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Statistics e t:e #oo pila4 -1a -r-VfI : ti : :-
requirements. The average growth is recurring ePert over te
decades 1920-1970 was 76.4 per decade (1iS) I for the manual
periods 1962-1978, the growth wus 57.8 per zea: 4t-Zn the
largest category-roports submitted by cabinet level
agencies--the number of reports fluctuated c.ns.4LaVb. SeLA
1920 and 1960 but was little higher at the ead aof tAie ppiLe
than at the beginning. Ia the decade 19 0-19709 threa v a
significant increase In this category. 655. wibth Ike 
increases in regquiements levied on cabinet l 1- :at
the 1962-1968 period, the total anuber of reportaimcsea
1995; those required tc be sukbitted by the zeS4eat t 1
5415. the results of interviews on report prepzat'om" .
aanageuent procedures ty agencies wre provided lt ageCbils
indicated that they use the "Guid to Ustilatia$ " Ztig
Costs" to calculate costs for xeports preparatioae brt terze
uere vide variances in reportd oast 4ata eor sidlAx repates. A
more rigorous review of costs of reports rust be conducte
before accurate cost aassessments can be made. (ff3)
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n reqponse to yci] letter of May 19, 1978, we have tqpiled thn
tatistics on grsicna1 reporting uirents ic you requested.

lb h also inclu s typical aent proedures folmd by
}1kal agenies in neeting these r uirents.

Statistical tabs and chats relating to the decades 1920-1970 and
to the amual periods frm 1962-1978 are contained in Enclusure I. ihe
source for this data is the House Docunmnt for the respective year entitled

to be Made to n ss. Wb have extracted from these docurents the
numberfTrcurring r 'iorts n effect at the beg-rming of each year. As
you Jav,, these reworts relate only to the statutory reqairatents of the

xgxresw. Wb esti/mte frm the G(O data base that an additional 15 percent
of nstatuty reporting rqrents are levied n Federal agencies by
angressimnal committees, by ividual memrbers, or by a House or senate
reprt; but we have no dara to support this estimate over any ectendad
period. ox data base was established in 1975 and coaseauartly we have no
mans of making a cpariscrs fznm it during the time frams in which you
expesed an interest.

'tle amagp growth in recurring reports over the decades 1920-1970 is
76.4 per deoade (15 perceit). For the rnnual periods 1962-1978 the growth
is 57.8 per year (7 percent). Coideing the largest category--reports
sibmitted by cabinet level agenies-the number of reports fluctuated con-
siderably between 1920 and 1960, but was little higher at the end of this
period than at t6m beginning. In the decade 1960-1970, however, there was
a significant inrrease in this category frum 272 to 450 reports (a 65 per-
cnt increase). 'e m5he detailed year-by-year coparisons also reveal
that the greatest i.=eases were in requirements levied on the cabinet level
agencies. in the 1962-1968 period, the total number of reports increased
199 percent; those required to be subitted by the President of the United
States incrsed 541 percent.

Tb determnr the report peparation and managerant prosedures, w
intervi led report/infonmation menagers at NSA, HEW, and DOD. Each agency

PAD-78-76



intelJiewcd has written procedures for mrlaginrg and prepring reports. %
have incluTdd the partincnt facts from our intelvicw as FTclosure II. We
have also included a SC1llrtic of the typical flow of a reporting rqciiriarcnt
flom recoipt at the agency through the report being sent to Congress.

tW' cannot provide you with an accurate cost assessm2nt for reports
preparation. During our survey to collect infonration for ?guitrenmts for
Recurring Reports to the Congress, we requested each agency to provide cost
for each report prepared. !kbst agencies indicated that they use the Guide
to Estinuting RportiCosts (See Enclosure III) to calculate costs. An
exaiiiination of the reported cost data reveals wide variances in both dollars
and staffing for very similar reports. Wef believe a nore rigorous zeview of
costs of reports must be conducted before accurate costs assesnt oan be
made. We would favor assessing costs in tel of staff hoK s %Iich is tle
neasurerent used by the Clnmission on Federal Paperwork, rather than the
detail cciplex dollar value reccrnxded in the National Archives and Reord
Servioe Costs Guide,

