General Disclaimer

One or more of the Following Statements may affect this Document

e This document has been reproduced from the best copy furnished by the
organizational source. It is being released in the interest of making available as
much information as possible.

e This document may contain data, which exceeds the sheet parameters. It was
furnished in this condition by the organizational source and is the best copy
available.

e This document may contain tone-on-tone or color graphs, charts and/or pictures,
which have been reproduced in black and white.

e This document is paginated as submitted by the original source.

e Portions of this document are not fully legible due to the historical nature of some
of the material. However, it is the best reproduction available from the original
submission.

Produced by the NASA Center for Aerospace Information (CASI)



S TINAgekpbrnute 6 U (THRU)

: P Lo
Q (PAGES). (cdoe

C (NASA CR OR TMX OR AD NUMBER) (CATEGRY)

Drexel university




Center for the Study of Environment

RECEARCH AND EDUCATION
IN MANAGEMENT OF LARGE-SCALE
TECHNICAL PROGRAMS

NASA Grant NGL 39-004-020

Second Semiannual Progress Report
December 31, 1969

Appendix E

Appendix E
MISPA - MANAGEMENT INFORMATION

SYSTEMS FOR PUBLIC ADMINISTRATION




MANAGEMENT INFORMATION SYSTEMS
for
PUBLIC ADMINISTRATION
(MISPA)

A resource allocation model for
Public Service Administration Personnel
Development and Training




PART I: INTRODUCTION AND PLAYER INSTRUCTIONS




RESOURCE ALLOCATION FOR COVERNMENT SYSTEMS:=--

A CASE STUDY: GARDEN CITY SYSTEMS MANAGLMENT

Due to the large number of problems in city govermment that require
analysis, and the contribution previous analyses has made to improved decisions
on municipal problems, the City Council has formed a Program Evaluation Depart-
ment. You, an outsider, have been brought in to manage the department, and
are being given freedom tc hire personnel, define projects, and assign prior-
ities for your staff. All this must be accomplished within your assigned
budget (as described later).

Garden City Background Information

Garden City is a medium-size city (population 800,000, area 45 square
miles) located in the eastern United States. It is govermed by a Mayor and a
seven an City Council with current budeet of $270,500,000, (Details in
Figures 1 and 2).

Over the past ten years, the city has spent over $30 million annually
for public capital improvements. Of the 800,000 people living in the city,
the black population comprises about 25%; while children make up 18% of the
total. The average family income in the city for the past year was $7500.
62% of the family units own their houses.,

The city has 30 recreation centers (most of which are very small and
concentrated in the ghetto areas to reduce tension), 200 schools, two
universities, four colleges, two junior colleges, and 21 hospitals.

The city's five major departments: Operation Programs Department;
Judicial Programs Department; Commercial and Industrial Programs Department:
Education, Cultural, and Community Development Department; and Housing and
Urban Development lepartment, are further divided into twenty-eight functional
sub-departments, The Program Evaluation Department will work with each of
these departments and report its conclusions directly to the Mayor and his
seven-man Council,
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Project Work Fequests

The Program Evaluation Department (PED) renorts directly to the City
Council. The Council may direct your attention to certain problems through
tne published "minutes" of their weekly meetings with the Mavor. Usually,
these are sent to you with the note "please give this problem attention when
yvou can work it into your schedule." At other times, the note is less
sracious: "Do the following fast!" Additional projects are requested by
other Depariment or Agency lleads.

As you read through the initial assignments for this case study,
decide in general terms which are most immortant, With only the present
amount of background available, what order of priority would vou assign to
eacnh? As a new employee managing a new department, you can work only with
what you see of the situation. later, you will be able to refine vour
priorities. As a matter of fact, once you have set nriorities, you will
put your analysts to work getting more information in the studv areas, and
you can then refine your priorities in keeping with the additional perspec-
tive obtained through their reports. Beyond this, you will have to anply
your best intuition and management experience. Additional projects will be
furnished as play develops.

You will note that some sugpested projects are quite broad and some
quite narrow. Some represent situations where short-run returns are possible,
and other necessitate a long-range viewnoint; that is, a willingness to
invest now and realize returns quite a bit later.

Because this is a new position for you, it is going to take some time
before these study areas can be seen in any degree of breadth and depth. This
lack of perspective, however, is not due only to your newness on the job. The
problems themselves are new. If these situations were all clear and easy to
describe, there would be no need for you or for your department. Because
management has decided that these areas are worth investigating, they have
initiated these assignments, They have not yet, however, placed any signifi-
cant rankings on these problems. You must do this in order to know which types
of analysts, and how many, to assign to the proper projects. Before you do
this, it is well to look at the resources you have available for work on such
projects.

Budget and Measurement Framework

To get "PED" started, the city has set up a salary budget of $100,000.
This figure is exclusive of your personal salarv. You therefore have the
total amount for the hiring of personnel for your department. Secretarial and .
clerical help are assigned to you, but are not (for the present) charged against
your budget. This budget is for a six-month period. Near the end of this
six-month period, the Council will review your results and consider funds for
the following six months. Obviously, they are keeping pressure on you to
obtain results.
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You have been told, tentatively, that a budget formula will be
applied to your department. This will not ta' * effect until results are
recorded for your department at the end of the second six-month period. At
that time, the formula will be used to set your budget for the third six-
month period, and for each period thereafter. The formula to be used is:

New budget = B + 10% (S - 2C), where

B = your budget for the previous six months, S = your savings from systems
studies during the previous six months, and C = your salary charges (exclud-
ing hiring charges) during the previous six months. Of course,if you show
period one savings, your budget will be increased accordingly for period two.

Your department works on projects that result in savings in other
departments of the city. The savings referred to in the budget formula are
net savings in these departments: the total benefits of the new system in
these departments are expressed in dollars and the expenses of installing
the system in these departments are then deducted to give net savings
resulting from the project. let savings will be realized, in varying amounts,
while a study is in progress. These net savings are net only as far as the
other departments are concerned. The salaries you pay to your analysts are
additional costs, and still have to be justified,

The budret formula measures PED's performance by subtracting the
nroject's salary costs from the new savings in the other departments. As is
typical, PED is required to do better than just break even. Under this budget
arrangement, you must pget savings that are twice your salary costs merely
to keep the same budget., Above or below this point, vou get a higher or
lower gudp,et for the next period.

You, of course, are happy that this formula will not be used until
you get your feet on the ground., With a good start, you believe that this
formula will provide growth for your staff as the workload increases. Mean-
while, you have "starting" projects and $100,000. To make money, you have to
spend money; in this case, for hiring personnel.
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Other Cr*i:ceria

As in real life, you are also responsible for achieving certain goals
which are difficult to measure in terms of dollar savings--and may not be
easily amenable to quantative measurement at all. Thus, in addition to
dolla» measurements, you will be asked to include these criteria in evaluating
the effectiveness of the results obtained:

1) Development of effective department staff
a) Promotions
b) Seniority and turnover rate
¢) Stability of staff

2) Governmental context
a) New or improved services to the public
b) Broad political support
c¢) Increased efficiency through savings in operations

3) Administration promises
Those political election promises which must be followed---
or those which must give the appearance of action being taken

4) Furthering of society
Achievement of certain objectives which you consider your
personal obligation to society.

5) Response to demands from higher authority.
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PPOGRAM ANALYST PERSONNEL - CLASSES AND SALARILS

You have worked out an agreement with the Personnel Department on
grades and salaries for the analvsts that you must hire. For the present,
your needs are for people who can dig in and come up with refined problem
definitions. Computer programming also has been assigned as vour responsi-
bility. The little programming that is nresently necessary is being done by
outside contract, and you plan to continue this until there is preater need
for in-house programmers.

Three prades of svstems personnel annear to satisfy vour nresent
needs. These have been given nosition titles of Croun leader, Senior Systems
Analyst, and Junior Systems Analyst. The average® charge for each of these
prades and the initial costs of hiring are:

Period Salary Charge * Hiring Cost
Group leader. « « « ¢« o« « » « o« 515,000 $900
Senior Analyst. ¢« « ¢ ¢ ¢ ¢ o o 2,000 750
Junior Analyst. « o « o « o o« 8,000 600

The salary charge is for each period, and includes a 120% overhead
factor, pro-rated to each emnlovee based upon salarv,

The hiring costs are one-time exnenses, and were set bv the Personnel
Department, Hiring costs are charged against your current budget, but are
not included in the budget formula for fipuring next neriod's budpet.

Junior analysts are used nrimarilv to pather facts and to present
them as basic reports. Seniors have more experience, and are expected to be
able both to pather facts and to draw conclusions about the sipnificance of
these facts. Group leaders represent trained systems analysts, with experience
in a variety of management areas, and with the additional abilities necessary
to provide proposals and recommendations. For purposes of this case, assume
that all personnel within a grade are equally talented. Talents vary between
srade levels, but do not vary among individuals within a grade level. (For
purposes of this case, you may assume that a Senior Analyst is about 3/u as
effective as a Group leader, and similarly, a Junior Analyst is about 2/3 as
effective as a Senior Analyst.

After PED has been in operation for a while, you will have to think
about promotions for Seniors and Juniors. If you wait too long, you may have
some "quits" right in the middle of some studies, and this means that your
possible savings for that period will be lost, .

* Tor the purposes of this case study, the immact of salary levels within
grades and raises have been ifnored to allow the use of an average salary
per grade.
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This background operational information has been nrovided to allow
an analysis that is reasonablw realistic., You now have:

1. A set of unevaluated possible studies;
2. A $100,000 budpet for the first six months:
3. Costs for three levels of systems skills,

One other item is important, and that is the way you look at the
achievements of your analysts. In practice, success is a reflection of
three things: (1) the talents of your personnel; (2) the opportunities that
actually exist in possible proijects; (3) vour skill in recognizing nroject
opnortunities. We have emphasized the last two factors in this game. If
desired, any department employee may work on two projects at once (each
project being scored at one-half value and penalized 5 points). You may
transfer an employee between projects at the start of anv period, but a
penalty will be assessed apainst each project if the one he is leaving has
not een completed or halted by higher authoritv., You may fire an emplovee,
but nct demote nim, ' d

SEQUENCE Or PLAY

Instructions for Use of Study Cost Worksheet

1. For each play, read over all background materials and (after
first period) read any report pages received from vour analysts.

