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Introduction 
. ‘, Attached is a complete missusnce of the v 

’ 
oiiginally issued idlay 19W. This revision incorporates all previous 
changes and also includes some recent additional clarifi~&ons 
marked with a’#” sign. In addition,‘~~e,are introducing a new 
chapter 12.21, “Other Audit/Evaluation-Rel Rroducto.’ 

Many std members did not receive a binder when the manual was 
fimt issued. ye are providing a new binder and, to facilitate using 
the manual, we are providing divider tis for the individual chapters, 
the preface, the table of contents, and the transmittal sheets. 

IMuchofthecontentoftheoriginal Highlights ‘- Mapy of the qhanges reflect new terminology and revised 
of Chinges organizational names or provide updated cross-references to 

,- pertinent information; 
‘, / 

I 
Presented below are highlights of changes that should be brought to 
your attention: 

l . chapter 12. I: Emphasizes the need to keep interested committees 
and subcommittees or members apprised of the results being 
deve!oped and the timing and the message of the final product, (W 
p. 12.1-2.) 

l 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 
emphasizesthat GAO sta.tf should be alert to possibilities of keeping 
both the major&and the minority stat% informed of the progress of 
GAO sssignments. (See p. 12i2-4.) 

,. l Chupter12.8: EmphasizeSthenecessitytofullyexplaininthe 
objectives, scope, and methodolom section what GAO actually did 
to answer the assignment objective. The basis for selecting certain 
locations or organizations should be explained to reiterate GAO’s 
objectivity in performing its work.’ (See p. 12.85.) 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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l chapter 12.10: Introduces considerations for,presenting 
recommend#og to gpure.that they are,action+.rientedand 
effe@ve. .(Seep..12.104.)... j ,,. ,-~ .,,,. ., ,.: ‘, _, 

. . ‘: . / ,/’ .,,- t ,: ,: .‘,‘. 
:, .,. tip& :$&‘;BJ: ~:‘&~ur&&.&ue,- direc&= to;,- &‘)‘a’ 

,. .’ position on-obtaining written comments with the requesters. If the 
reipiesters stlllirisbt thatno..comments be obtained and the issues 
arehighly controversirl~or sen@tive, the Issue area directors should 
discuss this matter wit& division management ana as appropriate, 

,.‘,; ‘. . .: ,. ~,.the~.with:,the~~rnp~~er General. (Seep. 12.11-l.) r 
.x. : .., 

., .’ 
.i evidence iiii the workpapem that either contradicts or cslls into 

question facts or statements in the report (See p. 12.134.) This 
chapter,alsostatesthatamem~oftheissuearea~orthe 

-: : 

., . 

: 
.’ l Chupter 12.14:, Rev&s product processing procedures to reflect iskJ 

the new requjrements for.,BlueBox Pqd incorporates material from. , 
~~p~~.12.17~d,,!2.i4,,forproces;ing testimony and 

1 co.rre@ondence. (See pp. lf.&%?to 12.144 1.) 

l Chupter 12..!9: Revises the guidance on preparing fmancial audit 
.: repo-rts .for consistency with the. FTnancial (GAO/ 

‘AF@H2..19,5A). : ., ‘., 1, . 
_.’ ., ‘, ; 

- Automated Policy Tlie’ciiipges c&xed‘in t$is’t+ins~ttal sheet have been 

Guidance System ” 
,_., indd@ciia#@ipto G@s &tayted Policy Guidance System. This 

e ‘9 be a=es+d i@y thrqugh any p==d compu~ with 
Crosstalk and a modem. Information on the system is included in . . * * 
theAutomated (GAOIOP-91-2) 
oy .&ii &t @aine$l,fpit your ‘division or office system coordinator. ,’ .’ ,. ,., . Filing mmctioc 

l ch&tem 12,i *to 12.20, preface, checklist of transmitttal sheets, and 
table of contents., ” 

Insert the fdlqving materiak 



CommunfcPtlone- 
Tranemiti Sheet No. 9 

l ,,, chapters 12.1 to 12.21, preface, checklist of transmittal sheets, and 
table of contents and 

l divider tabs. 

Also, this trangnittal and the original transmitt& numbered CMTSl 
to CMTS8 are considged part of the 
should be retained. 

Werner Grosshans, 
Assistant’ Ctimptroller General 
for Policy 

Attachment 
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UNteQ States tieneral ACcoum.ng Utrice 

GAO, 

0 
ChpcMist of : ., ‘, 
Transmittal Sheets 

.’ 
Upon receipt of each trakmittal sheet, the recipient should place his or her initials in the blank 
following’the appropriate number. A break in the continuity of transmittal sheets received will indicate 
missingchanges. ‘, 

TS. Jnitials DNQ. Initial.s TSNo. 'IrLLitw 

CM-1 
, 

* CM-21, CM-41 

CM-2 
,, ., 

* CM-22 CM42 

CM-3 * : CM-23 CM-43 , 
‘CM-4 * CM-24 CM-44 . 

CM-5 * CM-25 CM-45 

CM-6 * CM-26 CM-46 

CM-7 * CM-27 CM-47 

:LJ CM-8 * CM-28 CM48 

CM-9 CM-29 CM-49 

CM-10 CM-30 CM-50 

CM-11 CM-31 CM-51 I 

CM-12 CM-32 CM-52 

CM-13 CM&I ,’ CM-53 

CM-14 CM-34 CM-54 

CM-15 CM-35 CM-55 ~ 

CM-16 CM-36, CM-56 

CM-17 CM-37 CM-57’ 

CM-18 CM38 CM-58 

CM-19 CM-39 CM-59 

CM-20 CM-40 CM-60 

. . * Incorporated in the Commurucatlons w , Transmittal Sheet 9. 
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n’ Preface 

Producing the highestquality 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 etteh-must (1) meet the assignment’s objective(s), (2) meet 
GAO’s quality standards, and (3) receive sufficient quality assurance 

,, 

before issuanceto ensure the accurate and objective presentation of 
the Overall message. 

GAO issues various prod&s such as chapter and letter reports, 
testimony, and’ brie&g materials to communicate the results of its 
assignments; to congressional leaders, agency officials, and others. 
The _Communications reflects GAO’s diversification of its 
product lines over the years to better meet the needs of the Congress 
and other users of GAO’s products. 

: 
3 

Tlie m contains the basic policies and 
reporting instructions applicableto the planning, developing, 
processing, and issuing of products on GAO’s work. This manual . . complements the / and fiows 
from chapter 12.0, ‘Communications Policy-Policy Summary.” It 
,prescribes procedures applicable to all reports and other GAO 
products where uniformity is needed. 

The information included in this manual and the supplemental \i 
policy;related publications is available on the Automated Policy 
Guidance System. The Office of Policy uses this system to quickly 
communicate new or revised policies or procedures and provides 

.! 

staff members the most current guidance. Therefore, when 
differences be&en the printed copy and the information on the on- 
line system occur, the Automated .Policy Guidance System takes 
precedence over the published documents. 

Consecutively numbered transmittals will communicate the changes 
to this manual. These transmittals are considered part of the manual 
and should be filed in the appropriate section. Any additions, 
deletions, or other suggested changes should be ,directed to the. 
attention of the Office of Policy. 

Werner Grosshans 
~Assistant Comptroller General 

for Policy 
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,  , .  . ,  :  , , . /  . , . .  . . ,  ~ .  .  - .  . r  : /  .  .  .  , , ,  .  .  . ,  

Contents 
0 ,_ ,, .\?! 

-. 

l Accurate . 
” 1, 

. Convincing ‘I,,’ 
;,y,“,:’ ” 

l Objective ?; ,! ,’ L : 

l Clear and SimpIe’ ” _r’ ‘;,+; ., 
‘, 
’ y (,,,” -“’ 

,. :y I.,..:, , 

l Concise :I, ,,I ,.: _ “,I ,,, ‘. 
;’ 

l Responsive 
:i ‘i.“ ,, 

” , 
l When Should, ~Prodwt. Developm$Regi$ ‘, 
l Key Responsibilities “. “::’ :,“’ ;!.’ ,r::; 

l Related Mate@& ,.,,, ‘,_, .., ,, .““’ . Apzjl~&‘& ii’. &,;tigatioK&dti;& . ,:, I 

and Resp,on$biiiies j ,‘;’ ,.7 !. .>I, ., I *., “.I ,,, 

mmmications 4,, ,” ‘& “ ., 

12.1-g .,( 
I 

12.2 ‘. Early Exteg-d ~q-qyications _ 4,. ,’ 1 ‘& “ 
.Pohcy a. ” ., / 
l What Early Communications ‘Does GAO .Use;,, •,AchowIedgemen~ &p& ’ ” ” : )‘. 

l Notification &teqi;‘,“” “, i ,: 1’ ’ \. : ,’ 
l NotifkationofVisi~ ._’ ‘~ .,, 
l Confirmation Let&& ’ ,, 7: 1 . Closeout ~~,+&f : ” ,‘i / 

l Why Does GAO Use Brief&# ‘ri.. )’ 

12.2-1 12-2-I 
12.2-1 

.; ‘~ l&s-l 12.2-1 
_b^ - 12.2-1 

lsm 12.2-2 12.2-2 .n A rI 12.22 
12.24 

. Key Rewo&&iliti.~ /, ’ 12.24 

l Related Mat&& I’ 
12.2-5 

‘, , ,, 12.25 
l Appendix I: Sample Confirmation Letter 

(Regarding Scope) 
l Appendix II: Sample Confirmation Letter 

12.2-7 

(Inability to Meet Statutory Time I.,irni&) 12.2-9 i ‘, ..: 
,1’ ‘, *.a, : .., c ,, ,,,/, 

,Pagei ,‘^ Copmunications kanbal’ June 1993 

12.1-4 
12.14 
12.1-5 
12.1-5 
12.1-5 
12&l-5 
12.1&5 
12.1-6 
12.16 



12.3 

: 

12.4 

Audit and Evaluation Products 
l Policy 
l What Type of Products Does GAO Issue? 

*Reports 
l Testimony 
l Correspondence 
l Bill Comments 
l staffstwk?. :, . . ; 

l Vi&o prdau& ” 

‘;. 

* Oral BrieSngs . Bibliograpu& . 1’-, 
. Transcripti i’.. ” ’ . . ;, .” 
aD*D&h;..:. ,, ! 

l Other AudiVEvaka~on-R&ted Prod&k 
l How Do GAO Reports Differ? 

l Chapter Reports 
l Letter Reports 
l Briefing Documents 
l Financial Statement Audit Reports 
l Management Letters 
l special Reports 

,_’ 

l What Should ,Be Considered in. 
Selecting Product Type? 

l Key Responsibilities 
l Reiatedrylaterials ‘>“I ,.” j . Appendix I: ~$ma~oh‘t;d bse .& I 

Selecting Product Type ’ 
l Appen&,R: Comparison of GAO Produ,c& .i,_ 

.,, 
Physical Makeup of GAO Prodtick 

l Policy 
l What Type of Cove& Should Be Used? 

l Draft Report Cover Sheets 
l Prepublication Cover Sheets 
l ‘Testimony Cover ‘Sheets. 
l Special Cover Markingk$ for 

Gray-Covered Products 
l Other Special Cover Markings 

l WhatDoTitlesConsistof? 
l Suggestions for Preparing Titles 

l How Are GAO Products Numbered? ’ 
l Key Responsibilities 
l Related Materials 

l Appendix I: GAO Form 515, Draft 
Repoti Cover Sheet 

l Appendix II: ‘GAO Form 171, 
Prepublication Cover,Sheet 

12.31 
12.31 
12.81 ; 
12.81 
US! 
12.3-l 
12.81 
12.32 
12.3-2 
12.3-2 
12.32 
12.33 
12.3-3 
12.33 
12.33 
12.34 
12.3-4 
12.36 
12.3-6 
12.3-6 

12.37 
12.3-3 
12.3-3 

12.3-9 
12.510 

12.41 
12.41 
12.41 
12.41 
12.42 

‘12.42 
12.43 
12.43 
12.44 
12.44 
12.46 
12.43 

12.47 

12.43 
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12.6 .:* ‘: 
-mittal I&Jers 

..! 
l Policy ,.. 

., j .,,; r-t . 

l How Are Draft Repoh Sent? ” ,, 
12.61 ,, 
12.61 

l Coordinating Drafts 12.62 
9 ..Time Limits I 12.62 

l What Should Basic Transmittal LettersContain? ’ . 12.62 

/-- 
: /cl 

l Chapter Reports ,,: 1g.6-3 
,,. *Letter Reports ” I 12.64 I. 
-. l Management Letters 12.64 

l Correspondence 
,_ ,, : 

12.64 ‘k 
l Testimony ,o 

l When Are Nonbasic I&ersUsed? 
12.64 I-.. ’ . conGhts :?a::’ : 1, 12.65 _. ,I, ( 
12.65 

l Personalixed Letters for Multiple Addressees l O*er’&&&o* 12.65 I :,’ _, 

‘. 
,_* 

l Who Signs Transmittal Letters? . signatuie ‘&.&. ’ ,. ’ _,,, ., 

l Coordination and Final Product Approval 
l Key Responsibilities , 
l Related Materials 
l Appendix I: Suggested Language 

for Transmittal l&ex$ 
.’ 

l Appendix II: Signers of GAO Products 

12.65 
12.65 
12.67 
12.67 
12.5-g 
12.59 

12.69 
12.612 

12.7 Executive8uqmix-y ” 
l Policy I 
l What Do Executive Summaries Include? 

l ‘Purpose” 

l ‘Background”, 

12.7-1 
12.7-l 
12.7-1 
12.7-1 

l “Results in Brief” 12.7-2 
l ‘Principal Findings? or “GAO’~~AnaIysis” 12.7-2 
l ‘Recommendationsw/“Matters ‘for II 

Congressional Consideration” ” 12.73 
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‘0 UAg+w$Cq~enW “, ‘, .: .. 
l How Should Executive Sum&arks Ek W&en? 

_. .,. 
12.74 , 
12.74 

12.8 

12.9 

l Key Responsibilities 
l Appendix I: Executive Sum&&heck@ 

l Size and Signiticance 
l K&y Terms 

: -. 

l HowShouldtheOSMBePresented? 
l Obje+ves 

l Clear 
l Consistent l ‘N&u& 

l Changes in Objectives 
l Scope 
l Methodology 

l Data Obtained 
l Samp@Ig Proce$lr~ 
l Data St&ngths‘;ind Uiiiikions ’ 

*Testimony 
l When Should GAO Prckiucts I&&+ 
, ConformiQf Statq~ents~ ’ 
l How Should Conformi~ Stakne& : 

Be. presentea?. ,’ 

l Key Responsibilities ‘. : 
0, R&ted Materials 

FIndingsand Conclusioti 
‘0 Policy 
.whatAFe~Fcndings? 
l How Are Findings Presented Narratively? 

l Condition, 
@Criteria 
l Ca&e 
*Effect 
l Sampling Findings 
l Additional Suggestions 

l How&e F’@dings @mented %mlly? 
l What Are Conclusions? 

.12.7-6 
12.7-7 

12.81 
12.81 
12.81 
12&2 
.12.&2 
13.82 
12.82,,; ’ 
12.84 
12.83 
12.843 
12.83 
12.83 
12.83 
12.84 
12.84 
12.85 
12.85 
12.86 
12.86 
12.8-7 

12.8-7 

12.89 
12.89 
12.810 

12.9-l 
12.9-l 
12.41 
12.91 
12.9-2 
12.92 
12.42 
12.92 
12.9-3 
12.94 
12.943 
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l l&umentation, ii ., ,.’ ‘-0 ,I.: 
l When Are Written Comments Needed?, : J 
l When Are Ikafts Ready for Agency Comments? 
l How Should Comments &Included ,Jn hoducts? 

l Executive Summaries i ,: ‘? ,‘a * <L : i 
l Objectives, Scope, and MethodologySections 
l Report,Body 
l Append+ .1..k I’ ‘, 1 ,: 

l How‘Should Late Cknme~ts-Be Handled? 
l Key Respon&fitia .; ; -’ 

l RelatedM&e$ais ,,. ,, I 
l Appendix I: Suggested Rep&t 
Language for Agency Comments 

12.113 
12.113 
12.11-4 
12.11-6 
12.11-g 
12.11-g 
12.11-8 
12.118 
12.11-g 
12.11-10 
12.11-10 

12.11-11 

// 
3 

( ‘. “’ iI __, : 
12.12 ,- ‘.’ Additional Product,Materih :I< / 

v 
l Policy i2.mi 

II 

P8gev 

.’ B 



contentr . . 

I’ 
? 

12.13’, 

. 

l When ShouMAdditional Material : 
Be Included? i, .-,. . 2’ 12.121 

l How Should Additional Materia’ 
Be Labeled? 12.124 

l How Should AppendixesBePresentekl? .- ’ 12.122 ” ;. 
~Format : ./ 
0 &h&i&3 ’ .: ;;,z,; ..’ .-,f I!‘;. I. 

12.122 
;‘,‘, 12.122 

0 Agency Comments .,i : (,,, ,. 6 ‘. ’ j 12.12-3 
l :~M&jorContributors and Guidelines : “. 
for N-Them “* a .” ’ ,i 2 ‘:.: ; ,,’ 2.:. 

l How Should a Bibiiography. BePre&nt.ed? 
l How Should Related GAOProducts B&resented? 