Sincerely yours,

XigwdY Rany Il R mlW

Harry S. Havens
Direct or

Enclosures - 3

be: Mr. }oran (CP)
Mr. Fitzgeraid (OCR)
Mr. Crowther (PAD)
Mr. Hers (PAD)
Mr. Hunter (PAD)
Mr. Kardokus (PAD)
Mr. Jaxel (PAD)
Mr. Jenney (PAD)
Mr. Sperry (PAD)
Mr. Frazier (PAD)
Index and Files

JBoen: sjh 7/24/78
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TABLE 1

PERCENTAGE CHANGE (BASE YEAR/YEAR-TOfYEAR)

**Reports to be ,Made to Congress - 1962-1974

PERCENTAGE
TOTAL NUMBER CHANGE FROM YEAR TO YEAR

YEAR OF REPORTS BASE YEAR* PERCENTAGE CHANGE

1962 464

1963 516 11 11

1964 523 13 1

1965 560 21 7

1966 576 24 X

1967 630 36 9

1968 681 46 8

i969 738 59 8

1970 739 64 3

1971 815 76 7

1972 882 90 8

1973 822 77 -7

1974 899 94 9

1975 1029 122 13

1976 1118 141 9

1977 1271 174 14

1978 1388 199 9

* Base Year 1962.

** Reports submitted In response to statutory recurring reporting.
a



TABLE 2

PEEAGE CHANGE (BASE CALfLC&

*aRports to Be Made to Congress - 1920-1970

*PERCENTAGE
TOTAL HUMBER CHAGE FROM DECADE TO DECGA

YEAR OF REPORTS BASE DECADE PERCENTAGE CHANGE

192nf 377

1930 197 - 48 - 48

1940 235 - 37 16

1950. 407 8 42

1960 470 25 13

1970 769 101 38

*Base Decade 1920.

**Reports submitted in response to statutory recurring reporting.
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tlUURLS 11

SOME TYPICAL MANAGEMENT PROCEDURES
TN MEETING CONGRESSIONA. EQUIREIENTS

1. National Aeronautics and Space Administration

A. The Reports Management Office is responsible for the monitoring

of congressional requirements and reports, for the establishment

of an inventory, and for the monitorship and review of all

reporting requirements;.

B. Procedures for reports preparation are contained in NASA management

instruction 2312.2, "NASA Reports Management Policy," May 1978.

C. The Congressional Affairs Office is the central point for the

receipt of congressional requirements and their assignment to the

appropriate functional area.

D. The costing of reports (staff hours spent in record maintenance, da~t

gathering and assembly) is as follows:

professional staff hours $15 an hour

clerical staffr hours $ 5 an hour

mixture of hours $10 an hour

material cost $.05 *er page

administrative costs 100 percent added
to above costs

2. Department of Health, Education, and Welfare

A. Chapter 10 of the HEW General Administrative Manual establishes

guidelines and procedures for congressional reporting.

B. Each bureau within HEW has an individual assigned to coordinate

reporting requirements.

C. HEW maintains a list of reporting requirements; the list is periodically

reviewed for modification and possible eliminations.



D.* The Secretary of HEW recently required that tnri cost of producing

congressional reports be placed on the cover of each report.

E. The;burUAus are asked to utilize the NARS "Guide for Estimating

Costs," (Enclosure III) as stipulated in the manual.

3. Department of Defense

A. Department of Defense Directive 5000.19, Policies for M4an.gement

and Control Lef Information Requirements, establishes guidelines and

.procedures for congressional reporting.

B. The responsibility for calculating cost and developing systems

capability for reporting rests with the functional areas that have

primary responsibility for the requirements.

C. Requirements from appropriations committees are handled by a

central office. These are one-time requirements.

D. DOD directive 5000.22 establishes guidelines for establishing cost

on information requirements. These guidelines are based on the

lARS "Guide for Estimating Costs".