2. lecide which projects offer the most potential for net savings.
Rank these projec:ts, and decide which projects (one or more)
you will work upor. this period.

3. Assign types and nubers of analysts to the projects you decided
upon, and record th2 number assigned on the Studv Cost Worksheet,
by tvpe and source, for each project to be worked upon this period.

4, Calculate the salary charpes, by type of analyst, for each
project worked upon this period. Record the costs on the Study
Cost Worksheet,

5. Calculate the hiring charges, by type of analyst, for each project
worked upon this period. Record the costs on the Study Cost Vork-
sheet, These are one-time charges for new hires oniv.

6. Add the total salary ard hiring charges this period for all
projects., Stay within your budget.

7. CGive the Study Cost Worksheet and the Project Accounting Form to
the Scorer. lle will calculate the progress which your analysts
have made o1 each project, and give you any progress reports earned.
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Instructions for Use of Project Report Form

1.

Your analysts will provide threec figures at the bottom of each
of their remorts. The first two fipures renresent the analyst's
best estimate of (1) what it will cost to continue the particular
project to completion, and (?) what savings could be obtained in
the department's studies unon completicn of the project. None
of these figures include your costs, Note that these two esti-
mates are no more than the analyst's expression, in dollars, of
what he has written out on the page. He is required to make thesc
financial estimates, and therefore he does. This means that vyou
must temper your confidence in these figures by careful reading
of the written materials that represent the analvst's best state-
ment of the project to date.

The third figure is the amount of net savings that has alreadv
been obtained in the department studied as a result of the project.
The analyst has a standard procedure for making th '3 calculation.
Note also that the Actual (Net) Savings to Date, r . .1 at the
bottom of each report sheet, are cumulative; that is, they include
any savings that you have had in previous periods. Do not double-
count by adding the last period's Actual Savings to Date; these
are already included.

Record the three dollar-figures, at the bottom of the last report
you have received, on the Project Accounting Form., Do this for
each project. Also, fill in the column for Actual Cost to Date
from your Cost Worksheet. (Include any actual costs accumulated
from the previous periods). These four figures give you an
accounting picture of the status of each project being worked upon.

These accounting figures, plus the reports, are used by you as you
make the decisions regarding the quantitv and quality of analysts
you will assign to projects in the next period. The idea is to
spread your group leaders, senior analysts, and junior analysts
over the projects you select so that they will return you the
highest savings cver costs.

At the end of the game, your performance will be measured by the
amount of savings you produced, over and above your total salary
and hiring charges. Calculate your net gain or loss on the bottom
of the Project Accounting Form,

Use the budget formula on page ? to determine your budget for the
third and subsequent periods.




PROJLCT A:

PROJECT B:

PROJECT C:
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THE _INTTTAL ASSIGNMENTS

Attention to Clerical Work !leasurement
From !Minutes of the Citv Council Meeting:
1. A management consultine firm has offered to install
a system of clerical work measurement. They predict
an estimated savings of 20% in labor cost.
2. Please evaluate this offer immediately, giving us
answers to these questions:
a) Is this prediction realistic?
b) Can we accomplish similar results using our own
personnel?
c¢) Should we enter into further negotiations with this
firm?

Governmental Information Display Center
Memo from: Secretary, City Council
to: Manager, Program Fvaluation Department
Subject: Council Meeting Minutes
The last council meeting contained certain assignments
for your demartment. Applicable extracts are attached
from meeting minutes.

Subject: Attention to the development of a Govermmental Information
Display Center,

In keeping with the Citv's policv of progress and the

u- of new management methods, it seems advisable to
study the new developments in visual displays of manasge-
ment information using the comnuter.,

Please determine the feasability of setting up a room

in which key information can be presented to the executives
of the various city departments and the city council
members.

Development of a Standard Purchasing Procedure

Considerable thought has been devoted by various govermmental
boards and commissions to the matter of obtaining more uniform
quality and better prices on supplies used in various governmental
agencies, A large part of the advantage of chain stores and mail-
order houses, as forms of distributive organizations, is due to
advantages in the purchasing field. It would seem that there are
analagous opportunities to be obtained through the development of
large-scale buying in the povernmental field through various
arrangements between the different levels and units of Government.




FROJECT D:

PROJECT E:

.

Currently in our city, all purchasing of materials, supplies,
machinery, services (other than personal), etc. is handled
through the Department of Procurement at the request of the
department needing the equipment, It is felt that a uniform
revision of the city's purchasing procedure could result in
reduced costs and increased efficiency,

Study of a New City Recreation Project
Memo from: Manaper, City Recreation
to: Director, Community Development

We are continually receiving complaints from various community
groups regarding the lack of adequate recreation facilities.

These complaints vary from "Not having the right type of

equipment and facilities" to "We can never use the pools, courts,
etc., since they are so crowded." Other complaints claim the slum
areas have no facilities whereas the better neighborhoods have

too much.

The basic question seems to be: Have we let the current recrea-
tion program stagnate; and is duplication on the one hand costing

us too much direct expenses; and on ‘he other hand will a better
program produce "fall out" benefits in the areas such as reduced
crime rates in slum areas, decreased vandalism, reduced cost of
public services, and build better relationships within the community?

Please give me your thoughts on which way we should proceed--
I'm afraid that we may have trouble next summer if we don't take
some action soon.

(Handwritten note on bottom page)
To: Systems Manager
Bill--looks as if you could help us out -- and have a nice
project to get your staff going., Please look into the
Recreation Program for us. You recall that this was part of
the Mayor's last election campaign.
John

Attention to City Planned Frogram Budpget

From: Chief, City Planning Department
To: Manager, Systems Department

The city is having a hard time securing Federal funds because of
lack of inter-departmental coordination. Once a project is approved,
the next year it is buried in the departments budget base and never
seen again., The cityv is in the process of planning for rapid growth
and will not be able to tolerate such inefficiencies in the future.

Please investigate this lack and take whatever action necessary
to institute a satisfactory system of control.




PROJECT F:

PROJECT G:

PROJECT H:
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Automatic lLata Processing for all Asencies in the City

Our municinal arencies have hardlv bepun to make intellipent use
of computer technology. The hiring of computer exmerts and
occupation of larre comnuting centers for planning purposes

could be the single best investment to heln alleviate sonme of our
urban problems

Because of the nossibility that total information systems could
link the various agencies of the city, exnloratory studvy should
be undertaken, collecting and coordinating the view of all the
arsencies that mipht Le concerned.

Attention to Inventory Control Problems

From: Minutes of the City Council:

In keeving with the current Management Improvement Program,

it appears to be advisable to investigate the effectiveness

of our Inventorv Contol activities., Certain trouble spots
are apparent:

1, Despite our efforts to forecast future inventorv bal-
ances, we often come up with results veiy out-of-line.

2. Year-end physical inventories have likewise had wide
deviations from perpetual inventory records.

3. Various departments have made gross departures frum
the general inventory policy of the city. It is
possible that this may be investigated in the future.

4, Maintenance, stationary supplies, engineering and
plant equipment stock rooms have expanded without
apparent control.

5. No recent check has been made on unused items held in
stock.,

Policy Formulation and Comnliance

From: Secretary, City Council
To: Manager, Systems Department
The Council asked that I forward the attached results from
last vear's attitude survey to you for action.

The result of a recent attitude survey of employees in
several of our agencies, together with the passage of a
resolution by our legislative body urging standardization
of policies in order to effect tax savings in governmental
operations, requires a look at the manner in which policies
are formulated and at the arrangements for checking to see
that policies are being followed. The following has been
noted from the attitude survey,
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1. "Policies within agencies are often inconsistent,
and policies in one agency may be contrary to those
in other agencies."

2. "Policies often conform to Civil Service requirements
without consideration as to whether they meet our
operating needs,"

3. "Policy manual never up-to-date and often cluttered
with additional nages, memos, etc."

4, "Systems changes are often ineffective because related
policy has not been clearly defined."

PROJECT I: Computerized Personnel Appraisal System

A directive was received from the Director of Personnel and
Manpower, Mayor's Office, stating:
Please investigate the possibilities of developing a
centralized data bank for personnel appraisals, In the
past year, high turmover and poor job placement has caused
ineffective performance of municinal services to the public.
What services do the various Personnel Divisions perform
for their Departments? Is it feasible to develop a computer
program to improve these services?




BASIC DATA FOR BACKGROUND

Budget Dollar - General Fund
of Income

P 7¢ Mercantile License Tax
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(Figure 1)




Financial Program

The Financial Program of the City for the vear will operate through several funds
FUNDS

Income Outgo

General Fund

Property Taxes $69,700,000 Police €& Fire Protection $66,.00,000
Wage Taxes 70,600,000 Hospitals 29,300,000
Mercantile License Tax 14,300,000 Institutions 86,700,000
Other Receipts & Taxes 48,627,000 Parks & Playgrounds &
Miscellaneous Finaricing 21,127,000
$203,227,000 $203,227,000
Water Fund
Sale of Water & Salaries, Sunnlies & Fquipment $ 6,600,000
Other Income $ 13,600,000 Payment of Debt on Canital
Improvements 4,700,000
Cther 2,008,500
$ 13,600,000 $ 13,308,500
Sewer Fund
Sewer charges paid by Salaries, Suppnlies, Equipment $ 2,500,000
users & other income $ 10,000,000 Payment of Debt on Capital
Grant from State 400,000 Improvements 6,700,000
Surplus from prior years 1,300,000 Other 1,611,000
$ 1127001000 $ 10,811,000

Other Operating Funds

State Grant: County Paving & Maintenance of streets $ 3,500,000
Liquid Fuel Tax Fund $ 1,600,000 Construction of Parking
State Crant: Special Facilities, Maintenance
Gasoline Tax Fund 2,506,000 of Meters, & Coin Collection 544,000
Parking lMeters 717,000

$ 4,823,000 $ 4,044,000

(Figure 2)
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Income

Tax-Supported Loans
Self-sustainine lLoans
Pay=as=you=go

Income

local
State Assistance
Federal Support

Outgo

Canital Projects Fund

$ 13,990,000 City Highways £ Bridges $ 1,310,000
23,685,000 Recreational & Cultural 5,590,000
1,369,111 liospital & Health 930,000
kedevelopment-Urban 2,500,000
Miscellaneous :
Community College, Refuse
Disposal, Transit, Rehabil-
itation of City Buildings 28,714,111
$ 39,0““,111 $3910uu=111

City School District

v

50,700,000
40,836,000
4,878,000

96,414,000

<

Number of City Fmployees

(Permanent, Full Time, & Part Time)

Community Development
Transportation

Judiciary & Law Enforcement
Conservation of Health
Cultural and Recreational
Improvement of General Welfare

Services to Property

General Management & Support

Board of Education(4,

Total Employees

291
955
3,241
1,090
822
215
2,333
1,012
000 Teachers) _9,334

19,293

(Figure 2 -continued)



PART II:

GAME DIRECTOR'S GUIDE



STEP 1 - Prior to Play

Distribute game description to all particinants (nreferably a day
or two before the pame is to be nlaved).

