. type on the tab lip only, |

the tab on left, o

one ink éolo'r (confer with thé Customer Service Representz_iﬁve),
the card with a finished width of 334 inches, and |

“Lite-Tac” adhesive tape applied to the upper third of the back of
the finished card. 4

Pnntmg time is usually 4 weeks from the date of final approvél of the
camera-copy (not the date on which staff requested typesetting).
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