-2-



ST~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~S

I.~~~~~~~~~~~~~~~~~~~~-0
* I B 

IVI in i

CI

-S~~a 



{,1rVI WU -,// 7777t~f i t

XrI -. -at

- 4!

s Ik? ..

, DECEMBER 1973

GENERAL SERVICES ADMINISTRATION
NATIOrJAL ARCHIVES AND RECORDS SERVICE

OFFICE OF RECORDS MrANAGEM~.IENT



SbiJect pS

intaoiction 1

Fectors Involved In Reporting 2

Accracy of Cost Estimates S

Costs To Include Tn the Estimates 6

Costs To Exclude From the Estimates 7

Shortcuts For Estimating Reporting Costs 8

Estluatiag the Cost of a Reporting Syste n 11

&~~~~~~ 



Office c La it ad dpt Circular No. A-40, Reised, dated Pmy 3,
1973, cn the subject of '74nagement of Federal reporting requiranents"
acentins a provision that the General Services Administ-ation will
"isue standard costing criteria defining Aat mist be included in
cost estimates and how they are to be developed." This guide is issued
in cmpliance wivf that provision. It is applicable to tnteragecy and
internal reportig as defined in CQ Circular A-40.

It is the purpose of this guide to assure that adequate cost estimates
are developed. The degree of accuracy sought in a given cost estimate
m vary with the general magnitude of the reporting requirment. Short-
cuts may be used to make an estimate consistent with the desired degree
of acracy.



FPAlRS IMVE) INVLED IN EmT

In order to facilitate the gathering of infomation necessary to ivple-
ent COB Circular A-40, Revised, May 3, 1973, costs have been separated
into three categories -- developmental, operational, and user costs.

The factors outlined below provide a basic checklist for costing either
a mnual or an automated individual report or reporting system. All ofthese factors may not apply in any given cost study, and there may be
additional factors applicable to a specific costing situation.

A. Developmental Costs. Developmental costs result from those activities
necessary for estal"s1ing a new reporting iequirent or modifying
an existing reporting requirement. Developnental costs include:

1. Specification of reporting requiremsnt -- those activities
preliminary to and including the basic working agreement between
the organizational components involved with the exPorting system
design project, including:

a. Detemining the specific need.

b. Identifying the scope and objectives of the reporting system.

c. Appraising the. impact on planned and existing operating
systems, considering interface with existing reporting systems,
and determining benefits to be derived from the reporting
system.

d. Developing a working agreement between organizational
camponents which will be involved with designing the reporting
system.

2. Analysis of reporting requirement -- the determination of the
information to be provided by the reporting system, including:

a. Certifying to satisfaction of need.

b. Discussing and determining needed information.

c. Selecting available or appropriate data sources, media,
and processing requirements.

d. Developing reporting system output requirements and speci-
fications.

3. Design of reporting system -- the preparation of the written
description of the proposed system.

a. Determining needed processing of input docmKlts.

2



b. Dealoping input and output docImnts, to include standard
data elemnts where applicable.

c. Establishing data file mand related docwentation.
4. 'nstallation of reprting system -- the conVersion of the written
plan to an operable on-going eporting system, including:

a. Pogr ng ad debuging computer-oriented reporting systems.
b. Acquiring and installing new equipment or modifying existing
-t.

c. Developing, writing, and issu.ng plnting directive
md other instructions.

d. Scheduling and perfoming tests of reporting system during
installation.

e. Scheduling and conducting training and orientation.

f. Preparing site (data processing installation).

B. Factioa l Costs. Operational costs result from those continuingactivities necessary to prepare and transmit a report. Operational
costs include:

1. Data collection -- the activity necessary to record the eventand mke data available at some other location or time, including:

a. Assembling and recording source data by the various pre-
paring units.

b. Controlling the accuracy of source data.

C. Forwarding source data to a processing unit.

d. Storing source data for future reference.