STEP 2 - Day of Play - Initial Instructions

A, Review pame description. Ensure that there are no misunderstand-
ings at the start.

B. Divide the participants into teams of 3-5 plavers.

C. Pass out Player Cost Worksheet and Project Accounting Surmarvy.
Feview scoring procedure,

D. Pass out Project Summaries Number A - T

E. Project N (Tax Revenue) is to be given out to grouns only if
applicability is raised - for instance, given to a groun which
notes that "tax revenues form the bulk of our revenue and thus
should somehow looked at-- but we have no project covering the
topic,"

PLAY NO. 1 - Initial Play

Instruct the teams to hire personnel and assipn them for Period 1
Play. Record actions on the Plaver Cost Worksheet and give to the
Scorer at the end of play (30 minutes should be ample).

SCORING PROCEDURE

A, Review Cost Computations on Play Cost Worksheet. Ensure allowable
budgetr is not exceeded, Return to Player if in error.
Personnel must be fired if nersonnel costs are above current
budget.,

B. Separate the Carbon Form.
Make point computations on Scorer's (second) cony.

C. Determine Progress Reports Earned from Progress Report Matrix
(Figure 1).

D. Return Player's (First) conv of Worksheet with earned progress
reports.

E. Have Playvers record savings and cost data on Accounting Summary
and countinue further play.



PLAY NO, 2

Pass out Projects F and L just nrior to nlav No, 2. Continue as
before.

BONUS AND PENALTY

A. PRecreation Proiect:

Bonus of $10,000 Budget ner Period upon receint of Progress Report
2 for the duration of the project.

B, Civil Service Project (Intesration of Hard Core)
If, at the end of Play 3, the player has not obtained the first
Progress Report on Civil Service, he must be ordered to nlace
one group leader on the proiject for the next two nlays.

PLAY NO. 3 AND SUBSLQUENT PLAY

Continue as before

FINAL SCORE

After Play No., 10, compute final score for each team,



(Figure 1)

PROGRESS REPORT MATRIX

Progress Report Number

PROJECT 11 2 13 |4 S (617 18 191101 111 121 13
A-Clerical Work
Measurement 751 175 b:ao

B-Display Center 100 | 175 P75 B50 (450 B00

C-Purchasing

Procedure 80 | 160 P50 P25 |375 W25 [475 525
D-Recreation

Project 50 | 130 ps0 Fao 510 Bu0 770
E-Programmed

Budget 50| 150 300 K50 |600 750 {800 po0O
F-Automatic Data L7

Processing 501 100 BSO P00 {280 B60 w60 B10 P10
G-Inventory

Control 50 )] 100 175 P25 |300 KOO 450 OO B5SO |600
A-Policy

Formulation 50 ] 100 50 P25 1375 K50 |550 [775
T-Personnel "

Appraisal 175 | 225 [oo }7s |50 B30 [725 pso
. = =
K-Centralized

Typing 75| 200 R75
I~Integration of

Hard Core Poo 200 [300 k0o {500 E00 {700 BOO POO
M-Forms

Control 50 | 100 Pso b75 |400
N-Tax Assessment 50 | 150 |2251300f 400{500}600}700 {800

Matrix entry is total points required to receive thrvugh the indicated project
report on each ppoject.
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PLAYCR COST WORK SHEFI
PLAY NO,

Proiject Assisnments

i 1 Cost per
CIDIEIF I H I |J |{K N Position Cost
TRE & GGroun
FIRE leader $900
Use 1/2 to Senior .
ndicate split Analyst 750
ssienment Junior 2
mon hire) Analyst 5600
ub-Total
Hirine Costs
T Group
RANSFLR(from  Leader
urrent project)Senior
, REASSIGNMENT Analyst
from completed Junior
roject) Analvst
Jse - for "From"
ind + for "To"
)F ASSTCNMENTS Leader
Senior
Analyst 812K
Analyst
ub-Total
ape Costs
Total Costs
Less Bonus
~ let Costs
= I8 -

By (01d Budeet) =
Sy (Net Savings) =
Cy (Salarv Costs) =
By4+y (Next Period's Budeet




PLAYLR CCST VORK SHEET
PLAY NO,

—— o —— " —

SCORER COPY

Proiect Assienments

1% ol B Cost per
| : A|BIC|IDIE((FIC | B [J K |LIM|N Position| Cost
FIRE € Group - B 2 0% T = o B TS e
FIRE . leader e | $900
(Use 1/2 to Senior e I SR R SN 1
indicate split Analyst A SR R . $750
assignront Junior 3 - R e R
upon hire) Analyst $600
- — .—Jr—. e e - - e R S - Y s ] - —— A -
SPLIT PENALTY POINTS Al S N 4B S B G s Sub=Total - o
(_;Lg_Ptﬁ._._‘Qeg_r_Pmiect) A B {iring Costs
IT Croup
TRANSFER(from  leader of g
current project)Senior i = - =22 Ly . E
§ REASSIGNIENT Analyst = §
(from corpleted Junior " SR S ik S = T
project) Analyst -
Use - for "From" rE— i .
+ vy MM
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PROJECT ACCOUNTING SUMMARY
(ESTIMATED AND ACTUAL DATA ON COSTS AND SAVINGS)

NEW BUDGET = B + 10% (S - 2C)

Period (These figures are from Renort Papes)
Actual Study Cost to Actual Savings
. Date by Project Estimated Cost Estimated Savings to Date
s (From Cost Worksheet) at Ind of Study at Ind of Study (Cumulative)
-
b ' = - -
~
D
E
F
C
H
I
J
K
L
M
Total Actual Savings to Date: $
Minus Savings to Date Last Period 4
Total Actual Savines This Period 5
Period (Add Study Cost to Date from Previous Period)
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Total Actual Savings to Date:

Minus Savings to Date last Period:

o N

Total Actual Savings this Period:




PART III: PROJECT PROGRESS REPORTS




From Minutes of the Cityv Council Meeting

Project A
Subject: Attention to Clerical Work Measurement

1. A management consulting firm has offered to install a svstem of
clerical work measurement, Thev predict an estimated savings of
20% in labor cost.

2. Please evaluate this offer immediately, giving us an answer to
these questions:

a) Is this prediction realistic?
b) Can we accomlish similar results using our own personnel?
¢) Should we enter into further negotiations with this firm?




Level 1 A-1
The sigaificant findings are:

1, No work method or work measurement has been done in the clerical
area,

2. The number of clerical employees has risen 300% in the last ten
years -- up 10% in the last year.

3. The price tag for installation of the consultant's system is
$75,000; this includes training of two employees in anplication of
their data. In addition there would be cost of new equipment and
other training. '

Cost Estimate Consultant's Savings Actual Savings Achievement
at End Estimate at End to date Points

$125,000 $350,000 $5,000 75




Level 2 A=?
The sipnificant findines are:

1. There is no major dissatisfaction with the output of clerical work,
however, many peonle have said that their workload has been
increasing at a very large rate,

2. The turnover and absenteeism rates of the clerical personnel is
very low, most of the employees have been with the agency for many
years.,

3. A yearly survey is taken, based on job description, but there is
no on-the-job verification of duties,

4, The wage rates of clerical heln are in line with surroundine
industry, and overtime for the present is at a minimum.

Cost Estimate Consultant's Savings Actual Savines Achievement
at Fnd Estimate at Ind to date Points
$150,000 $200,000 $15,000 175




level 3 (and subsequent levels A=3
The sipnificant findings are:

1. A final report was submitted to management in response to the
original request; it was as follows:

A. This project as an internal function does represent savines
possibilities although not of the magnitude of the consultant's
proposal,

B. Development of reliable data for the system would cost in

excess of $50,000 -- and computer programming would run that
much more.,

C. It is suggested that this type of study be postponed because:

1) There is little management enthusiasm for this study at
present,

2) There is no need to measure the clerical work done, as
there is no present or foreseeable problem,

3) The information gathered to date will aid greatly in
eventually setting up an internal system.

4) Some slight procedural changes have resulted in minor
savings.

2. It is recommended that the offer of the consultant be declined.

Cost Estimate Savings Fstimate Actual Savings
at End at Ind to date

$150,000 $250,000 $20,000




Memo from: Secretary, City Council Project B
to: Manaser, Program Education Departmerit
Subiject: Council. Meeting Minutes

The last council meeting contained certain assignments for vour department.
Applicable extracts are attached from meeting minutes.

COVERNMENTAL INFORMATTON DISPLAY CENTER

Subject: Attention to the development of a Govermmental Information Disnlay
Center

In keeping with the city's policv of nrogress and the use of new
management methods, it seems advisable to study the new develonments in
visual displays of managemeni information, using the computor.

Please determine the feasability of setting up a room in which kev
information can be presented to the executives of the various city denartments
and the city ccuncil memlers.




Summary of Systems Survey

Project: Govermnmental Information Displav Center [i=1

The project team surveved the various arencies of the city to
determine what type of information do they now disnlay visually, All of the
agencies, to varying derrees and in various wavs, make a visual disnlav of
their information. HNone of them use a computor in relation to the disnlav of
the information.

The project team has made several visitations to orranizations which
are using visual displays of information. The two most interesting trins
were to Space Age Flectronics Corporation and Over-Night Freieht Airlines.