12.12-3 
12.124 
12.124 
12.125 

l Guideline&or ListingRelatedProducis 12.124 
. Few for Listii\g R;eiate.&$.&,,& 12.124 

12.124 

l Appendix I: Sample Page for Listing : 
12.124 

Major Contributors to GAO 8Repork : :. 12.127 
l Appendix II: sample P&e fob :,J _, ” _j 

Listing RelatedGAO~Products ’ ‘- 
. . . . ..i.c 12.124 ;’ 

_ ;p : .’ 
EnsMg &~rlc~,~u~-@ :’ ‘;;. 

c: .: ,/. ,J ‘, ,. : :‘- 
l Policy . . . . ,((,.. ‘,,,‘. ,. j P.) 12.131 . wt b Refer&&g? ” : ” ‘_ I., : 12.131 

l Referencer Qualifications 12.x3-2 
. R&en&g Checklist ;f. ” I’ .i I’. : -. 12x3-2 

l What Should Be Done to Prepare for Referencing? 12.132 
l ,‘,What Are the~Referencer?s ~Responsibihties? 

l Documentation 
12.133 

: 12.196 
l How Should the ReferencerWomments 

BeHandled? ‘Y .” ,. 12.136 
. p~~&ment;s:’ :, / . 12.136 . Sub&q,&t.Changes , c, 12.134 

l WhatIsProductReview? 12.13-7 
l Who Revieivs Products? (.. 12.137 

l OGC -. ‘, : 12.13-3 
l Reviewers of Products Signed by - 

the Comptroller General . . 12.133 
l Office of the Chief Economist” .’ ” -‘, 12.1%9 
l Other Divisions’ and Offices’ Retiews 12.13-g 
l Sister Agenciei and Independent ’ 

Experts’ Review / .’ 12.13-9 
l Office of Security and Safety Reviews 12.1310 -\ 
l Participating Unit&’ Reviews ..L : 12.1310 : ( i) 
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12.1310 
12.1510 
12.1811 
12.1311 
12.1312 

.12.13-13 
12.1516 

12.141 
12.141 
12,141 
12.141 
12.142 
12.142 
12.143 
12.144 j 
12.144 
12: 14-5 
12.145 
12.145 
12.146 
12.146 
12.,14-7 
12.147 

0 12.149 
12.149 
12.149 
12.1410 

l Planned Document Distribution! ” ,12.1410 
‘: l Subsequent Distribution my, ‘,i.‘. : 12.1411 

Wsing GAO Forms 115 ~,, ..,,’ :“, : 
l RestrictedIUruestricted Producti’ ‘. 

12.1411 
/ I 12.1412 

,. .Person##@n:,. ‘)_^ .;: I:.:. .’ ..‘, 
l Hqv@ Chapgeqto ,Published Reports Made? j 

12.1413 
‘_ 

l Key Responsibilities 
; 12.1413 

. :’ ,, ( ,, * ,.. 
l Related Materials : ; 12.1414 

,,. > ~ 12.1415 
l Appendix !: Checklist for.~.Publishing Products 12.1417 
l Appendix II: .Checldist for Signature Packages 12.1420 
l Appendix Rk Ch@dikt for ,Master: Product Folders 12.1421 
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Division or,OfficePac@ges r, i ., . % ‘, II , 12.1422 
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,/- 
3 

Division, or .OfSce ‘Product ;Approval, ) 12.1424 
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Special Mi$ideration’hd Han-g of 
Classified, Restrict+d, aqd Sensitive 

12.16 

12.16 

Morxnqtion in GAO noducts, 
l Policy 
. a&Jnf&m&fj clansifiedi ..‘. 

Restricted,~and~&nsitive Inforination dr Matters? 
l How S&o@d Cksifiedand &s&ted “, 

Inform&ion Be Handled? 
?Qassifl~IrQrmation y, ,,,:‘; 
l Restricted Informatioi 

l How Should Sensitive Matters Be Han&& 
0. Referrals to-the Department. of : 

&s&e tid In&ctors..,GeneraI . . 
l Isg4ue.s in Litigation ./, .’ 
l AgencyDecisi&sinPrcke~~ 
l IdWiQing Orga@kions and People 
l @her SensitiveMatters 

l Where Are Detailed Instruc~on~ Found? 
l Key Respqnsibiiities 
l Related Materials ‘I 

12.16i 

12.161 

12.181 
12.162 
l2.1b2 
12.168 

12.168 
12.168 
12.168 
12.168 
12.164, 
12.164 
12.166 
12.165 

: 

Video Products ” 1.’ ” 
l Policy \’ 

,; ‘/” ,.., ,.), 12.161 .Purpose: 
l When Should. Video Products Bet Consider&d? 

12.161 
12.161 

l How Are Videos Started and Approved? 12.168 
l What Quality Control Is Rquired for Vidkp Products? 12.164 

l OveraIl~Me%age 12.164 l Scripts 1: . 
12.164 

l QuaJMaterials .’ ” 12.164 
l Referencing 12.165 
l Affected Agency 12.165 
l Video Review Board ,12.166 

l How Are Video Products Comkunicated? 
l What Are the LegalIssues cdncei-ning Video Products? 
l Key Responsibilities 
l Related Materials 

12.166 
12.167 
12.168 

l Appendix ,I: ‘Checklist for Preparing 
12.160 

VideoPrixiucts ” 12.1610 
l Appendix II: Detaiisfor Preparing 

VideoProducts ,’ 12.1612 
l Appendix IlE GAO Form 228;‘Release and 

Authori+ion to’photograph tid Record 12.1615 
l Appendix IW GAO FioM 226, Agreement 

for Use of Copyrighted Material 12.1616 i) I 
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: .wh+tQt 

12.174 
12.17-2 
&17-2 
12.173. 
i2.179 
12.174 
12.174 
12.174 

, ,  12.17-5 

l Related Materials 

,. ,,,. I 
. . ? ;;“&., ‘. ,, 

‘. 
..‘.. ,i 

I/ 
;1: . ,’ 

,/ j , 

12.17-6 ‘. 3 : 
12.17-6 
12.17-7 
12.17-8 

12.181 
12.181 
12.18-2 
12.182 
12;1&3 
12.184 
12.18-3 
12.184 
12.184 

., grid R.egulations . . ., h -12.194 ” ,,, .,/. ,. _I / 
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12.20 

12.21 

%. l Reliance on Independent Public ” 
A&+inti@’ opiIii@l 

l HOW Are ,Management Letters Used? 
l Key Responsibilities 
l ReiatedMateIiais /;. .” 

Correspondence As aP+iit’&Jne ’ 

l WhyDoes.GAO Use Correspondence? : ’ 
l What Should Be Considered in D&rm@ng 

Whether to Use Correspondence? “- 
l ~Qualitst~~~~.N&~ fdi.+&A”gd~ti~k7: ‘:; ,“. 
l How’Does GAO Prepare Co&sponde$c& 
l How Does GAO Document Correkpondence? . Key ~mib~&& 

.” ‘,’ ‘, 
1 (. 

:~, ” -I” 

Other AudWEvaluationR#$iid Pr$uC~ 
. Policy : 
l What’Other Audit/Evaluation-Related .’ 

_ Products Does GAO Issue? 
. 

l Bibliographies _, 
l Status of Open Recommendations 

;. 

l The Comptroller General’s Annud,:Repdit 
l Monthly L&k of Reports and Testimony . hual bdex ‘, j:, ;. 

i: . ‘SpecialReport ” ‘Y ,,_, 
l What SpkialAudit/Evaluation’ 

products DoesGAOPubJish~ 
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‘. Chapter 12.1 
Buic Comn~unidrtionm ifoli&.. ,i 

‘, 

, 

What Should GAO In meeting its legislative responsibilities, GAO responds to the 

Communicate? 
following types of questions: 

l Are government brograms beii .+rried out in com&&ce .with ’ 
applicableJaws andregulations, and are data furnished to the 

: ,” Congr&sontheseprogramsaccurate?~ 
,’ , 

l Do opportuni&s exist to ehminate waste and inefBcient use of 
pubhcfunds?. .’ ,( (’ : 

,” ,’ _,:.;.” ,: 
i ,: ‘,’ l ,&e’ fpds +iqg gyt legally, and is accounting for them accurate? 

,, ,, :. 
‘.; Are progr&ns achieving de&red results, or are changes needed in 

government policies or management? 
. . ., “. ‘. /.,. ,, . . 

l A&& there better ways, oi accomplishing the programs’ objectives at * . low~costs?,’ .’ .: 
I. ‘. 

l What emerging or key issues should’the Congress consider? 

,. 

_’ 
GAO should communicate the results of these efforts in time to meet 
the addressee’s needs. In addition to issuing its final product, GAO 

,’ encour&ges per&Wand less formal communication on the status of 
itswork.’ 

I , 
When the data gathered support conclusions and/or. 
recommendation(s), GAO should convey those data that will help 
bring’about greater ‘economy, efficiency, and effectiveness in 
conducting agency programs. Where an agency agrees to take 
corrective action .on ‘the basis of an oral GAO presentation, GAO 
should prepare a written product to the agency to summa&e the 
results and the related agency action or commitment. Where 
assignment results are insign?icant and do not warrant further 
dffcht, GAO will’send a closeout letter to the agency. 

,fToWhom GAO should communicate its audit and evaluation rest&s in a timely 

# Should GAO 
manner to decisionmakers and others who either requested the work 

#” Communicate? 
: or may need the information to bring about needed changes. Ifthe 

promised product release date cannot be met, GAO s~@czre 

,, ( 
# 

expected to keep in@vs&d committeeshubwmmittees or members 
appmphatel~ i@bmned. 

# 
# 

GAO addresses‘ie repor& to committee and subcommittee chairs 

# 
ranking minority members, or members on work performed at th& i 
request %en responding to broad requests from individual \ J 
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% 
Fen m@yinyi~~,~ specifk Public Law mandate or fuWling its .p ?. pi .ji$ ‘,,X., 

# 
,BIZ& ‘G+O:should addre& the ,prOauct to the Gongress if the message 
warrants such action. 

.#; 
For more narrowly focused responseato p~~r;?&,&$& ib BLR or wb~ more 

,’ ; ,p # 
# .’ 

appropriately handled by a committee or a subcommittee, GAG shoirlait;&f ‘. .I’ ,’ ., I’ 
# 

~&th’&~+&$ +* appmptik pties, address 

# . ;,;. I,, ‘, 
the report to t@ commit&e(s) or subcommittee(s) chair(s) and, the e &bsw d&hk). ,,: $‘, ,‘Z( 3 

_t 
,:. .A’, ‘,.. : . : , ” y ,C’, : I :’ /. ‘ ,. / : 1: ,. I,!. 

,! # > 
# ,;, J,,‘. ,‘,, 

‘. Where the ~ri&iUl l&Wat@n does not indicate an addressee for ‘the 

# 
product, GAO’st+f;m cktsul@ion~with the Office of Congressional 
Relati&s,. should Wtkninethe appropriate committee to whom the 

# product should’be addressed. ,_ 
I. : ,, ,‘,’ _, ,I, .:! ,z r ,, :, ,- ‘.. .’ 7 ,, >I,. ‘, 

:. .- .. .Matiersthatdo 
x:4. 

I$ riMa& congkksional reporting but GAO 
believes -eoqdbe ofW&estor value to agency officials should be ‘! ,; ‘- I, ],,j\, 

,,, &!A,. .e ,, ‘..\ ,., reporteckdirectiy’ti~theni. TheSe products should be addressed to 

! 

agency levels that have responsibility for the matters reported., 
,:’ ,J.:,‘,’ :,c; I:.,.‘: _I,, i,,; ,” “,‘. it2 1. 

.’ ‘.‘,, 
‘I 

In- commiUees~or~members receive copies of reports 
,,: ., s addressedtbdgeiie$ official& Ati ininlinum, the House and Senate 

,, ,,’ @nmitt.eeson~Apuro&atioris, the House Committee on 
..‘, ;’ 

’ I. : 

.’ 

Government Ope&i&, the ,&r&e Committee on Governmental 1 
’ ! ,.. Affaim,,and the cogniz&tlegWtive committees receive reports 

I addressed’to heads: of fed&% kkepartments and agencies and any 
reports containing recommendations. 

;.‘ ; ,, ,/\ ..I 
Once issued, ail GAO% tinclassitied communication products are 

1 .available to the public: ‘Distribution to the public, however, may be 
delayed up to 30 days when the requester asks that this be done. 

‘: 7. .I’ .’ . 
fitit ~~ ‘Sk. GAO always shWld&@e to produce high-quality products that 

Characteristics. 
ticcumtely a&m the! ipe&ti at hand with m@Wentfa&s to be 
responsive to the rt&&&&s or tY& &r’s needs. Also, GAO should 

of GAO. .’ objectively present ,$e &sues and facts so that users csn understand 
the iatioyde ‘for any conch&or& and recommendations presented1 # Cominunications? GA& pn&cts i&odd be usem, tiinely, accwute, complete, and 

# (. ,‘.’ f.xmklructive. iriad&iop, they shmdd be oonti~ng, ot@ctive, 
# .$,. ” cle&r &&‘~~~k, i-i; a~~&&.ve. 

Page 12;1-2 June 1993 



G&h &~II& s&o&l be qtru+ to meet the interests and needs 
of the intended’aul@nce. The ext@nt sf&sue~ in&&& in GA&s 

.,‘. ,~~~s~~‘~~~significanoetowanrrntthe~s 
..apn@n because,Jml~dinginsignificant~matters tends to dismct 
the vser$&tbnt@g fromthetruly important issues. 
$is objet&e, preparers should understand 

To help meet 

” 

,,. ‘1, ,.‘,’ ,.’ 
l hat i&s’it iq lijihy to w&e. w ” ;.: :.’ : 

..‘_. 
Timiily ’ 

I or,, 
A c&efu&preparedpr@ct may be of little value if it arrives too 
late for’the decisionmaker to Nly consider the reported information 
in relation to ,any,dec@onsbeing made. Thus, timeliness is essential 
to eff+iy~~copm@ations. Mieting its time comm&nents wh* 
maintaining ,qiu&tg.$.s GAO’S top priority. 

, ‘.. i . ,, 
# Accurate A high-quality product is crkal to getting deseedactions and 
# ‘, .: maintaining GAO’s reput&ion. The report’s f&s must be uer@ed as 
# .’ ( .comct arid ZTW. &ndings andsny conclusions should be supported 

by .evidencesufficient to demonstrate their reasonableness. 
(, 

’ ‘, 
# Complete ‘Fkducts should contain sufficient factual information to promote an 

adequate understanding of the matters reported and be convincing. 
Fqcts, con&&w, oropMuns should be stated spe@ka&y nather 
thun .~@@rd. donclusions 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 dkgreements must be effectively dealt with. 

Constructive GAO products should emphasize the benefits of needed 
improvements rather than criticizepast performance. The message 
should be designed to encourage’positive action by the agency 
d&usfJe(j; .‘I’ 

The &kelihood of obtaining favorable ‘action can be enhanced by The &kelihood of obtaining favorable ‘action can be enhanced by 
avoiding language that unnecessarily generates defensiveness and avoiding language that unnecessarily generates defensiveness and 

# # opposition. This caution is especially applicable to titles and opposition. This caution is especially applicable to titles and 
# # .headings of products. , .headings of products. , 

Convi+ng To prove GAO’s point any conclusiolrs a?ldrrecom~tions 
shmldjbw lo-g- th3factspmsented: The information 
should persuade readers of the importance of the findings and the 
reasonableness of the conclusions and recommendation& 
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, , , ,  ‘, 
:  ,j ‘. 

0 

“# Respondye : ‘. ,.. GAO prod&@ must ad@ss.the i&es or objectives posed by the 
# .:‘, /, request@).. ,. ‘, :. -:,’ . . . ‘. ,‘, 

:,’ ,i : 

W&j, Shotid wodh& To bestensurea quality &du&hat~meets the above 

.Dkvelopment B@&i ? 
chara&eiMi&, staff shoukl begin &nning for the final product at 
the earliest time possible during an assignment. Specifically, staff 

‘, 1. _ should consider the~potentialxx&tomer, the product type; and the 
product message whendesigning ‘gecific audit/evaluation steps for 
an audit/evaluation plan. By’doirig so; staff members may begin to 
focus on those issues most likely to contribute to the overall 

. message. ,‘:,_ ~ ‘, ii,‘ ,., . ;, : _. .,. :’ 

In considering product type and content, staff petiodic&.&ould ’ 
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 

,’ 

# underlying issues as early as possible. At each key de&ion point, 
# these te$#,ive report messagesshould, be reexamined, and they 
# -Y 

\i) 

‘shouldbe firmed up‘during the,m&~e conference; In addition, the _, ; 

# 
message conference should be ‘&ed&‘draft or finalize key sections 
of the product. The message conference brings together key staff 

;’ 
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# 
# 

# 
# 
# 
# 
# 
# 
# 
# 

# 
# 
# 
# 
# 

Ch8pter 12.1 ‘. 
B~lc Conunanlutto~ PoUcy 

,jl. ,. 
and should permit agreements to be reached, which should 
sign&antly speed the product’s approval.’ 