2. Data processing -- the manipulation of data into the desired
structure or format for evaluation and analysis.

a. Receiving, controlling, and editing source documents at the
processing unit.

b. &Suarizing source data and coverting data to machine
readable data.

c. Updating the data base file.

d. Extracting and coamiling data for the desired report media
or format.

3



a. Posting data to worksheets and eveloping ratve, tatistical,
or graphic displays.

3. Data transmissian, including reproduction ad distribution of
cheplated reports from processing units.

C. User Costs. User costs result from those normal activities performed
by te quiring office or. the transmitted information. User costsinclude:

1. Refining, interpreting, and analyzing info i received.

2. Reading, reviewing, discussing, and douenting nformation
presented (e.g., hard 'copy report, briefing session, remote terminal
response).

4



ACCMtAf P OF COr EMIS

1e tao of the cot estimte to _eiant decisicn-ua dng will
a d ct bearing on the degree of accuracy that needs to be sought

in the estimating. Mnr normally is mor concerned with accuracy
of estimates in the case of a high-cost, ecurring.r rt than in the
cse of a relatively epensive, ane-time report. When the benefits
of a report are not clearly and substantially beyond the probable costs,
giuter precisicM is necw sary in otder to permit a valid cost effective-
ness evraluation.

tUs of cost data developed by an agency reflecting the unique character-
istics of its aom operations generally will result in a more accurateestimate than can be obtained using other data, e.gw, goventrt-wide
average cts.

. .. * *~~



coTss TO IWDE INT / ESTIP 

Estimates of reporting costs should include the costs of all resourcesrequired for the particular reporting system being estimated, includingcontract costs. Develo mental, operational, and user costs includethe following; direct personnel costs, direct material costs, directequipment costs, and other direct costs. In addition, an appropriateallowance for overhead costs (supervision, space, and administrativesupport) should be included in estimates of developmental, operational,and user costs.

Estimates of the developmental, operational, and user costs of a reportshould reflect a costing of the total resources required for the reportrather than a costing of the net additional resources required for thereport. If a new reporting requirement is being estimated which willreplace an existing reporting requirement, estimated savings from thereplacement should not be used to reduce the estimated cost of thenew requirement.

Estimates of direct personnel costs should include the salary cost ofan employee's non-productive time, such as sick and anmual leave, assell as his productive time. The estimates should also include thecontributions of the Government to insurance and retirement plans.Formulas to accomplish this are given in the section of this guidetitled "Shortouts for Estimating Reporting Costs."

Estimates of the equipment costs of a reporting system normally shouldbe based on a pro-rated share with other uses made of the equipment.The costs pro-rated, in the case of purchased equipment, should stemfrom an amortization of total purchase costs over some realistic caledar

6



o0rs ToI tOMU Me noM 'ESs
There nre two kinds of costs that should be excluded wren estimatingthe costs of a particular report:
A. EBcusion of the Costs of ', 'e . If a If- rting

.o ._ uses a eeder re asn irf , the feeder reportis an independent report hich. would continue. if the reporting require-ment being estimated did not exist the cost of the feeder report shouldbe xcluded from the estimated costs of the reporting requirement.Homwver, if the feeder report is modified to serve as input to thereporting requirement then the developmental and operational costsresulting frou the modification of the feeder report should be includedin the estimated cost of the reporting requirement.

The latter situation can arise, for example, in the case of an inter-agency Freporting requirement. The respownding agency may need to makemajor or minor modifications to an exist report or reporting systemin order to prepare and suidt the required interagency report. Onlythe additional reporting costs resulting fromn the wrequired modificationsshould be included in the estImated costs of the Interagency report.
B. Exclusion of Non-Reportin Costs. Costs which are an integralrt of an organizatlon s fUnsctioiiand operations that would continuereporting did not exist should be excluded from estimates of reportingcosts, even though the reporting relies heavily upon or could not existwithout such functions and operations. For example, a reporting systemdhich is dependent upon data used in the preparaton of payrolls shouldnot be charged with the cost of data needed to produce the payrollnor by-products of the payroll system such as payroll control registers.