The management of the electronics firm was very enthusiastic about
their use of compitor-linked information disnlay center. It served to aid
in their planning and in coordinating the research and develorment nrojrams
and their production efforts, The airlines uses the visual disnlays for
information retrieval in the reservations system. They also have an imnress-
ive arrangement that displavs, on a larse screen, a commlete set of informa-
tion showing flipght schedules and relevant situations for all routes. This
includes weather conditions, freight loads, and time until next maintenance
is required.

Cost Estimated Savings Estimated Actual Savings
at End at End to date
? $300,000 None

A preliminary estimate is that significant savings could result from an
information display system which would provide for a more efficient use of
information by many departments, the elimination of duplication in information
pathering and keeping efforts, and much greater coordination between departments.




Summary of Systems Survev [1=?

Project: Covermmental Information Display Center

In a visit to study the information of the nolice department, we were alle
to make a recommendation of pathering and storing their information which
resulted, over a two-vear period, in some savings,

The project team arranged for the mayor's chief administrative assistant,
the chief eity planner, the president of the city council, and the chairman
of the finance committee of the city council to vist the IBM information
display center and NASA's Arollo Action Center. Following these visits,
the city officials were enthusiastic about the nossibilities of a Covern-
mental Information Display Center, They saw it as a valuable tool for
comprehengive planning; for keeping track of progress on the multitude of
city projects; and for aiding in better financial nlannine,

In a conversation with an IBM staffer, he pave an "off-the-top-of-his=head"
estimate of installing a displav system,

Istimated Cost Fstimated Savings Actual Savines
at bnd at bnd to Date
$95,000 $300,000 $7,000




Summary of Systems Survey -3

Project: GCovernmental Information Displav Center

Two possille locations for the Center have emerged, One is to use the city
nlanning departments large conference room, The other is a smaller conference
room which has a store room adjacent to it, The latter seems to be more
desirable, but it has been traditionallv used bv councilmen to meet with small
srouns. The head of building maintenance estimates that it would cost $9,700
and 511,250 respectively to refurmish the above mentiocned rooms,

Discussions with representatives of the Board of Iducation, which has its own
independent political base, indicates no interest in participatine in the
Center. In fact, they intimated that it is just another attemnt by the mavor's
city nlanning office to control every asnect of nlanning for the citv's future,
In addition, nolice department officials were doubtful about the value of the
Center as far as their operations are concermed,

A local consulting firm, which specializes in commuter annlications,has given
a preliminarv estimate of the cost of installine the disnlay system,

Cost Estimated Fstimated Savings Actual Savings
at End at Ind to date
$125,000 $300,000 420,000



Summary of Systems Survey Be=li

Projzct: Covernmental Information Display Center

Our work with the city planning dermartment has enabled them to increase their
savings on information pathering costs and the display of its information.

The project team inet with the "model city's" project staff to discuss their
use of an information display center. They are the renresentatives from
related city apencies who were most interested in exploring the nossibilities
of such a center.

The community board for the "lModel cities" project area h.o been frustrated
in its attempt to keep track of all the activities of the apencies involved
in the project area. The local board authorized its staff to apnly to the
Department of Housing and Urban Development for a grant to set un an informa-
tion display center. Initial contacts with HUD officials do not seem to be
too encouraging.

Continuing discussions with a local computer utilization consulting firm
indicates that the estimated cost for installing a computer related informa-
tion display system has to be revised upwards in order to allow for the hand-
ling of additional information more rapidlvy.

Estimated Cost Fstimated Savings Actual Savings
at End at End to date

$175,000 $300,000 $32,000



o

Summary of Systems Survey R-

Project: Governmental Information Display Center

HUD approved the application for the $125,000 grant to set up an informa-
tion display center., 'They are hopeful that our city will be able to serve as
a nilot project for the use of such a center in relation to the "Model Cities"
projects.

A presentation of the Center concept is scheduled for the first of next month
for members of the City Council and Demartment heads.

Estimated Cost Fstimated Cost Actual Savings
at End at Ind to date
$175,000 425,000 455,000




Summary of Systems Survey R=-6

roject: Governmental Information Display Center
The gsrant from HUD has been received.

The Poard of Education and Police Department liaison representatives on the
"model Cities" project staff are actively involved in the planning for the
Center,

The presentation was made to the City Council and Department heads. At the
Council meeting the following week, it voted to make available the conference
room that it had been using as the new Center. They also allocated the
necessary funds to remodel the room., This was done with the understanding
that the work on the "model cities" project will serve as an experimental
period to see how the city's agencies can cooperate in the development and
utilization of such an information displav center.

It is expected that once the Center is fully onerational that greatly improved

coordination among agencies will be nossible and important financial economies
will be realized.

Work on this project halted at this point until after the "model cities"
rroject is developed and made operational.

A "scale va.. . '™ of $200,000 has been assigned to this study.

Estimated Cost Estimated Savings Actual Savings
at End at End to date
$175,000 $650,000 $275,000

An estimate of what the city would have been willing to pay (for examle,
to an outside consultant) to obtain such improvements in the operation of
city govermment.

%% Tneludes the "scal value" amount.




From Notes of the City Council Meeting

Subject: Development of a Standard Purchasing Procedure Project C

Considerable thought has been devoted by various govermmental boards and
commissions to the matter of obtaining more uniform quality and better prices
on supplies used in various govermmental arencies, A larse nart of the
advantage of chain stores and mail-order houses, as forms of distributive
organizations, is due to advantases in the nurchasing field, It would seem
that there are analagous opportunities to be obtained throush the develorment
of large-scale buying in the govermmental field through various arrangements
between the different levels and units of Govermment,

Currently in our city, all purchasing of materials, supplies, machinervy,
services (other than personal), etc. is handled through the Department of
Procurement at the request of the department needing the equipment. It is
felt that a uniform revision of the citv's nurchasine procedure could result
in reduced costs and increased efficiency.




Summary of Systems Survey C-1

Project: Development of a Standard Purchasing Proccedure

The significant findings at this time in the survey of the Purchasing
Department are as follows:

1. Questionnaires concerning purchasing procedures have been sent to
other municipalities which seem to be operating efficiently according
to their budpets.
2. A general review of the city's purchasing policy has been undertaken to
uncover any overt inefficiencies in the system.
3. Additional information concerning governmental purchases was solicited
from the Federal Government.
4, Attended a purchasing managers conference last week and was impressed
by the substantial possible savings several organizations have been able
to obtain by poing to centralized systems. On entropolation of such
organizations led me to arrive at the listed savings and costs.
Cost Estimate Savings Estimate Actual Savings
at End at End to date
$137,000 $400,000 None




Summary of Systems Survey C-?

Project: Development of a Standard Purchasing Procedurc

The following results have been obtained in the Purchasing lepartment study:

1. "Cutting cormers" in purchases seems to be widely prevalent, that is,
many department heads often order supplies on their own directly from the
vendor (especially office supplies) and pay higher prices than would be
paid if the order were processed through the Procurement Department.

2. Certain political factors have often entered into the purchasing decisions
of the city (especially with contract work) causing obvious inefficiencies.

3. No recommendations have been received as yet from the Federal Government
or other municipalities concerning their purchasing policies, but pre-
liminary information suggests that same form of cooperative purchasing
policy could result in increased savings and efficiency.

Cost ECstimate Savings Lstimate Actual Savings
at End at End to date

$137,000 $400,000 814,000




Summary nf Systems Survey C-3

Proiject:

Development of a Standard Purchasing Procedure

Information recz2ived from the Federal Covermment and other municipalities
throughout the country reveal that:

1. There are five principal types of purchasing procedures in Government
agencies depending upon what is purchased:

a.
b.
C.
d.
e.

Direct purchase from suppliers,

Purchase from General Schedule of Supplies.

Purchase under contracts of anothe cV.

Purchase from warehouse stocks of Procurement Division,
Purchase from suppliers through the Procurement Division

2. Many cities have entered into agreements with the Federal Govermment for
purchasing supplies, thus taking advantage of lower prices resulting from
economies of size,

3. If our city could enter into such an agreement with the Federal Governmment,
we feel that our purchasing costs would be substantially reduced. The
possibilities are being investigated.

Cost Estimate Savings Estimate Actr:al Savings
a. End at End to date
137,000 400,000 $14,000




Surmary of Systems Survey C=l

Project: Development of a Standard Purchasing Procedure

The results of the investigation have determined:

1. An information system should be desi.ned so as to improve nrocure-
ment practices, The svstem shoula serve the following nurposes:

a. Provide information on nossible econamies through improvement
of timing of purchases.

b. Provide information as to where consolidation of orders can
best be effected,

c. Provide information as to where procurement facilities of
one agency can profitably be utilized by others.

2. Our present Procurement Department would act as a liaison between
the needs of the city and the Federal Covermment.

3. The additional investment necessary to staff our information svstem
is expected to be commensated for in savings in our purchases.
Further investigation is in order.

Cost Estimate Savings Fstimate Actual Savines
at Fnd at Fnd to date

$152,000 $400,000 $14,000




Summary of Systems Survey =5

Project: Development of a Standard Purchasing Procedure
The following results have been obtained from the Purchasing Department studv:

1. It has been determined to proceed with the establishment of a
coordinated purchasing policy between our city and the Federal
Covernment. The major factor influencing our decision to nursue
this course of action has been the recommendations of numerous
municipalities throughout the country who have initiated the
program and have had favorable results.

Cost Estimate Savings Fstimate Actual Savines
at End at Fnd to date
$152,000 $1100,000 14,000




Summary of Systems Survey C-£

Project: Development of a Standard Purchasing Procedure

The following has occurred in ti»2 Purchasing Department study:

1. An information system has been established to help coordinate activities
between the city and federal lewels.,

2. Although the system seems to be operating effectively, there are numerous
coordination problems that are reducing the efficiency of the purchasing
system (especially the purchases of service contracts.)

3. An understanding of mutual needs is required between the two levels of
Government if the system is to operate effectively.