,- I. 
,. .D+uling on .the complexity or sensitivity of the ‘assignment formal 

message cqnferences may be held*or other means, such a& video 
~co@rencing .or teleconferencing+ay achieve the same goal. On a 
case-by- b+ls, the following key staff may attend all or part of 
the message conference: issue area director or regional managers, 
theauditteam,linemsnsgers:asso&t4withapsrticulsr .’ 
assignmfqt~, reportmviewers, writers-edito~ oi reports analysts, 
$echyicaladvisers, orlegalstaff 

. . pojr#s and key meetings, see_(;eneralocedures lQuu& 
chapters6.Oto6.4. ,, ‘+ 

,‘,> ‘._. 

Key ,Re~ponsibili~es iz&yk -’ ’ 
product. 

.O ~dtits’sre ultjm&ely responsible for ensuring that 
merits and Quality standards are met before issuing the i 

a 
_ - 0, 

- 

, Major deviations should be discussed with ‘the Assistant 
Comptrolleis General for Policy and Planning and Reporting 
Appendix I summarizes the key communication products arid 
responsibilities. 

Throughout this manual,.responsibility for following the.pohciesand ’ 
procedurescited rests with the issue area director. ‘i 
The O#$ce of Policy is responsible for developing and promulgating 
policies, standards, and procedures on preparing GAO audit, 
evaluation, and investigation products. 

Related Materials , 

GeneralPolicies/ Chapter 12.0, ‘Communications Policy-Policy Summary.” 
Procedures Manual . 

._ 1 

GAO Order 0411.1 Supplement, ‘GAO operations Manual: Supplement for 
Secretaries and Typists.” 
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Respotiibilities ;,.,,y: )’ (’ .;,: 

startjob 

Informal brief& & 
clarify objectives 

Notice to agency of 
assignment or visit 

Entrance conference 
withagency 

Transmit dlaft 

Provide resulti 

Discuss job status Informal briefmg to 
requwter 

Infoimal briefing with 
agency 

Dr$t product to agency 
~orrequeskr 

Formal product to 
requ- 

Formal productto the ’ 
congress 

Formal product to agency 
head 

Formal product to 
subordinate agency 
official 

: ‘OCR 

CG/ACG or IAD 

,IAD or designee 

Lead &isiqn IAD 
or higher 

IAD or designee 

AD or higher 

EIC .or higher 

&G or IAD 

CG/ACG or IAD 

CG or designee 

ACG or IAIYRM 

m/RM 
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‘Chapter 12.1 
Buic colNnunicatiplM Poky 

Te&kate job 
b 

. :  

,  

Briefing to requester IAD 
‘?thout formal product 

/’ 

Exit conference with IAD/RM 
aghncy 

Idue other 
communication 
products 

Foknal product after 
prior product 

Testimony IADorhlgher 

Correspondence IAD or higher 

Bill comments ~ 

.&&study . 

Generally CG/ACG 

IAD or higher 

Report to House/Senate CG 
Appropriations Committees 
on open recommendations 

Annual report on GAO CG 
l-ehllts 

kgerid: 

ACG - Assistant Comptroller General 
AD - Assistant Director 
CG - Comptroller General 
EIC - Evaluator-in-Charge 
IAD - Issue AreaDirector 
OCR - Office of Congressional Relations 
RM - Regional Manager 

Page 12.1-9 Communications Manual J&e 1993 



. 

,’ 
‘3 



Does~GAQ:~&e? ;..: comb&&on of correspondenceand~periodic briefings to 
.: ,,.. ~.~,compu+te~&e, status iof assignments. 

,(_ ,,p, ‘ e. : ‘, !. .Thnx@,correspondence, GAO, acknowledges receipt of the 
“” ( ,>. ,! ,‘,$, congreSrsio~.C~~eSt;~~~~~;the?ag~~~ of the assignment; 

,, ‘,;. ,I_. ,( $,l,,!‘, t -( ,’ ,‘, .., .: : co~,th~lagree~e~~:reached::with the requester, and, at tunes, 
terminatq+qigqmentsi~ <GAO. also; uses cor&spondence to 
communicate achhhrative matters $0 the congressional staffs, the 

‘# 
.# 

: ,_ , : :, ‘3 ,, ;, +gpcqy,. *d,*e pub.&. Ror additional information~:on&@nment y Y. i %” j . . 
# ‘“;” .-:,.. “’ “,‘ L”. .,, ,: ‘I’:, II,, _ I, init@tion procedures, see:mPollcles/Proce 

,pFq),. c&tJq.t+r.6.:1, ., :,‘& : : .‘,i ,,,, ;: :‘[,,-i~ 
I 

: ;’ ,; ‘. ..,’ ,< ,; 
“;*.:. ,I’\ ,, ‘; ,,,, .: /,,’ ,,. ., . . “:\. ,, ,, ,.,.I, /I ,:.,,f. 

Ackpq@$je~&~ &&~Is ‘, I. &.,l: 3” , 
: ; : When &IO receives ‘a congressional‘ request to initiate an audit or an 

’ /’ ,, : : ;;,’ )’ ,,‘. : I,“. .‘I I / evaluation, the Office of Con’gressional Relations (OCR) immediately 
sends an acknowledgement letter to the requester. In this letter, I 

:),I _ ,’ . . .,, t*.,::. .“ ?, .OCR identifies the request its@lf,.th&tibject of tfie &&&, &f&d 

* . . : ,..I, ,. ,,,‘.. ,:.GAO staff to whom the requesthasbeen assigned. 
,, “I ‘:. j i ., /’ I, 

Notification Letters GAO generally uses notification letters to inform agencies of 
..,,, - ..yr;’ ~:’ .; ,, ~ :’ I :. assignments soon to bW,artedand~of visits to agency locations. The 

,’ ^ j ; ‘. i”i “,:: 8; I, .- .,GAO Qrders01’75 seriesincludethe~specific add&see information 

# 
for >the notification letters and any Special distribution requirements 

#. 
as agreed to by GAO and,specif!c agencies. To ensure improved 

# 
coordination by otherGAOunits$erforming work in an agency, the 

# 
cognizant issue area director must maintain the currency of those 
ord,ers. ‘, ..,:m, I :,I ._. .,, ., ’ 

# 
# 
# 

P8ge 12.24 

., ,.. 

:_ %,To maintainthe singles face to the agencyrthe cognizant issue area 
director responsible~:foi the age@must sign the letter regardless of 
which division or office performs the ass&nment. If the request 
focuses solely on a regional or overseas entity, the issue area 

1 . . ” .” :., , ..,. ,. 
Communicationlr lb&l .’ ,=” Juae ibaa ” 



director should sign the notification letter to the headquarters 
contact and the regional manager should sign the letter to the 

# regional or local contact For additional information on the %j,ngle 
# :,~e”,approach,~~~,~~~,l4.1~‘..’ : -’ ““::^f:’ i’ I’-:.“,‘ 

: ,’ ,.! ,;-: I,/,. ., .( ., 
.>(,, I ,.! ‘- .’ / 1, .I’ ~~e’~~‘~~~~format~~~‘~~~~~cation’le~r is prescrib&it 

* 

,: ,“,’ @?rerdly -3ljylii jxi+ie~ yfi #j~,owiq information: *y<,. _‘. , ., , ., ., 9’ : \. , ‘L 
‘. ; ‘” .,, : ,/ ; ‘4 I%,+; &&code, “arid description’ ‘of the assignment objectives. : “, / _ )).; .’ : ,,,)” ; I .,‘,’ 

,,,$ ;.,;i ., ,., ‘; .* .,,;y:. 
# . h&&j&n bf wh&w..ii is a cojY-ional request or is being 
# done under GAO’s BLR. 

‘, ‘. : ^‘ ,,.., ,^, “.,. ., ;,:, 1 ,, i ” ,: ,,:.. </ 
. l Rcqosed stsart@ and ~completion dates. ,. ,, “,.. 

, ,_,_:’ .,.I !,‘a, ;.- ‘, (. _‘, .,(. :_ 
. ldenadon of he mow, &&ion, if o&er ‘f&&f& . . 

1, 
cognizant division; and the iiaine. and ,the telephonemunber of the 3 “, 

‘I appropriate GAO con&t forthe~assignment. 

‘,,, , + Location(s) and specific program o&e(s) where work is to be 
‘1 p‘erformed. :Jf spe$flc lodafioris havb’ not been determined, the letter 

; .’ I.., ~houldistate:~t:iippr6priat,riotifica~on will be made when \J ‘, !. ,. -locations,;~ve,.be~~l~~~ :; _” 
!,‘; ‘: ,,I 

Notification bf kimits ‘,. Some agencies r-e&ire that GAO send written notification of 
_., ‘,, ,. ._ proposed visits to local-&id region&offices of those agencies or to 

grantees or contracton ofthose agencies. In these cases, the . assistant directors or ass&ant regional managers, as appropriate, 
may ,sign the lettersforthe issue areadirectors or regional m&gem, 

# .’ ifso designated. Staff below this level should not sign these letters. 
,I, ,, !_ .: ” , :. 

Confinnation;L&&~, ‘,, GAO.&x&%muth kites to enswe good communicat&ms with . txmgmW&mques~, to co?@m”agreenents P?Tq&?d with then, 
and to avoid misu~tundings. 

“, : _, .‘,’ .: . . ,,<,. b ,‘.’ / 1, : ./ 
The issue area director should consider using a confirmation letter in 

., . . connection with each requestand should be particularly alert to the 
. .possible need for one when the reque&t 

‘. ;. 
I. 

l involves multiple requesters,. 

l is politically sensitive or controve&l, 

.* comes from an infrequent requester who has little or:no 
experiencewithGAO,~or ; ? 

. : ‘2 : 
‘. .:, ,. 
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P ’ 
~ ..: ,, need for i,t,, the foJlo@ng informatiqnshould be considered for 

;:i:,; ;i’. 7: mchrsion: .: ,_ 1: , .: . . ,’ I/ -> 
L & 

l Source of the request and ‘work requested. 

# 
#’ 
# .’ 
#’ 
# 
# .-. 
# 

. I .  . f  
* 

‘.,‘. , I  

When GAO v&l be unable to meet time limits imposed by statutory 
mandates and staff have reached agreement with appropriate 
committees in extending those, deadlines, staff must prepare 
conQrm&ion lettem’to the congressional leadership to alert them of 

/I. .lhe ‘agreementi’ reached. Theselett&s alert all members that the 
’ expected products vvill .be delayed: and’ provide time frames as to 

when GAG +ih be completing its work and ,providing the results. A 
” sample ietter is,inc!uded .as append& II. 

# Closeout Letters At times, GAO terminates or postpones work on assignments without 
. # issuing formal reports or presenting testimony. These assignments .- ( 
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., .., 
Chapter 12.2 + 
Early Exter+ Co&id&b ’ i. 

., 
# ,could g&a&be. closed out with admhMrative correspondence 
# (tl& is, lf$eis withno product numbers) to the agencies and/or the 
# requesters. These letters should be signed by the issue area 
# ,.,, -; .; ,, , diq$om~~prregional.managemtunless otherwise~sp&ifi~y 

detegated. ‘.,‘, . . ..,, 1 ;, ‘ ,,‘, ,. .’ 
Wl&~~~AO,&n&s sujmtktive information, the proper vehicle is 
correspondence as a product line. For additionalinformation on 
correspondence gs a product line;see chapter 12.20. ,,.,.’ 

,. ‘! ‘. ‘_ ,, : .iI ; <;:,: ’ j,, : :. ./, ‘.’ “’ : 0 .I, , .’ ,“, 8;. ,, ,, ,L .-.I’ ‘, ::q: ;,. *r 
my Doei GA@ ‘, .;, I Y’ ” ,: I;;, &jJ *g&&ati && ,&&j..w&: are a Vital &mun~t~ &)I 

that GAO uses to k&g mters and agencies well-i@med of the 
Use Briefings?. : .’ ~~tzcs aa mH br.*&$$ 

‘t ‘. j / 8, ., ., ,‘,, “‘, ‘, : GAO &$ p&&-J& ‘&&t&r i&&&i& on the st,atl~~ of a given request 
.assignment through face-to-face meetings or periodic telephone 
conversations. 

I,., I : * ‘. ‘,_.,’ ,.,, 
Such interim briefine. benefit bothGA0 and the requester. They 

.,‘I ,.,,,( :. &,w:G;Aox~~ i; ecome atike 0f’ii;otentiai sensitivities or 
controversies on the part of the re&ester .or other congressional 
conunitteeqand they keep the requester informed of job progress ,, ,. ‘&d tie e~v,i&~ fin’&& &g GAij will be pr&enting. - 

,?. ,;,;:’ : XY. /. 
ln providing such briMngs,’ s~should~be alert to possibi.Mes of , . ~&jj@j‘~~ .$& W&$& &j +&&ty sws irlfonned o*h 
progress of GAO as+p~ts. To. the extent possible, staff should 
kee@ all~mterested parties inforined,‘but if the requester insists that 
only he or she be bti,efed, staff should follow the requester’s wishes. 

.. While joint biiefmgs ai% prefer$ble,“mdividual meetings should be 
conducted when timing or availability preclude joint briefings or the . 
parties prefer to be briefed ind@iduslly. GAO staff are responsible 

’ for maintaining good working relationships with both staffs and 
keeping all interested parties informed of progress on assignments. ..,., -, ::. ,. 1’ 
When re&&ers insist thatGA0 not brief other parties, staff should 

: coordinate this matter with OCR and division management. Special 
efforts’iue needed&hen GAO’s information is germane to an 
upcoming event, but *hen&hers are not aware of the data provided 3 
to th” &@rester. At a minimum, those needing the information must 
be alerted thatit has been’given to the requester. Significant 
concerns should be raised to the Comptroller General and the Job 
Starts Group. 
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Re&lless of,whether the brief&@ fs held in person or over the’ 
telephone, staffmust document the briefing tith sn OCR contact 

‘!&<., I, .I. memorandum. 

While providing nonattributable material during sn interim briefing. 
is discouraged, the committee or member needs such information at 
tim& and GAO complies. ‘Ihis information generally should be, 
referenced. If this is not possible, the material, at a minimum, ’ 
should be reviewed and approved by the issue srea director before 
its release. (See ch. 12.13.) 

To standardize the format of materials used in’briefings, GAO has 
developed computer software that automatically forma@‘text and 
graphic material inthe GAO style. The Publishing and 
Communications Center (FCC), Office of Information Management 
and’Communications (OIMC), makes this software avaiisble for staff 
needing more formahsed presentation material. 

K&y Responsibilities Issue area directors are responsible for ensuring that congressional 
requesters and other interested congressional parties are frequently, 
apprised on the status of GAO s@gnments performed at their 
reqU- 

Related Materials 
F 

General Policiesj Chapter 3.1, ‘Supporting the Congress-Responding to Requests for 
/’ . 

3. 
Procedures Manual Audits and Evaluations.” )I 

; 1~ 
I’ 1 
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GAO Orders 
- ,,( 

04il.l, ‘HwUng C&r&pondence,With the Public.* 

044.2, %andling Congressional Cwrespondence.” .,, _.. 
* / 2 

: ‘. b30.1; t‘Availabi& to the&& of General ,Accounting Office 
Records.” 

onerpublications ” 

,. 
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AppendixI: 
S&nple~Con&mation ” 
Letter (Ejegarding .’ 
Scope) 

Housa of Ropnsontativos ’ ,< ., .: 

m ,)(fc mrl&w*, ,i ;. a i ,. .‘.’ ,. ’ ” 
i, : ;... : ,C 1, ;.,, , ,, , 

Tour ~dach 43, 1992.,-3mttor~. rmqums+d ,as to uimwr nino~ 
quoitions.~.,k~k~tlng~ to thw contract. ;kgwoa 
Sallsh‘ and Xootaaml Tilbma utd the Dopmtn 

~o~ndarstad 

Int~rior*sdure~u df:IadLuv.AFfak~~ (t)U').~~twoparata‘a~ '- 
uru9orWission~Va10oy Pqr,:(forrrly knoun 8J. the tlathoid 
Indim frrigation Projwt ~~bi*lsioa)'on'~,?~~+lro~~'. 
Raser*~tion,in 8ontaam. Durlag an April 13, 1992, vtlng 
with ypcir. :staf f 5 ,w., rmac~~~~~i~t: on! the, scope ‘:6f irork 
to ba perform& .Tho~&upon pf thls~~lmttur ir ‘to confia: 
the smmnts reachad~:dutlrig -.that mtiag; I’ : 

; ;.. ! ., ‘! / :I” “. : .:_ 
W. will provide des&tivm -i's to tRo first .;,ht 
quas,ttons included in youki.raquut, u~~clulfied on the ’ 
b+s of,ouqaprll 13, mq3, ~mtlag:~&+h-~'~~f~: 0 
Spocif ieally, 1 ‘jm.uiU provido~i Oi80-tiona. da what was 
raquirad:130. t&a place:. (ika,. ; bp- lnr',or , contr:ct, pro~~slons) 
snd.wht hu tUon,p1~8 for thm foklowiag; :( :, 

.I ;,,., I.. -: ?,,. .*- ,%., ./I./ ,': 
1. UL m6diiie8tioni to &:198i'eontr8ct that msyhve ! 

l ffutad th* l aommy of ~thm+ow3Mi*islon!s Board of 
Dlraeton, Conwnr Couac+ or QOmrti Hmaagmr. 

2.‘: 
,. .?{,: ,,), '-:.Y.,;, & G-;;* &/ra& .,,, ,g;;'&ma.& ~~:,lggl, :,,‘ 

. . : ' topwe that mmy ham.;,,1 acpu*,:m qonorul: 1hbi11ty 
of the Soud of Dlrmctoh uWor tlka oin~~~l HaMpot as 
wll as propomAls w&d rmquosts to provido 1ia@irity 
lasursaco for th mud and/or the Danoral nma9ar. 