* 7



SHORaCIs FRM ESTFrINTI REPORMI COSIS

Agencies will want to develop shortcuts, based on their am experience
and data, to be used in estimating reporting costs ccnsistent with the
degree of accuracy required in their estimates.

The following are exmples of the kinds of shortcuts that an agency
my develop for general use in estimating reporting costs:

A. Agencr Sampling. Consistent with the spirit and intent of Circular
A-40I, Rei expenses incurred in developing new reporting systems
should be minimized; th3refore, if a reporting system will involve a
number of organizational units, it is not usually necessary to obtain
cost data from each responding unit. A sampling may be made and pro-
jected in keeping with accepted sampling methods.

In the case of interagency reporting requirements, a satisfactory base
on which to project will be determined jointly by the Office of Records
Management, NARS, and the Interagency Reports Coordinator.

B. Standard ual Salary and Benefit Rates. The standard amrual salary
and benefit rate is derived in two steps:

1. First, a weighted average is obtained, over a period of time,
of the annual salaries of sane category of persoamel.

2. Secondly, the weighted average is increased by a percentage
fact.or which reflects the cost to the Government of insurance and
retirement plans.

The standard annual salary and benefit rate is extremely useful in
computing the estimated direct personnel costs of a report. Standard
annual salary and benefit rates may be developed by an agency for
ccmputing a variety of categories of direct personnel costs:

1. Developmental costs.

2. Operational. costs.

3. 'User costs.

4. ADP costs.

5. Other categories of direct personnel costs (reporting personnel
of an organization, program, function, profession, etc.).

A standard annual salary and benefit rate is useful in computing estimated
direct personnmel costs from estimatad payroll san-years. (Payroll man-
years are the time required to do a job -- including both productive



[ao-the-job] time and . on-productive [awy-frm-the-job] tie. Non-
prorductie time is caomprised of holidays, annual ard sick leave, admini-
strative leave, and daily lost time [rest periods and other].)

Estimated Hypothetical Estimated
Payroll Stp-dard Annual Direct Pe.soan-
Man-Years C 4 And nel Costs -

quired t Rate Roimded
67 x a-000) - so00 -

C. Standard Hourly Rates. Standard hourly rates are derived from
standard annua salary and benefit rates for use in computing estimatea
direct personnel costs. Standard hourly rates are of two types.

1. Standard Hourl1 Rates for Comrutin Direct Personnel Costs from
Estimate a ol a-Hus. I saim situations, estimattes of man-
ours required include #provision for both the productive and non-

productive tire of an employee. (Non-productive time is defined
in B. above.) Man-hours so estimated are payroll man-hours.

a. Hypothetical Niuer of H)pothetical
Standard Annual Pay )11 M4an- Standard Hourly
Salary And HcPri In An Rate for Pricing
Benefit Rate Year Payroll Man-Hours

b. Estimated Hypothetical Estimated
Payroll Standard Direct Person-
Mnm-Hours Hourly nel Costs -
Re~quired Rate Ronmded

119794) x ($7. ZI I -s8,00

2. Standard Hourly Rates for Computing Direct Personr.el Costs from
Estimted Productive Man-Hours. In saome situaticns, a man-hour
requirement is estimated in terms of.the time required to do the
job with no allowance for non-produtz+ie time. Man-hours so estimated
are productive man-hours.

a. Number of Hypothetical
Hypothetical Productive Standard Hourly
Standard Annual Man-Hours In Rate for Pricing
Salary And An Employee Productive
Benefit Rate Year Man-Hours

(,15,503) ' } 5- ($9.79)

b. Estimated Hypothetical Estiiated
Productive Standard Direct Perscia-
Man-Hours Hourly nel Costs -

6Req Rate Rounded
88x -(79 s,ooo)
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The number "1532" may be used in the first equation above or an
agency may substitute its own number. The number "1532" is based
an the assumption that the 2080 work hours of a year will be spent
as follows by the average Federal employee:

Work Hours Per Year -2080
Non-Productive Hours Per Year

Holidays (9 days x 8 hours) 72.0
Annmual Leave (21.2 days x 8 hours) 169.6
Sick Leave (9.6 days x 8 hours) 76.8
Administrative Leave (1.3 days x 8 hours) 10.4
Daily Lost Time (219 days x 1 hour) 219.0 - 548 (roumded)

Productive Hours Per Year 1532

D. Overhead Rate. One way to compute the overhead portion of esti-
mated reporting costs is:

Estimated Estimated
Direct Hypothetical Overhead
Personnel Overhead Costs -
Costs Rate Rounded
r(85D000) x (25-) (2Z1,000)

In the above formula, "Estimated Direct Personnel Costs" includes full
salary costs (non-productive as well as productive time) and the cost
to the Government of insurance and retirement plans. "Hypothetical
Ov.rhead Rate" includes the costs of supervision, space, and admnini-
strative support.

Agencies should develop their own overhead rates for the costing of
reports based on agency cost experience. In the event that no such
rate has yet been developed, an overhead rate of 25 per cent may be
used in the above formula to estimate overhead costs.

iO



ESr1 TGPH ME CSTK OF A REPTING SYSoI

is guide has set forth minimu reirents for the developnent of
satisfactory cost estimates. The exact methodology employed may varyto fit agency needs and preferences.

Sma2 Worksheet

To simplify and standardize the collection, correlation, and sumNation
of data, sane forms or worksheets are needed. One such tool might be
siminlar to that shown as Figure 1, Sam.le of a Smmay Worksheet for
Estimates of Reporting Costs.

Perhaps the principal advantage of this form is that it ensures that
none of the significant activities in the development, operation, or use
of a reporting system are overlooked, and that for each activity con-
sideration is given to persomnel, overhead, equinment, mate .al, orany other costs. It also provides a simple way of summarizing the
data.

If this worksheet were used in costing an interagency reporting system
as prescribed by Federal Property and Management Regulations O(FMR 101-11.11),
items 5, 10, and 14 of the worksheet would provide the cost data to beentered as items 9a, b, and c of Standard Form 360, Request for Clearance
of an Interagency Reporting Requirement. Actually, two summnary worksheets
would be necessary, one for the costs to the "requiring" agency and a
second to summarize the· costs to the "responding" agencies.

Retention of Doaumentation

lbviously, the summary worksheet must be supported by working papers
which show the detailed computations of the estimate and the source
and basis of data used in the computations. The summary worksheet
and supporting papers should be retained until the cost of the reporting
system is estimated again at a later date, ordinarily at no longerintervals than three years.

MaMry of Minimum Requirements

Any forms, methods, or shortcuts which agencies may devise are likely
to provide for adequate cost data if they measure ilp to the following
standard:

1. Developmental, operational, and user costs and related reporting
activities are considered.

2. Accepted sampling methods are used.

3. The full range of resources expended in reporting -- personnel,
overhead, material, equipment, and others -- are included in estimates
of reporting costs.

ai
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4. siat of rting costs are based oni the resources required

.to be casaned in e rpcrtlng systen being estimated rather
tan upon the net additional resources required by an organization
in the reporting.

5. Estiwstes of persomel costs include the salary cost of an
eplyvee's non-productive as we11ll as his productive time and also
include the cost to the Govenment of insurce and retirement
plans.

6. Estimates of the equipment costs of reporting are based on a
pro-rated share with other uses made of the equipment.

7. Certain basic work operations of an organization and certain
feeder reports, %idle essential to a particular reporting require-
ant ae independent in the sense that they would continue to exist
if the reporting requirement were discontinued. Such independent
operations and feeder reports are excluded fron the estimated costs
of the reporting requiresent.

8. Shrtcuts for estimating reporting costs may be used to reduce
the expense of estimating if it can be demonstrated that they
provide an adequate degree of reliability and validity.

9. A sunmary worksheet with supporting papers is retained for
each esti..ate.
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