Cost Fstinate Savings Estimate Actual Savines
at end at end to date
$152,000 $N00,000 $37,000




Summary of Systems Survey C=?
Project: Development of a Standard Purchasing Procedure

The following results have been obtained in the Purchasing Department study:

1. large savings have resulted from the establishment of a coordinated local-
Federal purchasing procedure. Savings range from 8% on electrica’
supplies to over 30% on tire chains,

2. Savings have also been realized in administrative expenses due to the
shifting of many purchasing functions to the Federal level,
]

e,
Cost Estimate Savings Estimate Actual Savinrs
at end at end to date
$152,000 $408,000 $408,000




Summary of Systems Survey C=5

Project: Development of a Standard Purchasing Procedure

The pesults of the Purchasing Department study are as follows:

1. A standardized coordinated purchasing policy between the citv and
federal level is presently in operation and appears to have ironed out

its minor problems,

2. Consideration is being given to the idea of coordinating other functions
of city povernment with those of the federal level,

Cost Estimate Savings Lstimate Actual Savines
at end at end to date
$152 ,000 $408,000 410,000




emo From: Manager, City Recreation Project D
To: Director, Community Development
Subject

Study of a New City Recreation Project

We are continually receiving complaints from various community srouns
reparndine the lack of adequate recreation facilities, These commlaints

vary from "not having the right type of equipment and facilities" to "we

can never use the pools, courts, etc. since they are so crowded," Other com-
nlaints claim the slum areas have no facilities whereas the better neishlor-
hoods have too much.,

The basic question seems to be: Have we let the current recreation proeram
stagnate, and is duplication on the one hand costing us too m.ch direct
exnenses; and on the other hand will a better program nroduce "fall out"
benefits in the areas such as reduced crime rates in slum areas, decreased
vandalism, reduced cost of public services, and build better relationships
within the community?

Please give me your thoughts on which way we should proceed. I'm afraid
that we may have trouble next summer if we don't take some action soon.
Handwritten riote on bottom of nage:

To: Systems Manager

Bill == looks as if you could help us ocut and have a nice project to

get vour staff poing. Please look into the Recreation Program for us,

You recall that this was part of the Mayor's election campaien.

John



Project: Study of New City Recreation Project D=1

The sipmificant findings at this time in the survev are as follows:

l.

?.

3.

Approximately 2/3 of the equipment in all city recreation areas are in
a non-functioning or "in need of renair" conditions.

50% of the recreation areas in certain districts of the city are utilized
only 10% of the time and during these periods with only a 25% capacitv.

Many other areas containing swimming facilities in summer and ice rinks
in the winter are overcrowded, under-staffed and are constantly the seecd-
beds for gang wars.

Sampling of residents in several areas of the city indicate the need
for more narks to keep their children off the streets.,

A two-day seminar with the Parks [epartment, Juvenile Delinquency Office,
Bureau of Fconomic Evaluation and representatives from our maintenance
department and several equipment manufacturers have enabled us to quantify
some of the major costs and savings inputs involved in our study.

Cost l'stimate Savings Estimate Actual Savings

at end at end to date

$250,000 $425,000 None



Project: Study of a New City Recreation Project De?

1. A meetins with the Juvenile Division of the Welfare “oard indicates a
strong relationship between lack of supervised recreation facilities and
rang wars, vandalism, drug addiction,

2. Apvroximately 70% of vandalism to school property occurs at schools which
have ro supervised recreational facilities in the school vards,

3, Land values (and potential tax rains) show a marked positive relationshin
to those areas of neighborhoods which have favorable recreational facili-
ties. This would substantially increase our previous "Savines lstimate."

4, Current records at supervised nlaveround areas indicate attendance cf
individuals follows a pattern of high attendance for initial period of
program and then rapid drop off. Spot interviews show this is due to
dissatisfaction with programs which become boring or noorly supervised,

Cost Lstimate Savings Fstimate Actual Savings
at end at end to date
$250,000 $650,000 None

Memo from: Mayor
To: PED Manager

Your recreation project came up today, and I think it's one of the most
worthwhile endeavors we are doing.

I can make additional funds available from my discretionary fund to allow you
to put an additional man on this project exclusively,

Yemo From: City Treasurer
To: Manager, PET

Par the Mayor's instructions, I am transferring funds from the Discretionary
Fund to your budget for one Senior Analyst, at $10,000 per period for the
duration of the Recreation Project.

Please be informed that this kind of expenditire is not within the letter of
the City Budget Allowance Act of 1937 and, therefore, in my opinion, is
illepal.

I have informed the City Comptroller of my opinion.



Project: Study of a New/ Recreation Project D=3

Sipnificant findings at this time indicate:

1.

Merchants in slum areas show willingness to share some of the cost of
refurbishing equipment at rundowm plaverounds., This,they fecl, will
keep kids off the street and stop pilferage, broken windows, slashed
tires of customers, etc,

Local universities are anxious to start a co-op nrogram within their
physical education and arts departments which will nrovide semi-
professional supervisors for citv recreational nrograms throughout the
school vear at considerably less cost than anticipated.

Re-zoning survey of recreational district shows neced to acquire eight
more sites of land in minimum packages of three-acre parcels for proposed
mini-playgrounds and pools.

Initial contact with Federal Department of Interior shows potential for
their sharing cost of new nool construction at several sites if we are
willing to utilize their new design and concepts of total land use
patterns,

Cost Estimate Savings Estimate Actual Savings

at end at end to date

4200 ,000 $750,000 485,000




Project: Study of a New Recreation Project Dl

Sipnificant findings at this time indicate:

l.

?.

Outdoor lighting can be installed at 80% of the recreation centers vhich
would increase use time by a factor of 2 to 3, demending on season.

A0 experimental day-care center at several of the recreation centers
could provide mothers who so desire the abilitv to continue working
through the summer instead of having to stop while children are off from
school. The reduction of welfare to such parents is a significant
savings.

50% of all current recreational equipment has been restored or replaced.

25 new recreational areas have been established at various school grounds
throughout the city.

12 local theaters have arranged for free children's (8 to 16) shows one
afternoon per week.

Three universities assigned a total of 75 co-op supervisors to city
recreation program for this summer,

Cost Estimate Savings Estimate Actual Savings

at end at end to date

$200,000 $800,000 $195,000



Project: Study of a New Recreation Project D=5
'

Significant findings at this time indicate:

1.

Welfare Department quite impressed by joint program at recreation centers
to act as day-care centers, Feel welfare spending will be reduced by
15% during the summer.

35% reduction in pilfering, window breakage, etc, at those schools now
maintaining supervised recreational programs.,

Initial concentration of recreation facilities for 4 to 17 vear age group
needs additional expansion to include the elderly categorv. Personal
interview survey shows this group alsc suffering in lack of facilities
and adequate equipment, Result has been to force these people to vacate
city during summer months and in so doing we have suffered a tax (sales)
decrease.

Police and Fire Departments show marked decrease in services required
in high slum areas which now have adequate and updated recreational
facilities with co-op supervisors.

Cost Lstimate Savings Lstimate Actual Savings

at end at end to date

$250,000 $850,000 $375,000




Precject: Study of a New Recreation Project D=6

Sipnificant findings at this time are as follows:

1,

2,

All land has been acquired for the eipght additional parks. Construction
is under way on three more swimming pools with a government grant paying
for 35% of pool costs,

A current drive to organize baseball, football, hockev, basketball
leagues for evening and late afternoon schedules has been favorably
accepted and is being smonsored by many local businessmen.

3. lMerchants in several areas of the city have noticed a slight increase in
sales which according to them is tied into the neater streets, lack of
customers being antaponized bv boys and a pgenerally more friendly atmos-
phere on the part of the communities. Slashed tires, broken antennae
etc. have rreatly been reduced in local city parking lots.

. ‘ .

4, Attendance at many under-utilized recreational areas has nicked up by as
much as 50%. The overcrowded sites hve seen some reduction due to the
additional new sites in these areas.

5, 60% of the play grounds are now eaquipped and running evening programs
with supervised staff. Attendance at some high crime rate areas is
approaching more than daytime attendance.

Cost Estimate Savings Estimate Actual Savings
at end at end to date

$200,000 $850,000 $560,000
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Project: Study of a New Recreation Project D=7

Sipmificant findings at this time:

1.

A survey in detail of "elder age sroup recreational needs" should be
undertaken at some future time once the current recreational nroject is
stabilized, It is recommended that an outside consulting firm with
reriatrics experts be hired to consult on such a survev,

Approximately 20 child day-care centers have been established for mothers
vwho have decided to continue working through the summer.

Citv hospitals report a 22% decrease in the number of patients between
ages of 8 and 17, whc require treatment between hours of 8 AM and 12
midnight, .

An equinment maintenance and replacement svstem capable of computer
processing is needed to maintain the high success of the recreation project.

£11 swimming pools, mini parks, and wading pools are operational.

Three more universities have joined our supervisor/recreation co-on program,
The usual summer payroll incrv:ase for program directors and staff has been
reduced by 35%.

False fire alarms have been dromping at the rate of 8% per week during a
period when they usually increase at 35% per week. Open fire hydrants also
show a similar trend,

It is recommended that the city acquire several more parcels of land in
those areas pointed out in the initial survey as future sites for recrea-
tional projects.

No further action is recommended until the present program is evaluated
over a two or " .ree year period.

Cost Lstimate Savings Estimate Actual Savings

at end at end to date § o

$200,000 $850,000 $837,000
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From: Chief, City Planning Department Project I
To: Manager, Systems Department

Attention to City Planned Program Budget

The city is having a hard time securing Federal funds because of lack of
inter-departmental coordination., Once a project is approved, the next
vear it is buried in the departments budpet base and never seen again. The
city is in the process of planning for rapid growth and will not be able to
tolerate such inefficiencies in the future, Please investigate this lack,
and take whatever action is necessary to institute a satisfactory svstem of
control,

N J L Lot ol

}.mvsu g



Planned Program Budpet E=l

Sipnificant findings at this time are:

The mayor expects the city's growth rate to increase rapidly over the next
ten years. The problem is that detailed breakdovn for capital expenditures
and »roframs are not ma‘: after the vear in which the original budpet is
approved, The federal govermment requires a constant breakdown of all
monies provided to the city., Therefore, if the city wants to finance these
programs with Federal aid, we must implement a planned programmed budget
system,

T was trapped into a brief discussion with the mayor when I was talking with
his secretary, and he wants some feedback on how we are doing, as soon as
possible,

-
In addition to meking it possible to become eligible for Federal funds, I
estimate that we oculd save a considerable amount intermall¢ by reducing the
duplication of effort. Costs and direct savings are est’ . ed as follows:

Cost Estimate Savings Estimate Actual Savings
at end at end to date
4200,000 $900,000 None




Planned Programmed Budpet E-2

Significant findings:

1. When a program covers more than one department, there is no one nlace
where the entire program's cost and benefits can be seen,

2. Tae city has presently undertaken a city redevelopment program., A
PPB System would reduce the cost and increase the effectiveness of this
project.