3. Fho bra18 for and cbntmnt of so-calad modlficatlon bl 
to tJw 1999 coatrut that uy h~vd~~raqu&d~.fho'Bosrd .of 
Dlnctors and the consumer council +o wo'kribl. 
attorneys rahor than iadepondaat couasil. :: 

' ,'...' 1."' ,., 
4. The rob of tha Conrunt CouAi,’ ia daf lam&in the 

contracts and as roflictad in the minutes of its 
MOtin98, during the recent rat0 setting procmss ss well 
l 8 Prior to ury rodlflc~tions gr chm9ar ,to tha 199E . 
contrsct . 

Pyi 12.2-7 
. I  /  >. ,. 
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ChWer~l2.2 
EBrlyExt.erndcomlnuatati6ti 

.I 

.  .  

’ 

. ,  _’ 

_I ., 
5. Docunntod c~~tmonts nlatinp to pqrs.onrrol msnagament 

that wire udi by &ho tribes to secure althor the 1986 
contract or tha 1991 ronowal, including, tho80. 
incorporated into tha contracts' provisions. ,' “ 

6. The l vintb that lad dp to +tik. nkigktibn 61 the- 
Ch&irnn of thm powor division'm tomr Board of 
Dlroctors.in Decukr 1989 and the consistancy of the. 
l vents with the provisionm of the 1988 Contract bnd the 
docunntod corituntm in question S abovo. 

7. The currant compo8f+lon of tha,powar division'8 Board of 
Dlnctora and its conaistoncy with the provislone of the 
1991 contract rmnawal end the decmentpd comitnnts~ in 
quution 5 ahovo. . ; ,, .' 

9; How the trikr, in conjunction with Interior*8 BIA, aat 
funding and progru priorities to oper8te xnd 8~x90 
Nlasion Valley Powat u '~011 l # other program8 and 
l ctivitio8 during .tho;.ymarly budgot formulation ~procmr. 

.’ ‘, 
Wo will n&.att&t to urm~r’.&. &lut$oG or iha , 
l daquuy of.,what ha8 takon~placa, nor will wwatteapt to 
ruch any coirclusion8 or mako'any 'rocomendatlonr. : - 

,r 
The inforution’&ufred to 

,’ i; : 
uuwr qummtions 1, 3,::S;'and 7 

above will, k gathorod2during work.,a&rady undan~~ay.~ Zn 
addition, ua will gather a8 much 1nfO~tlOn on the j 
twining four quo8tions a8 tin peats. 

. . 
We will mt.igain with your ;uff 'in late Ju&to.brief. 
thu on the lnfo~tlon:that ua hwa gathmrod l nd’to ruch 
l qrmmnt on l ny~eddl~ional work ,to k done*u. w811 u the 
timing.and typa of product(r) do8frad. Prior to this 
meeting wm plsn to hold l xlt conforancir uith the trih8, 
8% end the power dlvislon~s forwr Board of Dir~ctor8,. 
Conrumar Counell, and Gsnorml Jhmgor to diacusr the,. gacts 
dlrclomod hy OUT. work up to that tin. ‘. 

W* will kup your x&f inferred of our pro&. If you 
hmo any quo8tlon8, plaa8e eononiacf~.w at (202) 27%77S6, 
?lr. Char108 S. Cotton'at (202) 27S-5281, or Ns. Sum Nalbork 
at (303) S72-73S7. ..I _' 

. sincoroiy yours; 

Pqge12.2-2 Co,mmunic8tions MaaIlal Jane1092 
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/ ,  
‘_.’ . ;  . ;  

:1. ,  

. / I ,  ,’ . I  I  4 ‘,! 

President of the Senate 
. / I ,  ,’ . I  I  4 ‘,! 

President of the Senate 
Speaker of the House Speaker of the House 

of.Representatlves" of. Repre,sFntatlves’ 
Minority Leader of the Senate Minority Leader of the Senate 
Minority Leader of the House Minority Leader of the House 

of Representatives of Representatives 

The 1990 amendmentr'to the Stewart 8. &Kinney Homeless 
Assistance Act (P.L. 101-645) require GAO to study methods 
for allocating federal funding for educating homeless 
children and youth and report, itr findings not later, than 
November 29, 1992 (Tltle VI, Subtitle A, section 725). 
This letter is to inform you that subsequent events have 
rendered the mandated study moot. 

A necessary element' in an apportionment fonnula for 
distributing funda for educating homeless children and 
youth is data on the number of such individuals in each 
state and local educat'ional agency's jurisdiction.' 'Secause 
such information was not available, the 1990 amendments 
mandated the'De'partment 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 fat a GAO ntudy of 
possible allocation fonfhxlas for distributing funding under 
the Act. 

The 'Department of Education has informed us that ltn 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 rtate 
and local educational agency remain unavailable. Lacking 
the necessary data, GAO 1s unable to conduct the study 
mandated by the -1990 amendments. 

I  
-  1.. 
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- .  Wi are. sending ~capiu-mf thla lettez. to ‘the -9 add i, 
Ranking Mombmri of the Senate Coplpit$,Fe 0" Lapor:and~Hum$n ,, 
Resoutcas !nd the House Corrrittee on tducatiy yd Labor.. 

x-4- _ 

Lawrence ti.~Thompron 
Assistant Comptroller General 

: ', 

/ 
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‘;, _ 

Policy ~ : ‘_,. 

b.: ,,. ‘. 
,, ./ Q., ,. ,communicate$e $forma~on.deve~oped. The basic message should 

be cleai, concise, and responsive to the assignment’s objective(s). 
, ir\ I ‘.r ., . ,_/dLl,. j- :. ,.., .’ :: ..‘.‘,, ,., ,, 

j&q&q$@ :;: 
“’ I. “’ ‘7 

GAO’s primary mediWrfor conveying the results of audits and 
, ;,__i,. ,, 

# Pr&i&s.‘~~~~s ;x..,, : 
, eyalmtions ishpoib t0: congressional and executive branch 

,, 
GAO&sue? ,x ” 

decis+naker&~ GAO. also prepares testimony or correspondence ,. 
on the results of~itsassignments~~comments on legislative proposals 
-of hnpoigwe to GAO; theCongress, or the agency; and other 

), 
.,’ -. 

products, as discussed below. ‘. 

Reports ., ,GAG reports range from,.more.detailed chapter reports to more 

.# : 
,’ I. ‘~ narrcwly focused letter reports ,to more quickly prepared 

Details of how 
# 

,. ,,‘,, ‘.’ correspondence,: briefing reports,’ and fact sheets. 
these reports differ begin on page 12.3-3. 

” “’ 
I er. .,, . . ,’ ,.’ 

/ 
iJ 

T@mony ,,: Testimony, while delivered orally, i&always supported by a complete 

# 
written statement..’ It~isusually presented at the specific requestof a 

# 
c&nn@ps. or. a subcommittee and must meet GAO’s quality 

# .L1 
expectati~iw. 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 

# : should regect their tentative nature; (See ch. 12.17.) 
: .,. ,. ‘, .:. 

# Cotiespotidence 
# 

GAO uses correspondence.to transmit thoroughly analyzed, 

# 
substantive information to congressional requesters, agency officials, 

# 
and the. pub@ to document and communicate the results of audit/ 

# ‘, 
evahration ass&nments.. Staff may use correspondence. to quickly 

# .*” 
> convey,a, message and give,,recipients attributable information. 
($eec~.12.20;).: ,, : ,: (‘: ,,,‘, :, ,,: 

Bill Chments 
,. 3.; 

.‘. GAO provides comments to congressional committees, 
., subcommittees, and individual.members on imroduced bills and 

helps them drsft and modify those’bills they intend to submit. (See 
ch. 12.18.) 

StaEStudjes Staff studi&,are prepared to present background information and 
usually are intended to contribute to a specific body of knowledge. 
They generally are an outgrowth of previous GAO work and, at best, 

/’ 
i) 

should mciude only limited amounts of new evidence. Staff studies 
do not.include,GAO opinions‘conclusions, or recommendations that 
have not been previously published. Staff studies, issued in the 

P8ge 12.34 Communic8tione Manud June 1993 



Clmpter 12.3 + 
Audlt and Evilnation Pmdact# .! ,‘_ .. ., 

: 

chapter report format, should be designated as the intended final 
product from the outset of the assignment. 

VideoProducts On a,limited,basis, .GAG ,~~~~;caf’es~its~.messzige.throu~’the~~ ,I 
of video repoe arid, video blips.. 7?G type of product can be useful 
in aininuni~ su@nct@formation on key issues to a large 
audience.. (See ch. 12.16.) 

Oral Briefings ln addi$o~~to presenting interim briw;GAO, staff sometim& j 
,, 3 orally;presentlthe.fi.r~~,o~their Work to congre@onal : e i, ” 

requ~,.otber interested congressional staff, *d/or ag&$ ~ 
officials, While orallypresenting the results is pernussible, written‘ ._ 
products to?document the results of GAO’s work are preferable and 

# permit the consistent dissemination of the results to other interested ’ p&i-* ./ ‘j 

Oral briefmgs on the final results of GAO’s work generally should be I 
I accompanied by or closely followed by the issuance ,of a briefing 

document (see pi 12.2-4) except under the following circumstances: ’ 
.: ” ,’ ,. ‘. ,’ 

l A request has been satisfied very quickly with a minimum of audit 
#. ‘,_ ;’ : : : : effort (no’:more than~afewstaff4a~)j,and the information provided 

.J c,” to the. requester did’ not ,require-GA.0 conclusions or 
recommendations. In thesemstances, a congressional cont.&t 

# / .: ,memorandum dWentingthereqtiester’s satisfaction will s&&e. 
-/ 

,, 
l The ,results of the work, are lpresented in testimony before the 

committee that’requ~ the work.” An understanding must be 
# reached with the committee that a subsequent written report is 

~e===Y* :’ I 
At times, a requester ix&a&s that a written report on the results of 
requested work need not be ,prepared. A written report should 
nevertheless wprepared if, in the opinion of the issue area director, 
to do so would serve a public interest In this case, division 
msnagement should be apprised and the requester told that a report 
will @e written, together withthe reason. The Office of 
Cmgmssional Relations should be &u&ed as to an appropriate 
addresseeforthereport 

# Bibliographies At tunes, divisions compile lists and descriptions of all GAO 
# products on a given subject matter or over a certain period of time 
# regardless of which divisions issued the products. (See ch. 12.21.) 

” 

lh3llS~tiPts GAO, at tunes, publishestranscripts of seminars sponsored or 
attended by GAO staff, and these reference materials may be 
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, .  ,  ,’ :  ,  
i , , ; i ,  ‘_,, .1 . :  ..’ ‘: $&#I~,:@~ $&p&i’ for-x&k &ed for more complex reports and ’ .I. :. ‘.) )” * .,t,,,” r i:’ \ f&‘Wff $i,di& ,t$at I& teh,,material of 11 pages or more. A 

product ih the chapter format incltid& the following items in this 
order: , r ,_, . . . . .j : ..) ,‘.,, .;‘, .’ :, ../. _‘. .‘Y L “’ :, ,,I ‘8 :. . . 



.T E&@uti~.summarg’ /,(. / (not mchrded in staff studies). (& ch. 12.7.) ,I : 

‘0,. Table of contents. (!3q ,ch. &.6.) 

., 
0: iibliogr&hy,’ if appropriate. (See ch. 12.12.) 

‘. 
l Related GAO prod&&, if&d. (S& ch. 12.12.) 

l Back cover. ‘. .I.. ,.,j:.,. ,_ ‘, : 
.’ 1. .: .I ‘. ,).. 

,ktter Reports !. ‘- Letter reports usually are more l&@ed in scope than chapterreports, 
in term& of both issuesaddress+ and degree of audit/evaluation 
effort expended. This format,is w to report on less complex 
~esthatiequireless~v~and.structuethanthosead&essed 
in chapterreports. Although shorter than chapter reports, letter 
reports may still present sufIicient evidence to support 
recommendations. ‘- : ; 

’ Thci letter format combines the contents of a basic transmittal letter, 
sin eiectitiik’kimidy, ahcj ieporttext. The letter portion should be 
as short & possible, normally about 4 pages long but generally not 

# more than io psges; R~,&jitional materisl is to be presented, the 
letter portion should s\iniiniarize,t!he most important points and 
should be followed by appendixes containing the details, schedulw: 
and exhibits. A table:,of cont+nt@should be used if the product has 
lengthy’or several appendixes. : 

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

used on timecritical congress@+ request assignments. Their 
org$ni&tion and format should be tailored to meet the requesters’ 
needs. On an exception basis,, after receiving approval from the 
Assistarit Goniptrollei G+ralfor Planning alnd Reporting, briefing 
documents may be prepared for GAO’s basic legislative 
responsibility (BLR) efforts. 

Puel2.24 Commaniutiona Murad June 1993 





Ctipter ‘12.2 ~ 
Audit uld Jp8lp?rtlonProd+i .1 . . 

l A’biief de+ription of,the +&ignment’s objectives, scope, and 
me&do&y ‘sho9.d .be mchrded unless the transmittal letter 
providesadequate detail: “, ., 

# 

:, -F ‘3Cbuals(~mp photographs, figures, and tables) are strongly 
: exy6*~., ,,, :,, ,,. ,,’ 1” 

l Vii and tables should be presented vertically instead of 
horizontally so that thereader does not have to turn the document 

.’ ~cndewaysto,~~~ -1.;. j 
,’ ., I : ’ .,, 

: .’ ‘A &)& af con@+ a *&i* docm&,s main tiom 
i’ ~ shotid, be ‘#&&xi~ ffthe brieSng material or facts presented exceed 

.: ‘> 
‘10 pages. (See Ch. 12.6.). ,, 

X?inan&d St@ement GAO’s “financial audits of federalentities result in financial statement 

Audit Reports ,. ,. audit reports. These reportsfollo~neither the chapter nor the letter 
‘format ~becat&‘of the ‘ti@ieness of the material presented. 
Fin+@ statement audit reports generally do not use chapters or 

..‘, .‘aR+@x&btit ‘include the following sections: ,’ ; ,. .,, ., 

l Opimon letter. , , ,: 
., .’ 

l Report &i iiiteinal accounting controls. 
,. ,, ‘\ 

l Report on ‘iompii&ce with laws and regulations. 
: .  

1  . ,  

l Financial statements. 
+ .;c j 

,’ Short tinsncial s&me&audit reports may combine some of the 
above &ctio&, such as the i,rz$&iti and opinion letters. When 
formal agency comments have been received and are included in the 

(See ch. 12.19.) 
‘. 

sport, $hy are, included as an appendix. .: 

# Management Letters At times, GAO issues management letters to agency officials that may 
# include fi#ings,and observations that do not materially affect the 
# finax+ statement&~ These letters, usually issued as letter reports, 
# may in&de recommendations. .(See ch. 12.19.) 

-..:. 
# Special Reports C&.&w reports: After completing an extensive body of work on 

qi&ific issues, c;Ab, at times, issues ‘capping reports,” which 
summy+ where the issues stand,,,sntior what major changes need 
to be made as a .result of several .years of GAO work in the areas. In 
other %&ds, capping reports interpret GAO’s findings in the broader LJ 
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I _, .’ , ..,: I 
.o. I.5 ;c.,; I/ 

,:+\u ‘, ,,, , ; , 
-  \ 

:.. I’,. ).)( ‘..?. , :‘y . .,_, ‘,, :.. ,, ‘. 
.* 1, ,: * 

.Ci ,, 
; 

.,I.? 
;: 

i“ )  /. ,. .i 

/j What Should Be type o~mpr~uct,~~ & early as possibk in ‘tie assignment, staff should consider what $‘:‘. ), ̂ y, 
meet ~e:users' needs. For congressional ., # Considered tit:, : (.’ ’ .,J .,/ _: f .: 

., 1 re&sts, early d&&&s with the requesters should be held to 
# S&c&g fiodu& /. 

me? ,,,’ ‘,:‘, 1,’ ) ;. /, ,, ) ‘... 

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 GAC’s positions. Conversely, minor weaknesses identified 
during assignments that should be brought to agencies’ attention 

# may best be conveyed by using letter reports or correspondence 
signed by issue area directors. 

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

l source of the assignments and the proposed addressees, 

l typeofmessagesorissuestobepresented, 

l ultimate use of the information presented, 
7 

l time frame available to issue products, and 

? expected distribution of the products. 