3, Analysts suggest that an information system be develoned to complement
the CRP and to resolve the problem cutlined ahove,

Cost Estimate Savings [stimate Actual Savings
at end at end to date

$200,000 $900,000 ‘ 850,000




Ploanned Programmed Budeet L=3

Sirnificant Findings:
1. After an initial studv, these proglem areas were identified:

a. There will Le some dearee of difficulty in obtainine inter-agency
cooperation,

L. The mresent financial personnel will have to le retrained.
c. A program structure must be develoned and priorities assimmed.

d. The A.D.P, System will have to v re-desiomed,

Cost Istimate Savines Istimate Actual Savines
at erd at end o= , to date
L 4

$200,000 $830,000 * 470,000




Planned nrogrammed Budpet F=U

Sienificant findings:

1. The first step to designing the PPBs is the development of a
management information system. The system will improve inter-agency
cooperation and will provide information to decide future strategies.

2. PRasic training programs have been initiated throush local colleges and
universities, with some degree of success.

3. Program relationships have been flow-charted, There is an overell
relationship between independent agencies and projects,

Cost Estimate Savings Fstimate Actual Savinrs
at end at end to date
$220,000 $850,000 $100,000




Planned Prosrammed Budeet F=5

Sipnificant findings:

The mavor has ordered a pilot nrofram on citv waste disnosal.

The PPB will establish a six-vear capital program with a six-vear
financial budpet,

3. The program structure will be develoned for the entire city sovernment
onerations.

4. Performance standards and a reporting system have been develoned anc
should be placed into opmeration in the near future,

5. The mayor has applied for funds under the City Pedevelopment Act.

Cost Estimate Savings Lstimate Actual favings
at end at end to date -
$220,000 $850,000 $120,000




Planned Prosrammed Budpet F=-6

Sipgnificant findings:

1. The city has received a $150,000 grant from Federal Covermment under
the City Redevelopment Act.

2. The grant is being appiied to the waste disposal project.

3. The waste disposal project has provided improved service, and location
of incinerator sites outside the citv limits, These facilities are
equipped with the most modern air pollution devices and will give the
city a camacity of 200% over previous capacity. Actual savings from
this project are estimated at $90,000,

Cost Lstimate Savings Estimate Actual Savings
at end at end to date
$200,000 3860,000 $250,000




Planned Programmed Budget f=7

1. The mayor has ordered the whole program be adopted. The nrogram will
' involve nine areas.

a.
Lo
Ce
d.
c.
£.
7
I
1.

Community Development
Transnortation
Judiciary
Conservation of health
Public Education
Service to Property
General Management
Welfare and Wages

Debt Service

2. The mayor has appropriated $400,000 for the first year, and $450,000
for the second, as a tarrset.

3. Work on setting priorities and determining sub-divisions of proijects
has started.

Cost Estimate Savings Estimate Actual Savings
at end at end to date
$180,000 $860,000 $302,000




Planned Programmed Budget -5

Sienificant findines:

Tne PPBs has been implemented and incorporated into the citv's operations.
The city's financial personnel have heen trained and are taking over oneration
of the system,

Cost bstimate Savings Estimate Actual Savines
at end at end to date
$180,000 $860,000 850,000




Automatic Data Processine for All Arencies in the City Project T

Our municipal agencies have hardly bepun to make intelligent use of computer
technology. The : ‘ring of computer expertc and occupation of large computinge
centers for nlanning purposes could be the single best investment to heln
alleviate some of our urban nroblems,

Because of the possibility that total information svstems could link the
various agencies of the citv, exploratory study should be undertaken collect-
ing and coordinating the view of all the agencies that might be concerned.



Summary of System Survey

Project: Automatic Data Processing Uses Study F-1

The sipnificant findings at this time in the survey of Inter-Agency Auto-
matic Data Processing Uses:

System personnel have been assembling literature on "Manarement Information
Systems in Covernmental Administration." everal other cities already
having A.D.P. information systems have been contacted and requested to send
information concerning their pmarticular svstems oneration implementing eonsts
current and proposed savings.

Cost Istimate Savings Fstimate Actual Savines
at end at end to date
? ? None




Summary of Systems Survey

Project: A.D.F. Uses Studv F=?2

T » sipnificant findinps at this time in the survey of tra A.D.P, uses are
as follows:

Tnformation received from solicited citv sovermment fielded proesrams that
are aonlicable to similar functions in our town,

Among these programs are:

Preparation of utility bills
Computation of survey-closure

Control of traffic simals
Storase and retrieval of data about individual welfare recinients.

E W™
. .

Cost Lstimate Savings bstimate Actual Savings
at end at end to date
$50,000 $500,000 53,500




Summary of Systems Survey

Project: A,D.P, Uses Study Fa3
The sienificant findinps at this time in the survey of the A D.P, uses arv
as follows:

Soeveral mectines have been held with the City Plannine Depariment. These
meetines have been of the seminar format--with discussion of what the various
arencies have done so far in the development of "Automatic Data Processine

Information."

Cost Estimate Savings Fstimate Actual Savings
at end at end 2 to date

$50,000 TG 55,300




Summary of Systems Survey
Project: A.D.P. Uses Study Faly
e sipnificant findings at this time in the survey of the Automatic

ata Processing lUses are as follows:

VMeetines continuine,

Cost Estimate Savines Estimate Actual Savines
at end at end to date
$50,000 $600,000 $7,100




Summary of Systems Survey

Project: A.D.P. Uses Study | F=5

The sipnificant findings at this time in the survey of the Automatic Data
Processing Uc2s are as follows:

Systems personnel have completed a studv along with the Police Department
for the analysis and design of an information system. A set of ecauinment
specification description of the first phase system were produced, interview
data, real-time retrieval of wants and warrants, the statistical processing
for management control and reporting, and the retrieval of specific data to
support investigation of crimes.

The Department is currently awaiting a Federal grant of $150,000 toward the
development of the system,

Cost Estimate Savings I'stimate Actual Savines
at end at end to date

$100,000 $600,000 534,200




Summary of Svstems Survey

Project: A.D,P. Uses Study F=6

Te sisnificant findines at this time in the survevy of the A.,D,P., Uses
are as follows:

At present, physical and social planning.-=-for public health, transportation,
noverty, recreation, education, and the like --- tends to be uncoordinated.
Urban management must cut across jurisdictional and functional lines,

Investipations were bepun into the nossibility of develoning information
syatems which cut across department lines and inteprate functions,

Cost I'stimate Savings I'stimate Actual Savines
at end at end to date
$100,000 $6.0,000 $12,800



Summarv of Systems Survey

Proiect: A.D.P. Uses Study Fa7

The sipnificant findinpgs at this time in the survey of the A.D.P. Uses are
as follows:

1. Work with the Department of Taxation and Finance nroduced a nrogram
that would predict future revenue., The program is based on the effects
of a) changes in personal incomc . and D) change in tax structure, based
‘n a random sample of tax returns and ten variables,

2. Work the Public Service Commission will nossibly lead to a progsram for
determining mortalitv of physical pronertv. This program is to be based
on an analvsis of utilitv propertv retirement and survival for the
establishment of depreciation rates.

Cost Estimate Savines LEstimate Actual Savines
at end at end to date
$100,000 $600 ,000 $25,700




Summary of Svstems Survey

Predect @ AP, Uses Study F-8

The following results have been obtained from Automatic lata Processine
Use Study:

1. 'Te programs prepared for the Department of Taxation and Finance and
the Public Service Commission have been tested and "debueged." Thev
will be nlaced into immediate use.

7. The Department of Highwavs began work on a nrogram for Mobile Lauirmen®
Onerating Control. This program will accumulate locations, onerating
costs, vendor, and depreciation,

Cost lstimate Savings Estimate Actual Savines
at end at end to date
4100,000 $600,000 477,900




Summary of Systems Survey

Project: A.L.P, Uses Study F=9

The following results have been obtained from the Automatic Data Processing
Use Study:

l. A Federal Govermmenit agency has anproved funds of $400,000 to underwrite
the installation of an integrated citv and state-wide information system
to serve tne needs of physical and social planning. This system is to
be used as a test model for future integrated information systems.

2. A supplemental approoriation of $150,000 from the state was esranted
following the system's installatien.

Cost Lstimate Savings Estimate Actual Savings
at end at end to date
$70,000 $550,000 $575,000




From: Minutes of the City Council Project C

Subject: Attention to Inventory Control Problems

In keeping with the current Management Improvement Program, it appears to
be advisable to investigate the effectiveness of our Inventorvy Control
activities, Certain trouble spots are apparent:

1. Llespite our efforts to forecast future inventory balances, we often
come up with results very out-of-line,

2. Year-end physical inventories have likewise had wide deviations from
perpetual inventory records.

3. Various departments have made gross departures from the general inventory
policy of the city. It is possible that this may be invastipated in the
future,

4, Maintenance, stationery supplies, plant and engineering eauipment stock
rooms have expanded without apparent control,

5. No recent check has been made on unused items held in stock.




Project: Inventory Control - Systems Audit G=1

The significant findings at this time in the surve, of Inventory Control
are as follows:

1.

2.

Cos

Approyimately $11,700,000 is tied up in inventories,

The cost of running the present system of inventory control (not
including purchasing) is $70,000 per year.

The inventory control system is staffed as follows for each of three
locations: an inventory control supervisor at $5,200 and three clerks
a. $4,800, totaling $58,800,

Inventory levels are established in conjunction with the Superintendent
on the basis of personal judgement and past experience,

Supervisors have historically resented being blamed for inventory problems

such as "out of stock" (averaging 5%) and returns for wrong items (averaging
1%).