App:q* I. COW@?3 inf or$na&n,abkt the prod&t types and & be 
,I ui@@ deteqniqingwhkh type most closely meets the intended 

~iqi@yvitb@ GA+ qxl&ing and reporting policies.~ Appendix II 
coxiipares different’ GAO products ), 

‘.,;. 
; .., 

Issue ama d$q,iue re@on@lk for selecting the product type Key R&ponsibii.itie$~ : ..: and:format &at liesi ckweyk GAO%message and best meets the 
./ I. ,’ ,:__,I 

-, &&!b a*&v&&,$;y 
,. .\ 

: I ‘, I, ,: . . . 
‘_ ,) ,. ‘, )‘,,.( ‘. .: 

. 
Related’&te&ls ,:’ 3. ‘.‘: 

GAO Orders 0411.1 Supplement,, “GAO Operations Manual: Supplement for 
Secretaries and m&ts;” 

. 
1412.1, %stiinony BeforeCongressional Commim.” 8. . . ,, 

O&r pubiic&om ,Visual%ommdnication, Publishing and Communications 
Center (formkrly the Office of Publishing and Communications), 
,Office of Information Management yd Communications. 3 in 
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AppendixII: 
Comparison of 
GAO hoducts 

BEE. CB 
cover. , .‘.I 
Specwnlrmkrlru 
,J’abkofctmtenta 
Tlansmiw kt&!r 
Executivesummaly 
lnUoductorymat&al 
F&S 
Aludysis 
ObSlZWStiOM 

Findine 
conclusiorrp 
Recommendatior~~ 
Mstters for consider&on 
Agency cummenta 
Appendiies 
EnClOSIUtS 

G1-W 
Bibliography 
Related GAO products 
Tables and figures 
Qpewritten or tyjaeset 

12s Y 
,124 ’ NT-. 
126 Y 
126 Y 

* 127 Y 
12.8 Y 
129 Y 
129 Y 
129 Y 
12.9 Y 
129 Y 
12.10 Y 
12.10 Y 
12.11 Y 
12.12 Y 
12.12 N 
12.12 Y 
12.12 Y 
12.12 Y 
12.9 Y 
12.3 n 

LB BB Es 

Y "Y Y' 
N ,BR 6s 
G l 

N .N, N 

N N N 

Y .’ Y Y 

Y Y Y 

Y Y L 
Y Y N 
Y Y N’ 
Y * N 
Y E N 
Y E N 
Y Y Y 
Y Y Y 
N N N 
Y Y Y 
Y Y Y 
Y Y Y 
Y Y Y 
TY * l 

N Y N Y. 
ML T R N 
N N N Y 
N N N " N 
N N :N ,N, 
Y Y Y Y 
Y Y Y * 
Y Y Y Y 
Y Y Y Y' 
Y Y Y Y 
Y Y Y- N 
Y Y E ..‘N 
N Y .E :Y, 
Y b Y N 
Y Y N Y’ 
Y N Y .‘N 
N N ,N Y 
N N .N, * 
N Y N Y. 
Y Y Y. Y 
Tw Tw Tw TY 

If more than 10 pages. 

bForjobs completed or substant+Uy completed, testimony should reflect agury coinm& For 
ongoing jobs, some acknowledgement of agency position should be included. 

- .  
:  

) .  ’̂ 
. . ,  

ML T B s 

Legend: 

BR - Bricflng Reptut 
CR - ChapterRep@ 
E - hteprion 
Is - Fsctsheet 
G - Genenuy 
i -M’ 
LR - IaterRepott 
ML - ManagementLeUer 
N - No 
R - Carespor@ence 
s -sta!rstudy . 
T - TesUmuny 
YY-Typeset 
TW - Typetitten 
Y -Yes 
l -  Either 
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Blue covers ;a’ :., 1’ All reports tJiat;do notre&ire: 
‘,I’. ” .:. gray covers. /’ : ,,. ,, ,::-: )1 .;: 

,: (’ ,, ,. ,. .I ‘. I,, i ..:.‘. ., q!,’ Gray .covers :;; ‘.. _,, . . ” 
9, .f .,’ 

‘. .“.:I._ a, . * ..*I. ,Y,:.- ~:!*,Aurepo& aat co&n 
,~, ,,.;’ :, ‘: :,: ,. G t.;,: <..,.:‘! ,: ‘. : .I ‘2 ,)‘, ,1’ ,;&i ,‘. ’ .) : ‘,,: x::: classified, proprietary, or 

sensitive data or information 
-4: : 4 ; _/,” / ,,: : Sj>..‘; ,, ,~ I? ;,. r 3 ‘,,;‘.ai ;‘,. that might adversely affect the 

..’ ‘, :,,; _I ,(_I,.. 2,: .:< ~, . I’ ?I ., V: .,government’s interests if made 
” ,’ >“, , .’ ;:(,. I ,, ,/ ,T . . ,! :.,_ ,. .,,public. ,Classified report covers 

~ ,,,. r. ,. , .-.. I U’ -” have red borders. 
..i: .‘_ ; ‘,, : ” ,a .I’Y ,.., .’ “,, I,>~’ ,..: :’ ” ,.i; 

:;;; : ..,Cover sheets . . . . .I , t All prepublication copies, 
,_.. ” , <., . . . . testimony, and draft reports. 

‘~‘., il.,‘, .I_ I,, .,‘.A I ., 4 -.,.‘i: . :: ,, .- : ,, II ., ,’ 
. ., ,i .^, .d ,’ See. the &&Co~ for specific guidance on 

,>,,’ :: ‘, ,: ; i: ,. .: GAO’s cov~~.~~es.for”r;ep,,a~;and staff studies. 

DraftReport.. ::.’ .+ ,‘: All draft :rep,orts released. .eer@ly for advance comments or 
Cover Sheets g : ‘. ... : information have, an original GAC Form 515 as a cover sheet and 

,,1,2 j., each page is stamped “Dm.” (See app. I for sample.) 
‘I,;,. i 

Prtipublication Because‘of congre~i,onal’deadlines, GAO sometimes’must deliver 
Cqvedheets typed,. photocopied versions of approved and signed reports to 

,” I, ,, ‘,. ‘. requesters before the docume,nts are #printed. Prepublication copies 
are the final versions of. reports and, therefore, are different from 

,, ,. _ ,’ . ,draft d,ocuments. (See:ch; lZl&for the uses of prepublication 
,.,? ,’ ,cop&@ L I :’ )” ,:’ ,~,: :.‘I ;:;,. :, 

,. .,. 
P8gk i2.44 Communications ManuAl June 1883 



Cha#tei 12.4 .I ,‘ 
Physical M+keup of GAO Producta ‘i 

.‘I 
,’ 

(._,, s .,i,’ ;: )’ 

I 
:3 

Divisions should prepare Republication Cover Sheets (GAO Form 
171) before ‘transmitting the documents to the requesters. (See 
app. II for sample.) Blank Republication Cover Sheets sre available 

;/ ” from the G+G:Supply~C&ter. ,Itistnrctions for preparing these 
typew&ten coversare’~r@t.ed on them inblue ink that will not 

, * shoWi@ on thy printed cc$+s. 

Tesdiny Cdver Sheets ‘, 
b. ._ 

GAO uses qifoh c~v~$$ekts arid a uniform numbering system for 
all congres&on&tny. (See app. III for sample.) These cover. 

# sheets, generated by software developed by the office of Information 
# Management and. Communkations (OJMC), give @s@nony a uniform 
# ,.,- 
# ,i’ ,’ 

‘appearanceand areused for both the copies to be di+buted at 
hearings and the’copies for subsequent distribution. Thenumbek,. 

# assigned by individual divisions/uni~, make it easier‘to id&@&e 
testimony,snd ,to facilitate subsequent distribution. “. 

#’ l?or additional information.on preparing testimony and testimony 
# ,‘cover sheets, seechapters 12.14 and 12.17. 

3 
Special Cover Markings ‘Gray-covered products re@ire special markings under the fol;lowing 
for Gray-Covered ; ” ChumS~CeS: 
‘Products , 

l The products contain classified information. ‘GAO Order’O910.1, 
. See, describes the markings required. 

‘, 
l The products contain information 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 exphiinckar~y the circumstances and the reasons why GAO 

considers it important to limit disclosure of the contents. 

The following hotice is printed on the front cover of report 
supplements containing proprietary information, disclosure of 
which, to any extent not authorized by law, ‘is prohibited by 18 
U.S.C. 1905. 

NOTICE: This document conta?s information of a proprietary 
nature. Further release of it may be prohibited by 18 U.S.C. 1905. 

# 
# 

For additional information on preparing products containing 
sensitive, proprietary, or classified information, see chapter 12.15. 
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# 
# 
# 

# 
# 

# 
# 
# 
# 
# 

# 
# 
# 
# 

# 
# 
# 
# 
# 
# 
# 

# 
# 
# 
# 
# 
# 
# 
# 

# 
# 
# 
# 

*# 
# 
# 

, -  I  Testimony and summary statemehave sped& product numbers,’ 
,andthe last’page,of the t&limony murative or the appendix should 
include the jobcode as reports do., (See p. J2.%.), 

‘., ,- t++$@ uses Wo~qrfect 5.1 and provides the format for hwrting 
the appropriate $i&prt+sen~, and committee information on the 
testimony cover. 

‘; ,,T, _. .,, :s.- :.+ : , 
C@b~-<%$w s@$e&tt is approved, staff should prepare a 

. .;,, %$.e$imony cover by using thetemplate and printing it on a laser 
printer m the division orthe office ,or, if none is available, in PC& _,,.,.,. 
Customer Service Center, ,room 1021. 

Staff should then photocopy the required number of copies for. 
* distribuuon at the hear&by using .the GAO copy centers or such 

other quslityphotocopiersssnecessary. Staff should slso provide 
‘k42 / . ..’ . . five copies ,tothe Director, ‘OCR,. Inaddition, the ‘division or the 

@icq gy$ hand-carry 40 copies to-the Director, OPA, at the same 
time distribution is made to the requesting committee or 

: ‘.,’ ,qbconlg&ee.~ ,, : ‘; L 5’ ). 

/,,. ..~,seqc&.~~le~~ qtGnA~~~,copy i&h the anmand the _ 
,, ,. < ba&g&&iieubsequent anddenpaddb-ibution) thenmust be 

p?widedtoPCCforprint~ng. Staffshouldprepareaprinting 
requisition (GAO Form 312) and the Printing Re@ase Form (GAO 
Fow.47). Staff should forwardthem to the Customer Service Team, 
EC, ,for the amount of the reserve stock-usually 5OO-as determined 
by PCC. PCC~anticipatesthatprMingshould be completed within 
g4+ours. ,,’ : I . .:, 

These copies are printed on both sides to reduce waste. These 
copies @lude a fey-page sacjdkstitched cixei, +kltmeans tha$ 
staples ar?e inserted iii the spine so t+t.the pages lie,tlat wheq the : 
publication is opened” ., 

&cept in very rare irist&nces, testimony is not reissued with a blue 
cover because it has its own permanent cover and unique product 
number. .’ 
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! How Are Products I GAO routinelydistxibutes its pxinted prodg@+repor@ and ., :?.-I: “:+ 1 
‘. 

Distributed? ‘. ’ 
$sgmoni~.ov~t committees +cvocta&mad congressional 

.,. ,.. leaders,.th&l%cted4gencies, themedia.Memal’GAO oj!kiabj.and 
# .’ ~,other~hi~~partis. ‘On~amork limited basis, GAO distribti. 
# .’ copiesof eorreqondence. ~ - ::: : ‘, 8’ I’ 

:. :_ ,,* -;:-, ,_, : 
# Once initiatsnd’skequent distribution is made, GA& k&&&d 
# : .,, ” 2 prod&& ar& avail&k ti.‘W@ubli&kd other interest& parties. ks 
# .’ ‘, &h@!AfJ m;aintains,&&,& ~fj#j’&&&d pr&cts to meet * 
# : ,,I) u’Mb&j*. Eiiially,xGAO.iptaffmay m& personal 
#. , ,‘$‘, reqqestkfoi cop&&of GAO $oducts,which are gen&aUy provided 
# -:’ as4cs&q*.’ :, II/ ,,, .I’.’ ; _ -:“‘.;;,“.; : 

‘)I’ .,::: ” I I. i 

# Planned Doctimefit’ ,’ 
# Distribution ,’ 

Divisions are req$@ble for pk&d distribution of printed 
.produ&‘: Planned di&ribtiti&i~&quires divi@ons to (1) identify the 

# initial disHh&cm recipients (the requester(s), the congressional 
cohiiiittk&, thek&cted agenci&;‘and &internal GAO reci&ntsI # 

# 
# 
# 

# 
# 

‘# 
# 
# 

,  

d 

2 amC!s, tDi&&&n &c&f tire@+& .for the physical 

distribution 6f ‘GAO prM&t$.~ PC%‘&tandard for initial distribution 
.’ b saine4ay delivee of thk prMi& that is, PCC distributes 

immediately upon receipt of the $x3++s fkom the printer. 
Distributkin tos@seQuer# rkipien~~follows 24 hours l&r. 

‘.,{, , c S(., 
: To deteii&e initisSGA0 &i&n&, dikioti and offices should list 

th&re&pitits with thok divkiok &d offices; as well as those in 
participati@ &nd koordinakg u&s thkt should receive copies. In 
additiow the folloM@ersons andunits should be included on the 

’ GAO Fkni 115 (11542, Distributi~ri f6~~Restricted GAO Reports, or 
116-U, D@ibtion for Unrest+& GAO Reports): ,. 

‘, ,& ‘. :I,,” -: ‘,, . . . . 
,’ ” 

: BegpLent., 

‘2,‘~ ,‘; ACG/P&R 
: 0 

1 . Assaint Comptroller General 
for Policy 

8 

‘40 
: ’ 

OCR 
.;’ 

OPA 

Normally, individuals would not be listed on both the restricted and 
unrestricted distribution forms 

‘9 ‘\ 



*, 

‘S i 

# 

#. .” , 
# 

i 

’ 
, :  

Staffsho;kld;ti.a minim~,~&~ a copy of the correspondence to 
the +&cte&ageng, iiuiidng xr&qirity members, and any other’ 
congi-e&ional committees with’& interest in the agency’s 



Chapter 12.14. 
ProceeeingmdDirMbutiag~ 
GAOProducte ,’ ‘7 

Divisions and offices are responsibie for entering correct distribution 
instructions on GAO Forms il5. In completing the GAO Form 115, 

,’ ” divisionsand officesshould include .‘, I 
l corigressioriir ieqhster(h), tiffq&encies, and appropriate .s %gislativecommiub?esandsubcommitteeq 

,.: ,, ‘_. 
l iriternalGAOrecipient& ‘. ,*.‘.‘, ” 
l iist code(s) applicable to the products being distributed; and . .,( ,, . .I 

l hedk(codes (obtained from OPA); ’ ,. 

;J 

# In addition, divisions and offices should prepare individual labels 
# with the names and addresses of one-time recipients who do not 
# 
# 

routinel$ receive products issued on a particular issue area or 
subject matter. Acopy’of the @beIs should be attached to the GAO 

# ,: Form il5.“, 
I. 

,. ‘: 

# Automated versions of thesefornis, and instaWion instructions, are 
#. available from PCC on disk The automated forms let users enter, 
# edit, print, and save the required distribution information. ‘., <, ,’ 
# R&c&,&/ Un&&ed products may be res&ted (all external distribution is 
#” Unr~~Produ& made aftera&qmster+&nat&d~y of up to 30 days) or 

uxmstiiw (miW,wbution is m&ii on the day the copies are 
# *. r&e@edfrointhe’printer ~dsubsequent distribution follows 24 
# how hiij. In 1~&5ct&i CUE& i&‘&w GAO F0rm~ 115 are 
# ,p~%pa~& ‘?he GAO Fornil&-R for restrict& products should 
# 
# 

in&d!, the name of the requ+er(s) and all GAO recipients who will 
‘get the printed pro$rF:on the, issue date. The GAO Form 11&U for 

# 
# 

ves@+d produts’inc~udesthe~names of all other recipients who 

# 
yill get,,the products when the restriction periods expire or are 
lifted.“’ ” ,I L. . . .’ /’ ; 

# ln th& rarb instances w&n congresional requesters ask thatthe 
# restrict+ periods be extended in order to use the reports during 
# scheduled hearings; staff must seek OCR approval prior to agree@ 
# to extsasibns, ,- _I., ., : ,,’ 

# Because of the nature of the message presented, correspandence is 
# 
k 

not *ted to be nMrict&. To the extent practical, s&&should try 
, to issue mrestricted correspondence, .&I thoserare instances when 

# 
‘# 

the reque&rs insist that the correspondence be restricted, staff 
should follow the same procedures for restricting the 

# corre@ondence &:are followed for reports. 

\ 
d 
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t / ‘,‘# 3 
i. 3 “!. .I ,; # 

+& .,, ‘? 1. “staff doprotide this service, theymay transmit the product with &I 
L. II 1 ,q. :““,, 

,# 
@$q@ POW or may use the GAO E&in 333 Qkansmittal Sheet). 

r? 
This form, however, should :not,be used to replace the nonbasic 

s*.: .i # 
letters when GAO is speci6cally communicating messages to 

# 
recipients, nor should it be used in those instances when formal 

,y 
, 

;.‘ette’s”y &.&&r ~~~,@~@+.&jg~;~:~~.> ;‘:. J.,” 1. * ‘, p. >,. .: ‘. 
,” ., .: < , ,, :‘: ,‘,‘,,’ )_ . 

,#. .;, -’ - 

# 
#’ 
# 

:, his o! her name and telephone number or may insert a business card 

# 
4 the’slot: +$&d if he:,or &$+@ly ‘uses these cards. Appen* 
VJ @~vi<iy a s&ipie‘&f the GAO Form 333 (Tmnsmittal Sheet). 7’ , ,’ ;,F .5‘+“.‘,“T, ,. .’ ,y ,:, ,, 

.;/ _. .?., .,.., 

Published I&IO& ” 
necessi$ such as cases when significant errors or omi&oti are 
identified in products, the changes should be made using errata 

Made? sheets prepared on division or office stationery. They should cite 
l$e jxoducttitles,. nu@ers,.and issue dates and must clearly explain .I’ ., 

,:the change(s)-giving page, paragrap!hj and line references. 
‘1. ..,. .I.. ,>a,, . < ‘.. 

./’ : ,’ Issw area @ire&m should,& the er&& sheets and before 
/ 

L-l 

‘p@ing, forward them.(kith’a .GAO.~orm 319 and a xkemorandum 
explaining thechsnges), to division.c#office heads-for approval. If 

: 

the Com6troller General signed the report, the division or office 
heads should submit proposed changes through the Director, OCR, - 

Page 12.1413 
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receive..copiesof all errata sheets for products signed by’division and 
officeheads, issueareadlrectom, andregional managers. . . 

.L ‘,, 1. .’ ,. ,, I’. 
1, The~priritederratasheetsheetsmust be sent to all report recipients listed 

on .the original ,GAO ,Form 115 (11&R ‘Distribution for Restricted 
GAOBepor&, or ll,W, Distribution for Unrestricted GAO Reports), .-.. ” 

.:.; .-I. “, : a&they are also insert&in riu‘copies available forsubsequent 
,’ ;,, .: distribtign. Theerratssheets,~themeinorandums explaining the 

,I . ‘. .chariges;andtheGAO~Fonin~3l9muSt~be61edinthemasterproduict 
,,,, fold-;‘,-: ; ._ -’ )/(’ T,.” ; ; _’ 

‘.., ..! .: I ( .,,:;\ 
Ifthe changes are complex’or ext&r&ve, however, issue area 
dir&tars should consider reissuing reports in lieu of issuing errata 
sheets. Approval for reissuance should be obtained from division or 

., ‘-office heads for product& signed by them and from the’ACG/P,W for 
/ ,,products;signed.b.~e.Comptrollh-Gglieral; Before ,PCC will 

repritua report; division or office h& must send memorandums to 
‘. ” the Djrector, PCC, indicatingwhythe reports should be destroyed 

. . . ,a,$Rprin’t‘ed, ,;: ; ‘I 

’ ’ ,.‘: Reissuedproducts should,besent-to the recipients listedon the GAO 
: : Forms 115 with brief cover memorandums indicating why they have 

,,~~~*. :. ., 
r I ,’ ,., .’ 

,  ,  ;  

Key Responsibilities &&&wz and off”zce heads are responsible for developing systems 
_’ that ensure that GAO products are processed and distributed in a 

,, t@ely maixytr. ‘, ^, .,- 
# 

# 
# 

: 

L?&cto?% of &wming arid reportins are responsible for developing 
and main&ining co&o1 systems that ensure that automated mailing 
lists developed by their divisions or offices are accurate and current 

Issue area dire&m, assistant dim&s, and EICs are responsible 
for ensming that products meet division or office and GAO 
requirements and then are routed according to division or office tinal 
pIoce&ngprocedurea ..^’ I 

Writemed$tcm and reports anu&st.&e responsible 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 
disks are sent to PCC for typesetting. 
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I  . ,  . I  i 

( I ( , . , I .  . , , . . ,_  . ,  , .  “ I I  )’ “ ,  
, “ / .  , ,  I  . ,  . I  

~ , . , ,  , )  ,  .  . , : . .  s.,  I .  “I’ , .  ,  

.“# ‘:*<i 

G . .  . ,  , ”  .  .,‘.’ . ,  -  1, 

&!+i is responsible for maintaining and enswing the accuracy of the 
# ,:: .i’ T’ medialiskitdevelops., “: +_:. :. ,,- 2 .’ 

I 

. . ,I 
, ‘. ,y;,: i!? .m OCR is resp9psible :fqr approvingpi for congressional .’ ‘.I’ >../ .,- ,I, :. ,,,,( requesters and for dhwtingthe Dikibution Section to distribute _...,, ./ ~ ,< I. .i .<’ Jr> 

7, . ,. restricted products at the appropriate time. I ( ,=;ry :L .!i.< ‘;. 
,‘, ,.. PCC is responsible for enswing that products &tformto GAO's 

publicauon stsndardsj for developing,graphics and other visualq and ! 
for typesetting, p&ing, and distributing products to recipients. .’ 

. ! 
* r, .\:.. Related Ma;terials. g*:. L ,, ,‘$ a, 7s “.,., ., ’ CL -:$,i ,-, ,( I 

i ‘: ,, it. General Poli&es/ Chapter 11.2, uAssignment Files.” 
Procedures Manual \ 

/ 
I \ ! .I .+ GAO OrdFpG .L 9411.1 Supplement, “GAO Operations Manual: Supplement for 1’ ; ‘J,, i ,; I” ;: 2 Secretaries and Typists.” 

9910.1, J’he’ GAO Securitv m . 

Other Publications ’ . . visual Cumurumon %uukm& Publishing and Communications 
Center, OIMC. 

‘. . . ~cauons for Tvpeset&j& (GAO/OIMGl2.1411). 

# 

# GAOForms 

Guide (GAC/OIMGlP 14.3.) 

47, Prhting Release Form, 

l&R, Distribution for Restricted GAO Reports. 

115-U, Distribution for Unrestricted GAO Reports. 

124, Draft Report Clearance Statement 

171, Prepublication Cover Sheet 

185, GAGAS Determination&ertiWations. 

279, Master Product Folder Gummed Label. * I I 

# 312, PCC Production Services. 
. ., 

I 
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~aadDi@ributi.q ;I :: 
tiA0 Produe j : :, , I: : . :, ' ! , 

,( 

319,ActionR~utingSlip. .~., . /,. 
'.' 

_ 333,&w s&k-, ,) ,' '-'i? "'Y .,. ,,;;, : 

# 3n,&fAfI'S:wJ&&,&jfi ,'.I' : 
,~l I, ,: ; ,. ,., .'I!. ..,'.', ,. 

,: ,., '.. 

* 

:  
.  

.  .  .  .  .  .  .  
. . :  * 

;  _, 1. ,a .  

,’ _., 
.  , . , .  * .‘,, , ,  ( ,  :  

. . ;  . , , ,  

.  
. ,  I  

‘. 1. ‘.: ,_‘. 
.L :  ‘i:. 

i ”  y. , /  
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.’ 
I  

, .  , : . .  

cwpter 13.14:; -_ ', .~ ,': ,, ;, ,. .,: 
proceseinsaadDhcibutiag~, ,. .I 
GAO Products 

i Copy&lit &d product check completed by the writer-editor or 
t,herepor&&&i&, ’ 

i Writewditor dr iepbrts analyst corrections incorporated ,jn the 
product. 

- Find-l$jid. &Di &i&d hi the’sign&ure package. 

., ”  
: C&&iied’productS hadled in accordance’with GAO Order . 0910.1, -0 SecuQQ&W&a . . . ,’ I. 

Reviewsand ‘,, -’ 
>. 

All the follo*e appr&& arq obtAined by titialing or signing 
Appn>vals the Action Routing slip (GAO Form 319) on the signature package: ., :’ 

(i 

. Assstant director. ,/. ,. ‘.., 
, - Writer-&or and rep&s analyst staff. - 

3 
- Director? issue a&a ,,’ ,; 

', 
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-Directorofplannir@aiidre@rting. I’ “, .‘. I’. 

-,Division or office head. / 
‘: ,‘.L,’ 

A special,A@stant to the Comptroller General, ifapp&~*~: 

- ACGIP&R, if appropriate. 

,..” ,., 
~oGc,:v~~~~ti+*; ,, .’ “,. ,, ‘. ..’ 

; ‘. ‘. :: ,., 

-.oilsice of the Chief~&on&ni& if appropriate., 

- D&to?, i@ue e of c?ntiibuting division or office, if 
appropri&e.,’ “’ 

I - qfficial Fp is, fo s@ pasiic ,+d nonbasic transmittal letters. 
’ _“-’ 

‘Ihe following material s&nit&d’& PCC by the writer-edi@r 
or the re~r$ analyst or the e@@or-iwharge: 

..’ 
: ‘.. -ML+m..prdciri& 

.’ ~ A properly’f~hna&d computer disk for text mat&al and 
’ ‘one for’&aphiqs &t&al, if any. : 

- One Qpd Fop7 vf *e, product, in&ding the original 
signdJ~t,ter. ,.. .“’ 

; I. - The ox@ml +vork and annotated agency comments, 
‘ifany.’ ” 

~ GAO Forms 47,and 312. ;,. “I. 

- Signature pa+age fog t$& Distribution Section. I 

~~Typesetpage’p ; roof& proofread by the writer-editor or the 
repop analyst and/or the evaluator-in&arge and the,disk 
come&d bi the @ision or tie office or PCC, as 
aptiropriate. 

: 1 

- Co~ected page proo& dhedked and approved by the 
writer-edito~ or the reports analyst. ;: 

- Printed copy appvved by the writer&ditor or the reports 
analyst f6r distribution in cor\junction with PCC staff. 
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,I ..” 

_ Typeset cover prepared by PCC. I 
. . ., /” 

- *era-ready copy of the product with cover; the original \ 
-or! and Byipy $ynmerW if any; and the GAO Forms ,:>. # )‘,, ,. : ii ,,: ‘( ,; c,‘. !:, i;.*;;),, : ” y-7. 

,“.1;..$. : ‘, .::‘: ‘/ .,. :.>.,, /‘. 
47. aiid’+Z &bni$t+@PCC. c 
, : ,:, ,” , ,< ,. :. :s/, ,, 

_ Signature pack&e’siitiini#ed to the Distribution Section, F, 
i ., ” ,“,;I I. _..‘,,,, 2; printed’,&jpy $i,&j+,&~ &$&don by the dmdmr 

. I ‘, .,,. ‘.. ,_ .I( I ..,’ ,, 1 2: or ttie’&@&tk +i~~ti~or\jun&ion with PCC staB 
~,(,. .,I i, ,.. ._’ . . . j, 

After Publishing ‘.!, ,. .’ ,’ ,<.I .T L. : ,.; ,i y ‘, 8, ‘,. 
Distribution I ,, ‘, , ~1”~ product diskib&i by the Distribution Section aq dire&d on 

. _, ,,‘:/. GAO Form 115 (11543, Distribution for Restricted GAO Reports, 
or ~~15rU,Y%stribtitio~ for; U&&t&ted GAO Reports) in the 

. 

; ;,,H.\ 
:, 11, ; i ,. 

: .’ :; ,,’ :I ,I: ;s@&Ufep&@ge. ,::!I+. ; 

:R$strief&d product delive&d& (1) requester(s) and GAO 
rkcipient+ (marked with labels to show the restriction) on isqe, 

:; ,,‘. ,,<J. ‘_ ‘. ., date axid- (2) ,all ‘other..recipieirt& (without labels) when the 
:, .: ,I I ~&onp&od~& ; 

i ‘, :I L ~~Ertcted~product distrjbuted to ali recipients on or around 
theissuedate. ,,’ .,! :: > ,/. 

;j ‘, .I,II ( The siw package Mu&d to the programmmg * &vi&n 
for storage. 
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ch8pttr 12.14 - 
pioecidno8udDlmtriba~ :,,” ~ ’ 
GAORodacta _. 

b “,, , 
\. _’ 

*II: 
Checklist foi ,’ 
SigIiaturePackages .’ 

,‘-’ ‘,‘.I, 

,. ;; 
-/ 

T A~o~‘~@x& .$iip (GAO FOIIII 319), alBxed to outside of the 
folder, identifying who reviews the final product and in w& 

: SeQuence. -! i, r:. 

:. Y One Copy Of the Prpduct~~ong with basic and nonbasic 
tfhqmiw. letter(s),.including small personalized -a 
letters, if appropriate. 

# 

# 

- GAO’Form 115 (11&R, Distribution for Restricted .G&) Repor&, 
‘f.6. / 

‘. .+&/or 1154, Distribution’for Unrestricted GAO Reports). ‘1 ’ 
‘, ,, I?,\, 

., - ~~~gressiongl requ~httq OCR memorandums or &her 
material docqentiug the request, if appropriate. ’ 

‘. d Copy of~the,exitconfeience,documentation. 
, ,/,:.,. ‘,. ” ,‘., ‘. 

,’ ,, - A.bz$ef expktorymemo~dum from the director if 50 0; 
more staff4a~~ were spenton the assigumen~ Squired. 

,. ‘. L Any other material specified by the division’s or office’s 
processingorder. . ,I,’ .“. 

I:: - COPY of most recent.GAO Form 372, MATS Master Job Report. 

Page 12.1420 Compyaic8tione~~, Jane 1882 
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Appendixti: 
Checldist:for Master 
Product Folders 

‘.,,‘.l .  , :  1 ,  . I . ,1 , .  . / , , ,  I . .  

- Summary of result8 of message conferences. 

- BY the @&amp@g division or office with comments 
received, annot&d @I show disposition. ’ 

,::’ ,’ 
- BY O+S di$ons oroftkes with comment receiyed, 

‘ulhb@ted toshow disppsitiO& ‘;, ,, I.,, .‘. * ‘; 4 : 

- GAO FkklZ4 (Draft F&port Clearance $atement>. ’ : ,, ,,_I /, 

- Mekorandum w eet &f&&@&* 

. 

- Annotated draft showin@anges made after agency comments. 
,.^ ,. . 

- Other corresponde&e d&k&d to be pertinent by division 
~~:~ffic~management :. ‘, 

* . I ,  /,1 t : .  I .  I  ,_ ‘,’ ( ,  , . ,  

. ”  , ,  ; GAO,Form 185, GAGAS Determh+c+Certjficatjons.~ .’ ‘/ . 
,._ e Signature p&age, including the Action Routing Slip (GAO 

.Form* 3J9).. ‘. ,.. .j , , 
- Copy of agency’s required 720 response, when received, if 

applicable.’ 
._ ” ; I, 

June1993 



Appendix W 
Sabple ChecJdist for 
Processing Division 
or Office Packages 

&eft Side of Foldax 

~ar~10t.d OAO Foxm 124 

Raquost lottor. if appliublo 
Dodated original of each agony 

truumittal deftor in final for 
X0’S sigBmtur0 

Director's Surotuy 

‘, 
‘, 

Pagei2.1e2 



*< .  , ,  . . , ,  ‘. , , ,  -  I ,  . , . , .  . , ,  i,. ,  , ,  ,  s_., , . l . . “ * . / , . ,  

~9nt9mr#awxmPJImk ,, 
wrm 7) ,:1. 

'. 
Outside of n1d.t. 

,~uDfOm3 '.: . . _,,. 
Thb chacklist jP ,,, : ,., j, ,. >, 

j&t Side of Foldor pi&t Side of Poldoc 

Raquo*c Lottor ._ 3 dkbla4pwod co-pi.; 
~ocR-8 

of proaot .., ', .,_.' ,/ 

: 
: Director’8 Secrotuy 

: ! .’ 

s_ 

‘gutside of Folds, .,L ‘..>i( 

. /, 
low 319 routing l lip : I'. 
"a3D POW 3‘ 

(. 

.., 
Copies of buii and boa&&c lottois for ” 

director-signad chapter reports: copiao of 
Grosaliaodcooy *ho+& 

non-bwic letters *for dinctor-sigwd 
httor r-as. orgalmlr of basic, uld 
non-basic lottor8 tar Cc and Act-signed 
reports. 

~plolumtoy drurrllii’if ippliublo " 
(SW 01 l2.14-4.1 ,. _ .._ ,. 

~amlalotodmo ?otm 114 

Original8 of 1) rmquast lottor, 2) 
w-=Y -nts, and 3) any figlu.8 
to b0 iru*rtod as appaadbma to report. 

C&y of r&past lottor, OCR mems aad 
ocher pertinont~tackgrcund mntarial. 

CCD Form 3A 
Diroctor'a Sotrotary r 

‘Oct. 1992 

,m 
1: 

5 
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Appendix VI 
Sample Checklist for 
Division or Office ,. 
Product Approval ‘, 

P8ge 12.1424 June 1992 
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clmpter 12.14 I 

‘Appendix m ‘. .,” . -. 

GAO Form333 
(Sample) 

, . .  

/  

\  

GAO U&WStates :’ 
$t~@Abcoun~ Of&t . ,,,, 

Theattached~eralAcco@hig 
Of&e publication may be of intemst 
to you .I ,- 

.’ ‘I 

.’ 

+ I’ 
I 

Telephone Number 

Pa& 12.1426 Juue 1993 



. !  ..1 . :  

A c&cal ktanckrd that must be met in choosing either option is that 
the unclassified or the unrestricted version must be clear and 
persuasive on its own’metits. If this is not possible or if the subject 
matter requires it, then GAO issues a single product containing the 

Page 12.161 

1,‘” 

communications Manu8l 

_ ,. 
” 

_. 

June 1992 





. 
I 

Agency Detqisions ~, Whena product includes information about agency decisions 
inProcess .&J currentlkin process; GAO-mustexercise caution so as not to 

inadvertently inteWenem that process. This is particularly critical 
dvhen the release of such information could put the government or 

,,‘. .otheraBected p&tie .at,a disadknt&ge: Examples include the 
release of information on Sensitive procurements and potential 
government programs whose details have not been made public. 

Identifying Organizakiohs GAO products normally identify org@&ions and’ t$esof persons 
andpeople ,, (, 

&o&blk f& ,tiie &titiges w persons *!&n&lly'n&:, :, 

# 

# 

; mime& ‘$I$ div&ns and,offi&may make exceptions if warranted. .‘: ~. 