Rough estimate for cost and savings of implementation of a centralized
inventory control system are shown below,

t Lstimate Savines Fstimate Actual Savings
at end at end to date

$80,000 $160,000 None

:
! R iy




Project: Inventory Control - Svstems Audit G2

The significant findings at this time in the survey of Inventory Onntrol
are as follows:

1. There are 6,500 catalog items listed in the catalog. Spare and replace-
ment parts are not shown in the catalog. The Ingineering Department
records are used to s2rvice requests for snare and replacement narts,
Their 3 x 5 card records cover 60,000 components and sub-assemblies.

2. Inventory items are designated by original sales order number plus

consecutive nunber appearing on Bill of Materials, Examnle: Recordine
Paper, Code 300-6,

3. FLach warehouse purchases separately.

4. Buyers in purchasing departments are assigned by job orders, not class
of item.

5. Purchase specifications are prenared by Engincering Departments and are
not subject to revision by the purchasing function.

0. Less than 20% of items purchased are procured on an annual basis.

Cost Lstimate Savings Estimate Actual Savings
at end at end to date =
585,000 $180,000 $18,300

!m 0t g i




Project: Inventory Control - Systems Audit f=3

The sipnificant findings at this time in the survey of Inventorv Control
are as follows:

1. 'The survev shows that some 85% of items in inventorv represent only 15%
of items distributed by dollar value,

2. Items taking up 10% of our warehouse snace have not moved in the last
taree years, Book value involved is about $500,000, These items should
e studied for scrap and salvage value,

3. Inventery Control reports to the Controller and to the Purchasing Agent
are both too late and not informative enough to allow anpropriate
financial and purchasing decisions.

Cost Estimate Savings Estimate Actual Savings
at end at end to date

$75,000 $185,000 $40,600




Project: Inveniorv Control - Svstems Audit (=4

The significant findings at this time in the survey of Inventory Cantrol
are as follows:

1. A monthly report on inventory is taken off the inventory record cards.

Feport is issued to the Supervisor with a carbon copy to the Financial
Officer.

2. 'This rerort is issued aprroximately ten days after the end of the month.
3. Inventory Control reports show the followins information:

a. Amount on hand end of last »eriod.

b, Amount purchased this neriod.

c. Amnount issued this period.

d. Amount allocated, but not issued this period.
e, Amount on hand at end of this neriod.

f. Dollar value of ending inventory (LIFO)

Cost Estimate Savings Estimate Actual Savings
at end at end to date

$75,000 $185,000 $77,100




Project: Inventory Control - Systems Audit GeS

The significant findings at this time in the survevy of Inventory Control
are as follows:

1. Vendors are complaining that the city has tendency to order on a rush
basis.

2. Yearly expected inventory needed are for total cityv, not bv warehouses,

Cost Lstimate Savings Lstimate Actual Savines
at end at end to date

475,000 $185,000 494,500



Project: Inventory Control - Systems Audit (=6

The following recommendations have been made to City Council:

1.

2.

3.

There should be established a centralized Material Control Department
reporting to the Director of Finance,

Inventory Control groups in warehouses should continue to report
directly to Superintendent---but would be under functional control of
Material Control Department for methods and procedures to be followed.
Inventory forecasting should be given attention as a separate study.

There should be immediate attention to having available inventory
forecasts once every three months rather than the present yearly forecast.

Cost Estimate Savings Istimate Actual Savings

at end at end to date

575,000 $185,000 $152,000



Project: Inventory Control - Systems Audit C=7

The following recommendations have been made to City Council:

1. The Engineering and Purchasing Departments should study the following:
a. Standardization of component parts.
b, Levelopment of new classification and coding sy ~m for all materials.

c. Vendor relations.

Cost bstimate Savings Estimate Actual Savings
at end at end to date
2105 ,000 $190,000 $168,400




o K

Project: Inventory Control - Systems Audit =8

The following action has been taken:

1. City Council has agreed to establish a centralized Materials Control
Department under the Director of Finarcze.

Cost Estimate : Savings Istimate Actual Savings
at end at end _ Yo date
5130,000 $290,000 $170,300




Project: Inventory Control - Systems Audit =9

T™e following acts have been taken:

1. Obsolete materials have been removed from inventory with a scrap and
salvage recovery of $50,000,

2. The Purchasing Department has made these improvements:

a. Min-lax analvsis has improved the out-of-stock situation with
estimated savings in production downtime of $20,000 per vyear.

b. Vendor relations have improved. It is noted that certain vendors
are now willing to anticipate our orders and actually are carrvying
in their inventories materials formerlv in ours., It is estimated
that this change in attitude is worth some $40,000 per vear to us.

Cost Estimate Savings Estimate Actual Savings
at end at end to date

$130,000 $340,000 $254,700




Project: Inventory Control - Systems Audit G=10

The following results have been obtained from the Inventory Control-Svstems
Audit Study:
1. General coordination among departments has improved.

2. More attention to the importance of inventory costs has been reflectecd
in associated areas such as:

a. Space utilization

b. Engineering specifications.




From: Secretary, City Council Project H
To: lManaper, Systems Department

Subject: Attention to Policy Formulation and Compliance Problems

The Council asked that I forward the attached results from last year's
attitude survey to you for action,

The result of a recent attitude survey of employees in several of our
arencies, together with the passage of a resolution passed by our
lepislative body urging standardization of policies in order to effect
tax savings in governmental operations, requires a look at the manner
in which policies are formulated and at the arrangements for checking
to see that policies are being followed. The following has been noted
from the attitude survey:

1. "Policies within agencies are often inconsistent, and policies in
one agency may be contrary to those in other agencies,"

2. "Policies often conform to Civil Service requirements without
consideration as to whether they meet our operating needs."

3. "Policy manual never up-to-date and often cluttered with additional
pages, memos, etc,"

4, "Systems changes are often ineffective because related policy has
not been clearly defined."




Summary of Systems Survey H=1

Project: Policy Fornulation and Commliance

The sipnificant findines at this time in the survev of Policy problems
arc as fellows:

1. Lach agency has a policy manual, copies of which have leen obtained
for our use, ‘These contain all policies in effect at the date of
the most recent compilation of the manual, and a number of memoranda
and directives from relevant federal and regional asencies reearding
recent programs in which our asencies narticinate,

2, It appears that Civil Service resrulations and strict recuirerents
of the budeet allocation and accounting nrocedures are used as
rolicy puidelines Ly manv asency supervisors.

Cost Estimate Savings Estimate Actual Savings
at end at end to date

$160,000 $400,000 None




Summary of Systems Survey H--2

Project: Policy Formulation and Compliance

The siemificant findines at this time in the survey of policy nrobliems

are as follows:

1. All policies are written out according to prescribed forms,
and are distriluted to all employees. !Much time is spent un-dating
nolicy manuals, and pulletin boards of manv apencies are over-
flowing with policy change memos.

2. Some agencies have developed the practice of filling out and filing
awav reports wnich employees determine are of little use, This
results in development of informal procedures, causing difficulty
in determining system study processes.

3. The City Treasurer (an elected official) has urged all agencies to
c ‘fect savings in the present fiscal vear.

Cost Estimate Savings Estimate Actual Savings
at end ___at end to date

$200,000 $450,000 $5,200




Summary of Systems Survey =3

Project: Policy Formulation and Comnliance

The significant findings at this time in the survev of policv nrollems
are as follows:

1. The council revised its committee structure and the new committees
are calling for revisions of agencv practice based upon nolicy
formulations beine prenared by the committees,

2. 'The committee on inter-arency cooperation has directed the systems
department to provide it with 31 commrehensive analvsis of agency
nolicies with a matrix of commarable policv guidelines in the
various agencies,

Cost Estimate Savings Estimate Actual Savings
at end at end to date
$200,000 450,000 $8,600




Summary of Systems Survey H=l

Project: Policy Fornulation and Compliance

The following actions have taken place with regard to the policy study:

1. Written policies of the various agencies have been collected,
sorted, classified, and compared in a matrix.

2. 'The following problem classifications have been identified as a
framework for sepmarating policies:

WX JOO F W

—
o
-

11,

—
w N
- nall,

14,
15.
16,
17,
18,
19,
20,
21,
22,
23,
24,

Authorizing legislation and mandate
Ixecutive Planning and Control
Organization Concepts, Methods and Procedures
Zontrollership

Finance and Budget Requests
Accounting

Travel and Expense Accounts

Systems and Procedures

Legal Service

Operations Planning and Control
Facilities utilization

Property Management and Control
Selection, Placement and Promotion
Discharge and Retirement

Training and Personnel Classification
Wage and Salary Administration

Frinpe Benefits

Grievance Procedure and Discipline
Personnel Records

Supply and Stores

Purchasing

Transportation

Comnunity Relations

Inter-Agency cooperation and Coordination

Cost Estimate Savings Estimate Actual Savings
at end at end to date
$250,000 $650,000 $38,000



Summary of Systems Survey

Project: Policy Formulation and Compliance

The following actions have taken place:

H=5

1. A presentation has been made to the council through the treasurer
using the diagram below to highlight elements felt to be signifi-
cant for further study.

2. The council has set a hearing for consideration of the study, and
has requested all agency heads to prepare written comments of the
proposed system,

Pé)licv adopted by Council

|

{
| with mandates and
'  reporting required
B S 2
Havor and agen:v heads Treasurer's t
set procedures and Committee on '
J'Jm)lementation Policy Coordination !