“A product frlay.identify~a person who v&s the subject of ari inquiry 
S’ inip alleged kvrongdo$g or a succession of persons occupying a ./ &@& $ositi~~‘&~-by~e .&G impo&t,to distinguish between 

them. In making this decision, is&e area directors should pay 
particular attention to those instances when pledges of . . confidentiality have been given (see mocedures 

Pyre 12.164 Comnuaicatione Manud June 1993 



,. 
c.hpter12.1q, 
S~Condd&onkd&&of 
ctrrfnca,pertrceted,aad~U~ 

/f- 

lnfonmition in GAb. l9&biii I 
,I _.I’ 

.’ ,, : ‘, 

# Manual IGppMI, p. 7.&2) or when thedisclosure of persons’ names ~ 
could @yex+y gffkct t$em. Also,.GAO’s policies on exit 
cqferences sndobteining comments on draft reports should be 

. followed (see w p. 14145.) ., 

# . ! ,@ soqys ikknceg, GAO assignmentanay call for inMewing 
# several contractor or consultants or other groups. The question 
# frecIuent~y~astowhetherthese.personsshouldbespecifi’i.ally 
# -,, citqi hthebody of,$he-p.yxhxtB orappendixes.~,~~ a= , ‘.. 
# dhqtomshould &midsr w&thm listiirg,oU or ihe of ihe perki” 
# amta&d bettmpluces thssindingsinpmspectiue. ’ 

i I, .., ‘” Cl ,. _ ‘. ; 
# For.example,&.GAO interviewed 10 co&actom and found that 3 
# had incorrectly filed requked paperwork, the question arises as to 

.# .whether to list any or all of the contractors. If the product listed all 
# 10 contractor v@thoutspeci6caUy ident@ing the 3 contractors, all ’ 
# 10,would automatically fWunder suspicion. Therefore, issue area 
# director need to consider the readers’ point of view when listing, or 
# not Ming, persons with whom GAO met or about whom obtained 
# information and the relationship to the overall message of the 
# pro@&, .‘, : ” 

,3 

#: Other Sensitive Matters At times,. GAO, develops information that may be considered 
#’ sensitive”yet not fall into ,the category of. classi@d 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 distribution,to the addreqees and other authorized 

! # re&ienta “. 

# Int@sesituations,ismea~dhctumshouUdiscussthese 
# sensMvemuttemwWthedMsiunortheo~iheads,and ;I 
# ., ptenW& t& cOmpErd(er Geneds Job Starts Gmup, as soon as 
# the sendi= issues arise. De&ions about the products’release are 
# ‘.. reached in coqjunctionwith the rquesters and, in some c&es, 
# affectedsgencies. ., 

Where Are Det&led GAO Order 0910.1, m . providesdetailed 
imtru~ons on products contairiing classiCed and restricted 

‘lnstxuctions Fouxid? information, Jt de&rib& how the pages of products are to be 
marked to identify this information, which cover sheets are requimd 
to accompany GAO products, and what review processes and 

:, safegusrds (physical +x&y measures) are to be used to protect the 
information. 

\ J 

Page 12.164 communiuu~ne~ual June 1992 



,,il, c,,  , , , / (1  . , , . ,  . , .  , , ,  ( .  . . , / .  , ,1.  , I .  . - r . ,  . Q .  .a .‘. ,  /z. “,j , . . ‘ I  , , .  1 T./b 

.> . ,  , .  , ,  : .  1. 7 ,  *’ : .  ,  

* 
, .  

&GAO emplops having accesi to clmsified, restricted, or 7,. ._ Key Re~onsjbilities 

,’ : ‘I .Th$ &m-m’ a, @.,resp&&ibl&r~de~g whether intided 
congression@ recipients of &s&led pr&Iu* have the appropriate 

,,( I, s, ,- ,,,: . +g$# &I.RU++ ,Divi#io~~ and.~f&e.heads are responsible for. 
.,<.,:‘j,; ensur@ that other intended recipients of classified products have a 
1) r $.I :, .1 need to know and the proper clearances or the appropriate 

.%$, ‘i : ‘., authorization in’the case of restricted products. Over&l guidance 
. . f ;; i ’ ., .‘; . and assistance is a@lable in m and from I 
: ‘3 .,.,,. .:y 0% 

;. 
,3 

I 

# 
,,,)f ’ .I/ # ‘,..Y 

‘J’he,OflTxz of SpecidInvestigations is responsible for coordinating, 
. . 

. i) .I: NF# 
referring, and tracking any referrals to the Department of Justice or 

# 
agencies’ Inspectms General and advising GAO staff on the 
appropriate actions to take in such situations I 

The Director, Acbtishing and Communications Center, Office of 
Information Management and Communications, is responsible for 
ensuring that products containing classified ‘or,restricted information 
are distributed only td iecipients d+signated by the issuing divisions 
or offices. 

Related Materials 
>. . eral Pokiesi 

Procedures Man Ual 
Chapter 7.0, YObtaiqing Access to Information-Policy Sunun+ry.” . 
chapter 11.1 ~WC\flm~nn~ * I 

Chapter 14.1, “Agency’Relations-Executive Agencies and Other 
Governmental Entities.” 

,’ 
i.l 

GAOOrders . 0135.1, “Audit Assignmex$s Involving Access to Tax I.nfonn+tion and ’ 
Coordination of GAO’s Work on Tax Policy and Administration at 
neasurY.: 



0135.3, uAudits of F’inanciaI Mark& Regulatory Agem5es.l c 
: 

., ., ()g1()1) u 
;, ,. 

; . .’ 1, .’ :’ 
0060.1, %&horized&ase of Draft or Restricted GAO F&ports, 

166; a&ssified Document Cover @wet @ecret). 
‘, ,’ . .’ .,a .’ 

‘.. 167; Classified &ent Co+er She$@mtident&l). ,.’ “; . 
‘, ,:. : 

,’ ‘. ‘, ~: 
~ . /,‘.’ ,’ .,~. 

Page12.1li-6 



“ S ,  , .  .’ , ,  1 s ,j :  i.: , . , .  I  L. , I / ,  , . ,  ,-_ , ,  ;  I1 1>1.. ,  .  ,‘,i 

ic3 purljog& : :  i . ; : -  :  ; - : I ; (  F .y.?:. ,  y .?Mhile GAO useq video ~prMu&$ for t&ix&g situations, for 1. 

:I. ,docWenting co&renc& or&n&am; or as a publicity tool, this 
” ,~;‘chapter’fofJJ&s~ onthbs+vid& products used to com+micate 

‘, ::. ((. ‘.,a:, ::m:,; ; ,inforniation:re~+GAO’s a@ts:and evah~ations. ., _... ” ;“.~’ /, ) I, ; ( / ,j._j: y; ,: ,‘, 
To k&k &a&ideo products meet GAO communication standards 

. .’ : ‘I -and procedu.res,.~&y ,pd continu@coordination with specialists- 
.,., -. .., , ,~: -‘, ,...vi#eo. ~~onununications~~~~ ,the.Office of Policy (OP), the 1.* 

., :,‘; I :.. : Wicextf ‘C@giesQodtWo~ (,OCR), the Office of the Generai 

.Y i, , ,  , . I  , .  , ,  

P8ge12.161 C0nununicati0MMun~ -  June1993 
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GAO gegkrally uses two types of video productsz 

’ L across @ yiy$ form, vvl$ch Would be ,difflcult to do orally or in ,:, +&& . .’ ;, ’ ;,; :,; I’ ‘I . ,, I > 1’ 

Fo==wk whewhe Superfuna -t@jpj+&yyy @P+,,:. ~-,~,~r: )+., 
: ’ .:I :; ,, debated; ..GAG’s videoreport cry&l&d the questrons and presented 1 

,. a:cluic~.visual;~ove~e~o~a~~co~pl~,.’subject. The product, : ,., ‘.> ” ‘,. 
/ ,.: ‘/ J .p~~~o~the’co~o~‘?etwork, pulled together the prior 

messages aitdvisually~ depicted ,the. deteriorating conditions, 
emphssizuq the need for congressional action. 

P” ., , ” : ‘: : ’ I , ,. i,“, *, ’ ., 
. . j ,., : P Using avided’clip & corijun~on with testimony provides an 

.I .exceJlent~opportunity to’.enhsnce a&&omer’s understanding of a. 
‘. 2.; comple% issue ivhen it would’be’ difficulk if not impossible, to 

2 efhthkly describe the &&&ion orally or in written form. A video 
.: clip en&s GAG to succinctly~presenta l&hqualityvisuaI 

presentation ina couple ‘of minutes tosupplement the message 
conveyed during testimony. 

,, ‘, _.I ‘~ For. e&tpte,. GAO, ebaluirton, &k a, c&&&io&l committ&on a 
video tour of the par@y constructed U.S. embassy in Cairo, Egypt, ’ 
toWstrate the State Qepartment’s’problems in ovemeeiq ovemeas 
con$tr+ion projects. n\is.clip dmm+ally illustrated the ’ ” , 

., , problems~describedm~the testimony statement and prompted 
extgyive qy$tioning fp%p conunitteemembem about the project 

,:‘a 
In considering whether to prepare a video product or another 
communication vehicle, &me m directon and division 

, msnagementshoulddetermine, ., 
‘” _<. 

l what would be accomplished by prepsring a video report; I 

Page12.162 commanic8tionsnllM~ ', ,; ""' JuaeipBS ,, . 



:  I  .o. ,  .  . , . . ,  , , ,  , . . . /  , .  .  /  

‘3 ; * , ,  
“ . I  ‘1: 

ciwpter 12.16 
. . : :: ,,I .,, ..‘a 

Video Prodocta 

I  
I .  

.;. ? 
to and support the proposed spoken word and how the visuals 

F, . . .<* 
i ‘would depict GAO’s o~etimkssage. 

,,,, ., : / ” ‘, .,,’ ,,,l ,:, >:’ 
.‘, e 

r;, !‘? ‘_ ., ,I. 

How Are ‘iVideos Staffinitiate videos in generally the same manner as other GAO 

. ;  

. r  

,startecl”+d ; ;, , assignments. These products, however;*require qx@inatio~~with Ij ,,. Ia 
more units than is normally required foi ‘&her GAO, prodWts. 

<Approved? ,:, ,& olo irideo &Lkt ;;ili;;& ] ; 

k., 
1 h&auger, Video-Communicat&ms&ancit~(VCB~, Publkhing an@. 

Com;mzmication center, Om of Infonnatim Manapment and 
Communications, at?hee&&st oppn$unitg to discuss the:: : “( . 

I potenJid tkdimreport avuk&tediiwa&the prpcsss~ mquimd to 
I czcm.te:tht.p She.lkians&er, VCB, also helps plan the 

,,production schedule: and heI& identi&sources of additional visual 
support ma&a&if production of a video report is approved. 

/- \ 

Division.an$ office heads must approve GAO Forms 300 and 301 to ,’ ‘,’ 
be forwardedto the Job Starts Grow’when vi&o reports ar& 

., considjred as thei @imary pi secondaiy products. Depending on the .* 
number of staffdaysexpec&d to’bespent on developing video clius, * 

u 

divisions Ad offices may need to prepare similar assignment 
initiation$onnS. This notification isthe,prinuuy alert to the Job 
Starts Group’s Video Review Board. ,Earljl commu&ation and 
advice from the Group, however, is encouraged. 

/,’ “’ ;.’ 3’ 
The Video Review E$oard”(composed of the Assistant Comptrollers 
General for. Planning and Repor@g, Operations, and Policy and the, ’ -_ Directors of the Office of Public Affairs apd OCR) reviews the ’ 
proposals and forwe*to the.full Job-m Group those prop&Is I “,: 
:et,meet GAO’s video objectivesand expectations. 

: 

P8ge ml69 conununic8tloM M8lul8l June 1993 
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B&OF any substantive resources(such asoriginal iilming or initial 
dit@inth~cqeswhereaU~fihwiUbeobtainedfrom 
external so&es) are expended,?& &Mm or Ue om muit 
obtain cleamtim the Video Reviei Board The Manager, VCB, 

,’ a+p~~~~theqssistu~comptrouerGenerocforpdicytiLat 
fln+ng or edwlg &?3 about to oo?nm. 

b ,, , ,.. ” c b 
me dihion or’;& he& 

. “.::,, 
has the responsibility to ensure the 

adeqwy,.ar@,~wwurag of the @leoclip that wilI be used in 
coqjunctlon with a brlefing or,testlmony and needs to prepare a 
proposal or discuss the matterwith the Job Starts Group only in 

” imwual or extremely sensitive situations. $ If, however, minimal 
resources m be spent to prepare a video clip, the division or office 
head may determine that a specific GAO Form 300 or 301 need not 
l)eprepared: : .“ 

,” 8.. ,,:, 
A che@listof.the key tasks in preparing video products is included 
as appendix I. Details for preparing a video product are highlighted 
inappendixIL . . ‘, !’ 

.,, “..’ , 
.’ 

,3 
What Quality Control piwisions and E@ikes must t?nsmw that *o pmdwts-botli .reports 
k Required for.Video 

and clip-meet all applicable GAO quality stmdmds. More 
specifically, they should.ensureproduct review and top management 

Products?. concurrence~before external release of such products. 
,,’ 

Overall Message ” 
‘,. 

The~me&eshould’not overstate or exaggerate GAO’s position; 
: should be clear, concise, and convince and should not be 

overshadowed~:byfancyvisuaI I’naterial. The evidence standard 
applies equally to videos; that is, it mustbe adequate, competent, and 
suf&ient to support the,position or the issue presented. 

‘I scripts Scripts are necessBLy for all video reports and should be 
. ,_ ,, ,I.,., 

l reviewed and approved by the division personnel who normally 
review GAOproductq 

Visual Materials 

0, coordinated with other divisions having a special knowledge of, or 
interest in, the subjects of the video products; and 

‘, 
l reviewed by OGC to ensure that any potential legal issues, 

including privacy and copyright issues, have been resolved before 
production and all releases have been’obtained. 

: \. 
Since GAO’s quslity~control procedures apply equally to video 
reports and video clips,,ss welI asto any other GAO product, staB 

Pose 12.164 
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r 

‘. d . . .j ,‘_ 1.. ,..- ,., I.. .,,.. _,.) ,, 
‘, 

Cha~ter12.16 
,n I ," :, : :, :': 

VideoRoducta 

!!L 3.: 
,:) ,, 

.q 
” 
., I, 

*‘7 
1: 

. ,,. .’ /, ‘. 

: 
.’ ,;: ,_ .;..: ;, 

‘... 

: : .’ “: should ‘$tercise judgment in ,obtain@g ‘original fwtage or selecting 
,,, &’ i dhk V~S@S tohe,included’to ensure fact@ accuracy. The VGB 

! 

-plays0 vital role in de&mining which visuals should be 
mchled snd whether they accurately portray the message. ., ; ;‘&:‘i.,t~” ” “; I, .< 1: ,,; i ‘.&.; 1 ” ‘ ,,., .p.;,>‘,t’.! ,:” 
Generally, 640 staff should not be featured in video firoducts unless 
ir segment is intendedtoshoirp that staff member performmg the role 
of a GAO employee, forexample, taking notes during an inmew. 

:,. .‘, ‘.,‘. ,,_.’ ,,i: S.,,’ .~..,, ,,“Z, a,: (6’ 1 ., .?<” i j */ ! 
EnsUngthatthevisualsareunb@edmaybedifficultinthatmuch i 
of the fmtage used may ibe, extracMfi6mafull-lengthvideo 
Prepared by SOme other party. ‘he footage provided by others may 
be consistently .c~mp~~~,-~yet;,~A~s.,m~e ky be trying to 

, ,&BY ,thata problem exists and ineedscorrective action Therefore, 
assistant directors and issue area directors should use their subject 

see’the~iihils or he& the $&ken &d and come away with the 1. 
samemessa%e. carem&,-.-.&&tb 

ensurethatthewords 
uf+ fly, not convey one nyage qyl the visual materials another. _ i’ .’ j: , , :, -,, ; ‘. ~ 

Referencing’ mp&,&o~&& & ” r,.lerenceptothee~n~thatallf~andfi~. 
.,... pre%nted&e’ac&ateand thatthe findings, the conclusions, and (if c 

5 
~.~~~~~,therec~~~~o~~~ic;uy supported. The 

presentation mu$ be objective a$ repre+entative of the subject . 
,, ‘. ,+.+$*‘ I, . .I , ‘.. ,, I”: 

. Su~port&g i&rmation for charts, &aphs, maps, or computer 
graphics’&&d by GAO or,conunercis+ources should be 
referenced or, at a minimum, taken’froti a previously referenced 
product. The key qualitysssessment relating to visuals is an 

. assessintrii of whether~they’are represemauve of the condition, 

I:I) Affected Agency,’ ’ ’ ’ 
:., :‘;, 1.,‘. <, 

Once an approved s&i& &developed, the issue area director should 
L 

Pqt12.164 

, ~genekdy hold an&it conference with’the affected agency to verify 
the facts tobe presented. .Addition&y, when the video product is 

. ,,,/ 
.1 j' 
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wter 12.16. _ , ,.) “, 
Video Producta L / 

-? ..C’.” ’ 
: 

conipkted,4he issue area director should generally offer the agency 
an opportuni~to view the product before e$ernal release. Ifthe 

.’ ‘i&my identifies serious flam in the product, the issue area director 
mustcorrect them before release. 

is., ‘. .>,I 1, 
video Review Board To ensure overall quality, the Board 

_, I. ‘, 
q ~M~,jeop&,o,s&; ; \’ 

,, 1, ,, ‘. ‘. i :,‘. 
. reviewsvideoscripts; 

,:. 6, ,.I I : ,I,, ‘,.,.,‘. 1 ,_ 
./ l reviews the Crst cuts of the products,and 

.’ ‘,- .,, : 
_, ,* approves the-final’productsor suggests further viewing by the Job 

starts Group, includingthe Comptroller General. 
. . . . . 

I, The division or office head should.informthe Comptroller General of 
impending videorepoti and clips’byusing the same Reports Review 
system currently used for other GAO products. 

: /. 
., .,‘., : . ‘. 

-‘, -u&i Gd& productS’@&d’be tied to some key congressional “3 
HowAre c@t+ or action, committee chairs generally sponsor their showing. 
Video Products The&fore, GAO s&f, through OCR, need to contact congressional 

Communicat&d? staffto rece@e permission to schedule the video report or show 
ce&&’ Slm clips. “For example, if \the video product includes a Blm 
clip ofa particular congressional representative, GAO must get 
#ermis+onfrom that representative to feature him or her in a 
spe’cificcon~xt ._,, ,,, 
Both’,&Ho&A . . ‘. dmuush@on Subcommittee on Office Systems and 
the Senate Committee oq .Rules.snd Avon, which have 
jurisdictioti over the two congressional networks, require a 
&ig+@onaisponsor before @se systems may be used for 
lppad&$. @i@slly; &ii MS), $ the committee(s) for whom 
GAO perform&extensive work sgre$s),to sponsor the video report, 
as well as prepare Wear Colleague” letters notifying all 
congressional representatives that the video will be presented during 
&p&i& tlme frames. ‘GAO stqffshotilq coordinate with OCR to 
mgk+ t& xi&essary arran~expjiti. * ‘. 1. ./; c,’ 

. GAO, on a limited basis, provides copies of the video products to key 
co$ressiond committees and to affected agencies. It informs other 
inten+& part+ of.how to order copies. If a video product , 
includes copyrighted material and permission for further \ ) 
mtion is not obtained, however,‘GAC may not be able to 

.d . .’ . 

distribute additional copies. 
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I: 7,. i 940 s+w be ummnedwithpriuaq,iqqsbeamsetMs&atesto . .., , :,.. ,, /. ,i’ ;( ,!$ .” 
‘” : 

/ @$(@@&++&&~& in ~&+&i~ties~ ma GAO is 
, ., :’ :(’ .t .,’ doing he ;iidd&&‘~.&&dd h-2; Wtible pti. sisn a’GAO 

i 
a 

Form 228, Release and Authkiiitioi~ ti:p)\iitograph and F&cord. I 
\ :. \ v (See app. III for sample.) GAO should consider thk following t .;;^” :: r?:,: 

information when..detezmin@ whether or not +.:$l~ain a rely: ,, ~,, ,,,,; 
-,i. .j. ;,” ,,. ,’ .! 1. ,7: .::,c ‘. , , ,..v: “n ,..‘_ 1;,‘. ,, . ,:‘: s,/ ‘. ,_ J . . ., ,:; ,. .: ,GAO~~m~ob~~~-.~~ph~~~~~~~d~~~~:~ ” ;’ . 

// ,. someone ina‘.place normallfconsid&edprivate, such as the persoq’s . 
” : honie,&fice;~dr hospital room. ‘,I Y .’ .: 

,, ‘.. : ./ ‘: : 8” : : ., ) I_ II, 
,.i, o-“‘Ifthepers;on,~recordedis.aminor;aparentoraguardian 

mustalsosignthereleasecertifyingthath~orsheisauthorizedto 
,“. &forth&&or+ ‘,, ,.,,. .. 

/ ‘., : . ,.* 
‘, I l “GAO need& obtain a releke ~env&otaping persons in public 

‘. : .pl&esor wwd scene& or ~&yi&ota&g public officials or 
j: “. : ‘.._ legislator perfoiining public .+ncti~qs, .sucJ as speak@ in public, : .*.,, ‘campi@ning,-tidYmeeting with co~entq or the press in public 

s’,places;, : .’ :i-” ,, .,, ;,. 

l N&vi-ding the othq rules, in particularly sensitive, 
shations, GAO.should obtaii\ araw,ifthe person being recorded 
is dleiuly.visible in the,footage e~e@$hat.person did not speak to 
GAO. “; i i ‘: :., ‘.>...5..,,;,; ,:~ ,, 

._ :Whecobtaining naatmi&+ ea+n& soumea, st.@shuuld . 

-I 
&t&mine w?t&herdhey qmtain mtt+d muterhal. Generally, 
film footage, photographs, or other mater& created by the U.S. 
government are not copyrighted. ,These external sources, however, 

Pagt12.1~7, commaniatioM MeaMl " he1992 i- 
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chapter 12.16 
Video Prodmta 

,j , 
.‘, ‘&e.f&n&own in appqn&& I@lV, a@ may be obtained from 

.: s@. jhqi the r&a&s are si@$d, ,@ey &ould be included in the 
: VCBprojectfiles.“..’ ,,b \ 

,Key Respon&bilities I’ area dilrectors are responsible for selectively identi@ing issues _. that maybe-appropriate for.visual presentation and for providing the ..,I ~issue~exper&etoens&thatallvideoproductsareaccurate 
tid representative ofthe coi&i&s presented. Division and office 
heads aie responsible for establishing systems of quality control to 

: ensure the accuracy-and quality ofvidqo prwlucts. 
/^ .’ ,‘.,:, 

VCB is re&oAbii f& &e overall techni& and aesthetic quality of 
all production elements. Additionally, VCB is resporwible foi 
collab&m withthe audit&val~on staff:todevelop the approvti, 
sciipi and select visual materi&; contmcting for the narrator, , ~;. ,’ rec~~‘W’narratio~videotap@gvi@Materi& cre&ingand/or 
tkcoiding arMork and graphics;sele#ing music and sound effects, 
mixin& and processing the audio components, and editing the final 
programmaster. . a. : : 

a The Manager, VCB, &s responsible.for. noti@ing the Job Star& Video 
Revi& Board when video&ports are being considered, as they are 
being developed, and before they are finalized. : 

OP is responsible for keeping abreast of tiie.latest policies and 
procedures relating to irideoreports and video clips, and the 

: 

P8ge 12.16-2 communic8ti0MM8aMl Jnue1999’ 



._ ,, i I ,. ,I ,,,, : ., . . . . _, ,.,. , *I .I 
: I _,, ,,, ‘: 

chapter 12.16 -.:,I! , .’ ,, ‘; ‘;_ ‘( 
Video Producta 

OCR is responsible for coordinating the showing of video proda& : ’ “’ : :i 
on the congres&onal network 

/ (> ‘; .’ ,’ : ,, : .,,I 1. :;’ .’ r 
t L : : / 

r> 
Related, 1,: ‘Y’,‘.y 

, ,.. ,I..I,. 2. ,., ,.‘. ,: >’ ‘. ,. .: ,,I; ::I 
‘\ , .‘j ; 

GAOF'orms $ yg 226, Agreement for Use of Copyrighted Material. ,/ /‘. ,’ 1, ,: 227, Agreement for Purchase a&Use of Copyrighted Material. ‘,. ,’ ,. ” ‘, 1, , ,j I,. 
226, Release and Authorization to Photograph and Record. I 

, j. ,. :‘.I. ,, - 
300, I&&Job Initiation Report .’ . . :,, I_ j ,‘, : 

.., 301, New Job Proposal. 
.* 

480-B, Request for production of Vic@tapes, Slide/rape Programs, 
and ‘Other AaWV&qal Prodws. J 

! a,. :),’ .i’, ;, .,) : ,, 2 :5, .‘,l, 



clupta12.16. ‘. e; 

Video Phducta ,. 

.I ._ -, ‘, 

planning& : ~.Dhelop Witid concept toconsider~roducing a video pro@ct., 
,. '. . . , I '. . I., : ~,I .;_; I P,' I 

_Mcet~*~~~~~~~~~~~~*~p~ 
'. .' , .l,j,,,.-, .,,, ,. *. 

-Prepate:andsubnritap~~andGAOForms300and901to 
the Job Starts Video Review Board for consideration and 
appr&aL~‘~ _. 

. . ., .’ : ’ 
- Coo- efforts with OCR to obtain a sponsor. 

Script and Vhal 
Material Development 

- H&d an&age confereke with aud staff’ 
writers-editors or reports analysts, VCB representat*, OGC 
representatives, managers, etc. 

- Obtain vk& materials and set relkses &n&l. 

- Have the script approved in the divisiOn. 

- Coordinate the script with other divisions and OGC. 

- Hold & exit confereke with the agency. 

- Refkm+nce the script and visual mater&. 

- Select a narrator from audition tapes and/or recommendations of 
VCB staE 

- Have the approved script narmted. 

- Include a trailer’that aclcnowledges from whom GAO received 
film footage or other visuals. 

Page 12.1640 

- Include a jist of mqjor GAO. contributors to the video. (See p. L* 1 
12.124) 

. . 

CommuuiattoueM8uu8l I’ June 1883 





ch8pterl2.16 video -~~ ,. (, ,., ,7' ; ,,.. ..:" 
_. .'. /' 

1(,,' ".I .-? 

. '. 

AppendixIIz , : ,. ,. . 
De- forprep$ I ,;; , ,-, .‘/ ‘] : .. ,’ 

; ,., 
Vide.0 Products .’ ‘, .,p: ,,‘,,‘<, : /, ,: ,I ..i.L 

I. ” ., 
Planning 

:,/ _, ,.‘. 

:, repreaentat+s, nianagers etc.-t+ be involvd This includes 
, ..‘. ; -daop*t .+~‘f~r &G& by the division or omce head 

andtheJob’StartsVideoRev@Board. I. : . ,., I : ,,‘t _.. ,” ,,” !,,,I ;’ ,’ : ..-, +,:; a. I;.; ” ; , : : -.,, , 
Script Devdopr& m”&p.&.& g heid a melisage conferen~ to 

,jdenti@the over&message oft+ yideo and the,supporting issues 
*’ ,and ti,/~.d&“!$~4+& o&&f&pt ,me modujes && fo* 

preparing h &Q&-.&W (siee ch. 12.7) provide an excellent 

format for discussing the key issues to be presented. 

Scripts should&e limited .to.-two or three central ideas or ‘issues ’ 3 
because time qmsbaints permit ox@ iimiteddiscu&on of the issues 
in the suggested 8- to lOminute final @+oducts. Thus, s&pts should 
be limited to 10 to 12 double-spaced pqes. 

scripts diBrsubstanti$lyfromothertypesof GAOwrittenproducts 
in that a different w&ing s@le is used. Scripts are prepared in 
conversationa sentences; sentence structure differs somewhat from 

xumative. The following su&estions ahould be conside& 

l F&peat key wcgds and broad points for emphasis, cl&y, 
,J@hlighting, and linkage. 

’ 
l Strike a serious, construct+b& not a&m&&one Present the 

problems, challeiqes, and soltions, but do not exaggerate them. 

l Use vivid, direct, moreconversational language, -‘at key 
points, such as the beginning of a new section or the conclusion of a 
complex one. 

l Vary sentence length (use many short and some longer sent.&nces) 
and construction (use b&h simple and complex sentences) to 
provide interest, emphasis, rhyrhm, and ‘breathers. 

‘ii. 
j 

l Start sentences occasionally with “but” or ‘and” to create sharper 
distinctions or links between thoughts. 

P82e12.1~12 ~~~a-wyl8l -_ . +lne 1882 ., ,. 



In deciding which visuals to select, the VCB specialist ‘should 
consider the technical quality of the p,otential visuaL, determine 
whether the visuals are an accurate representation of the situation *’ 
and are not inflammatory, and determinb whether the visuals 
contribute to the overall message. 

It is important that the visuals correspond to the nanxtive and fully 
depict the message GAO. is conveying. 
foll&ving suggestions: 

staff also should cons&r the 

l Match visual mate&k to the key thoughts in the narrative. 

l Vary the kinds of images the viewers see-maps, photographs, 
moving pictures, computer graphics, black and white photographs- 
to facilitate the viewers’ absorption of the message. 

.- .., ,. ,, ,., 
.P& Ialihi’: 

! , 
commuuiolrtloM mullal Juue 1998 i 
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.,‘, 

,’ :_. 
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APP 
GAd Form 22 ‘.,. 
Release .md 
Authoriz&ion 
Phnt.&inh 9~ 

I’ 

2; c June 1993 
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., , c&2ptqrl2.14 _. 
videoProdueta : 

. 

Appendix IW :. - 
GAO Form 226; . .’ 
Agreement for Use, 

_. ‘,, 
of Copyrighted 
Matetial . - ‘. 
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AppendiiV ., GAO Foiin’227, 
Agreem&nt for 
Purchas6 and Use of 

” Copyrighted Material 

__-- / L-l 

Unttcd~ocntrjrlAccollstlno 
Agreement for fi;hase 
and Use Of’Copyrighted 
Material . r.rremnrntat 

For and in 

3’ 

oonaldmtion 01 the sum of and in nderenw io purchaaa order/contract .- *by grants the U.S. General Accounting Office (GAO) a nonaxcluriw n httour~oWlight*lMtwl~n~vr~loclc7otiMtrg~ttor~in~OAOvi~RWn WOmry 
it *WO. and ~fnant Upon tha COWi 

cpwriohtodmMormtintothevidaowoft.iR~ hWd matedal and will usa Its dlamtion to daclda how to inc&ponte the 
Woo report to k dupllkatad md distrihud in my and all manner and media. acknowbdga and gram the unrestricted right for the GAO 

--rrfmn(r-w.-t~-r- 
&Mmn~~tconaa md n!il! iiMaIMy ad hold GAO and ‘its amptoyepshwmkrs from and ,a+inst any and all all rights to the copyrighted nuhrial necassay for tb 

~awrgodt~abrwchofthiimmnty. 

2Gmh~mdTttk(printortype) 
x8lsnrbm 4. Data 

LMhW(hOlllOWOffiiJ 
CDatatbwhadbyDAD 

June1992 
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Cbrpter 12.17 
,.,‘,” 

” . I, :. ,., ,. ,. 
Teetlmony ‘; ;, ,,. ,,. ,, ,: ,, :. ,.! : : .( , :, ,; ’ 

3 

When significant time has lapsed from the issuance of a report to the 
timeof~o~,~~o~dverifywiththeagencythattheEactsto 
bepresentedarestill correct and.‘that the recomu&lations now \ 
citedinthe.t=@wumestillMd. If’~-#w~~~hegun; 1. ., 

; ” ~~,,action,.~~testimony,~~~~~~~~~~~~~~~ :I”. ,I 
<’ @lregs the step ,&he agency @IS @lien to impkment GAO’s 

rec!o~en~O~ ,,” .: ” 1 
.’ .. :.,. )_ ,Izj_, ,,,, :c:,. ‘,:Y-,,.!‘>:, ,_ s 

.Timing mi% mqst beprepare& in timefarnqp&vd caindie-. 
crrrd, in&m@ GAO v@w aw#f~.-wyy~~rorY W@w?w9s 
?aquesti ~.Ure;:qw$#ee ~.@w4bwmrnattee. De++rWset by ’ 

* .W~,, ,‘, ,“d&, *ye, ,, ,y 
>,!’ ., 
.‘. :. ;, t&s pmwgitfe+qr t&e s@ciqnm$t&+pust be met. Sen&sndlWse 

# ” ” : rules have~longmquiredthe,writtenstatement at least 1 day ,before ) 
the hearing, l&ny commit&es or~subcommittees want it 2’days 

# before .$he hearing (See 6 12.14 regarding processing and 
# dislxibuting requbementi for testimony..) 

r. .,‘* ,:.: ‘_ , >‘i”. ,., ,, I*, 
Style ,. Stafkould discuss spec@c timing and format requirements with 

the commi#ee or the subcommitt.eeb#ore finalizing the testimony. 
# In preparing the statement, staff should consider the follovving: 

;, I ., :;* ‘. . :,,A,‘-” _, 
,’ l Testimony shouWbe writtenin aneasy-tounderstand nsrrative ,J 

that &veysGAC’s message but doeqnot involve extensive detail as 
may be provided in a report chapter. If needed, however, 
appendixes maybe inch&d in the written statement, which will be 
submiti for the record. 

, ,, , . . , “, .,.., 
l The repetiticgs’ube of %¶r., Chair? and& *Madame Chair” 

throughout the body of the text should be avoided. 

l While t&subject matter may cause exceptions, a six- to eight- 
page double&paced statement provides an excellent overview and 
allows lime for responding to questions. 

.: : c 
l Asummsrysta&entsho~dbedevelo~ifdelikywillrequire 

more than 10 to 15 minutzs. The full testimony will be submitted for 
then$coKL 

l Related products may be listed in an append@. 
\ ., . _‘. 

# l When testimony is the final product, it generally should include 
# a brief statement of objectives, scope, and methodology (OSM) in the 
# body of&e testimony. Ifthe testimony was based on unique 
# ‘. methodology, an appendix that sets forth the OSM that protided the 
# basis for the testimony maybemore appropriate. .d 2 ,/I. 

‘, _. 
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