—His WELC e 3 ‘
Agency Aycncv Agepcy
Policy Policy Ad‘mqt Policy
Setting Settlnf' L # Setrting

A = 4™
s Deviation l ' ,
(Same as C) (Same as C)  Analysis
Inter-Agency
Coordination Voice in
Policy
Compare Setting
Assign Communi-
Blame cation Fequest
or Communicate of for
Fame results Policy E)'«:%Dtion
4
| Execution
(doing)

Cost Estimate
at end

$270,000

Savings Fstimate
at end

$680,000

Actual Savings
to date

$69,000




Sumary of Systems Survey ' Heb

Project: Policy Formulation and Compliance
The following actions have taken place:
1. 'The Mayor has apncir:ed a policy coordination committee

2. The coordinating committee has developed the following statement
to acquaint all levels of sumervision with the importance of
well-developed, consistent policies:

Explicit policies communicated within the agency to other agencies
of this povermmant and to the community we serve will provide
better service to the communitv., Policies should provide increased
service at present budret levels, or maintain present services at
lower budget levels,

Cost Lstimate Savings Estimate Actual Savings
at end at end to date

$270,000 $700,000 $121,000




Summary of Systems Survey Ha?7

Project: Policy Formulation and Compliance

The follewing actions have taken nlace:

1,

Asenda for the council now includes a report from the molicv
coordinating committee listing nroblems among the various agenciesn
topether with proposed nriorities, Whilie this is mainlv for
renorting purposes, the council has the right to revise priorities
following debate,

The policy coordinating committee prenares appropriate information
for its use and the use of the lMavor. Abstracts of this informa-
tion are available for the councilmen,

Asency heads are informed of nolicies, procedures and resnonsibili-
ties assigned in the povernment,

The cabinet secretary keeps these policies, procedures, and
responsibilities in an information center,

Cost bstimate Savings Fstimate Actual Savings
at end at end to date
$230,000 $700,000 %213,200



Summary of Systems Survey =8

Project: Policy Formulation and Compliance
The following results have been obtained from the policy study:

1. There is a sense of greater cooperation among departments of the
povernment with referrals between departments,

N
-

Services have improved as systems recommendations are more readily
implemented,

2. 'The layor has been mentioned as a candidate for higher office, and
editorials have called upon other govermmental units to follow the
lead of our departments.

The Budpet Committee of the Council has estimateda that the improved
services made possible bv this new anproach would have added a tax
burden of $800,000 under the former operation.

Cost Estimate Savings Estimate Actual Savings
at end at end to date
$230,000 $800,000 $800,000




Subject: Computerized Personnel A-praisal System Project I

A directive was received from the Director of Personnel and Manpower,
Mayor's Office, stating:

Please investigate the possibilities of developing a centralized data
bank for personnel appraisals. In the past year, high turnover and

poor job placement has ceused ineffective performance of municipal
services to the public. #hat services do the various Personnel Divisions
perform for their Departments? Is it feasible to develop a computer
program to improve these services?



Summary of Systems Survev I-1

Project: Computerized Personnel Appraisal System

The significant findings at this time in the survey of Personnel
t(ppraisal Systems are as follows:

In tne preliminary investigation of the personnel records: they
originate with the forms filled out by the applicants and processed
through tne Civil Service Commission when the occupational examinations
are verified, This initial phase of processing indicates the nced of
coordination with the Civil Service Commission in develoning the system.
Therefafter, the emplovee's records are sent to his place of assignment
and government employment documents, chanres in personal data, and
evaluations of performance are filed in that department. One of the
problems discovered is that the changes in employee records are not or
incorrectly up-dated, Also, there ic a lack of coordination between
denartments on transferring emnloyee records with transfers of assign-
ments of personnel,

Cost Estimate Savings Fstimate Actual Savings
at end at end to date
$150,000 $250,000 None




Summnary of Systems Survey I-2

Project: Computerized Personnel A-praisal System

The significant findines at this time in the survey of the Personnel
Appraisal System are as follows:

A review of the forms in the Personnel Records Section indicate that
there are too many forms used to record changes in data and that there
are inconsistancies in coding data which causes confusion in intermre-
tation both in the departments of origin and umon transfer of records
to other departments.

Cost Estimate Savines Estimate Actual Savings
at end at end to date
$150,000 $250,000 None



Summary of Systems Survey I-3

Project: Computerized Personnel Apnraisal System

The sipnificant findings at this time in the survey of Personnel
fppraisal System are as follows:

A standard form for employee records has been developed suitable for
petting employment information to computer facilitv., Also, forms
have been designed for un-dating nersonal data, change of assignments
and adding vearly performance evaluations. Along with the forms, a
coding manual has been written giving all the needed codes for the
classifications.

Cost Estimate Savings Estimate Actual Savings
at end at end to date

$150,000 $250,000 $5,000



Summary of Systems Survey T-4

Project: Computerized Personnel Appraisal System

The significant findings at this time in the survey of Personnel
Appraisal System are as follows:

As a result of a meeting with all Department Personnel Managers and
a representative of the Civil Service Commission, a system of forms
flow within departments and a transfer procedure of employee records
were worked up and approved. With this system, the forms previously
developed can now be initiated as far as using the primary employce
form,

Obtaining this data is expensive in terms of analytical effort because
of inter-personal problems (feelings are very expensive data).

Cost Estimate Savings Estimate Actual Savings
at end at end to date

$150,000 $250,000 $25,000




Surmary of Systers Survey I-5

Preject: Computerized Personnel Appraisal System

The sipnificant findings at this time in the survey of Personnel
Anpraisal System are as follows:

With the classifications, codes and the forms developed, a system
design has been developed to process these pieces of information in the
computer,

Using a file data code to identify the employee record (this code is
also on the employee record form) bv department, division, job classi-
fication, and emplovee number, the system process the inputs, performs
onerations such as, printing out personnel that fit needed job specifi-
cations to be promoted laterallv within departments., The system will
also generate management reports on turnover, transfers and section or
division manpower status (slots allocated vs. slots filled).

The system has been presented to the committee previously mentioned and
was approved,

Cost Estimate Savings lstimate Actual Savings
at end at end to date

$150,000 $250,000 $25,000



Summary of Systems Survey T=6

Project: Computerized Personnel Appraisal System

The sipnificant findings at this time in the survev of Personnel
Appraisal System are as follows:

The programming, using a card feed input and maemetic tape information
process, has been written, The debupging was coordinated bv the
systems designer and using the forms, coding and procedures has been
comleted.,

Cost Estimate Savings Istimate Actual Savings
at end at end to date

$150,000 $250,000 425,000



Summary of Systems Survev I-7

Project: Computerized Personnel Anpraisal Svstem

The significant results at this time in the survey of Personnel
Appraisal System are as follows:

/. procedure for the operations of the computer facility to nrocess the
emmlovee records has been developed. The standard operatine procedures
are as follows (examples - total list is not shown): g

Personnel Departments will fill out completely Piployee Personnel
Fecord (*1GE form A) on all employees under the Civil Service
jurisdiction.

The computer operations will arrange for all Personnel Pecords
(M"CE formA) to enter into the computer system,

All changes in data, Personal Data (MGL Form B), Assienmment Change
(MCE Form C), Emplovee Performance Evaluation (MCE Form D),
Termination/Retirement (MGE Form E) will be delivered to comnuter
onerations at 4:00 PM every Thursday of every week, In case of
holidays, etc., the day before at 4:00 PM before holiday starts,

Cost Lstimate Savings lbstimate Actual Savines

at end at end to date

$150,000 $250,000 $25,000




Summary of Systems Survey I-8
Project: Computerized Personnel Apnraisal Svstem
The svstem is now operative,

lote: Due to the necessity for accurate processing and the value
of mersonnel records, the systems must be run in parallel until
all processes are found sound -- approximately 18 months.

Cost Lstimate Savings Estimate Actual Savings
at end at end to date

$150,000 $250,000 $100,000




TO: Programming Evaluation Project K
FROM: City Managers
PROJECT: CENTRALIZED TYPING AND DUPLICATION SERVICE

The head of the duplicating department has recently returned from
a workshop given by the General Accounting Office. At this meeting
the savings resulting from typing and stenographic pools and a cen-
tralized reproduction service were presented in greut detail. It
is his impression, based on the material presented, that our clerical
and printing operations are of sufficient size to warrant such a pool.

The significant findings at this time regarding the typing pool
problem are:

1. The meeting referred to was April 4, 5, and 6 in Washington,
D.C. It was a workshop entitled, "Office Overhead - How to Keep the
Roof from Falling In."

2. The typing, steno, and duplicating reports by two other depart-
ments not connected with our line of work, both with clerical employ-
ment twice as large as ours.

3. However, both the speakers and the current literature support
the idea that savings are probable at our level of employment.

4. Further investigation seems advisable.

Cost Estimate at end $100,000
Savings Estimate at end $250,000

Actual Savings to date None



The significant findings at this time regarding the typing pool

problem are:

1. The following equipment is necessary for the efficient operation
of centralized typing and duplicating facility:
Typewriters
Dictaphones

Xerox machines

& N0 O N

Printing press
e. Miscellaneous office supplies
2. We need several new typewriters and dictaphones, a larger
Xerox machine, and the printing press is badly in need of repairs.
3. More space is needed, but this does not appear to be a major
problem as we presently have several hundred square feet available.
4. The necessary equipment was purchased and the repairs were

made.

Cost Estimate at end $100,000
Savings Estimate at end $200,000
Actual Savings to date $ 3,000



The following results have been obtained from the typing pool study:
1. Various personnel problems arose. These mainly centered
around the apparent loss of status. All the girls were assured that

they would retain their old GS rating and salary.

2. The girls finally agreed to a six months trial basis based
on our presentation, which stressed the more even distribution of work

and the possibility for a more varied work assignment.

3. The GS rating for new typing pool employees was lowered

slightly, resulting in additional savings.

4. Lost time and work due to absences has been reduced by

spreading that girl's work over the entire pool.

5. A study was made and it was determined that a large part

of our daily correspondence and reports are of a repetitive nature,

and that much time is wasted in repeatedly typing these standardized
forms. To solve this problem, an MT/ST (Magnetic Tape Selective Type-
writer) was purchased. The MT/ST consists of an IBM Selectric Type-
writer attached to a magnetic tape. As you type on the typewriter,
each item is recorded on the tape, with an identifying code number.
When you want to type that form you place the tape back in the machine,
dial the code number, and when the machine has found your item, it

automatically prints it out.

6. The administrative problems of nick up and distribution of

work were easily worked out and written up in great detail.

7. Other department managers have expressed growing interest in

this technique.

Cost Estimate at end %4100,000
Savings Estimate at end $230,000
Savings to date $149,000



The following results have been obtained from the typing pool study:

1. The typing pool has worked extremely well and everyone is

quite satisfied.
2. No further activity is required at this time.

Cost estimate at end $100,000
Savings estimate at end $230,000
Actual savings to date $180,000



FROM: Mayor, Garden City Project L

TO: Manager, Systems Management Department

PROJECT: TINTEGRATION OF HARD-CORE DISADVANTAGED HIRES INTO CIVIL SERVICE

The federal and state governments have allocated funds to the city
to be used exclusively for the integration of the hard-core unemployed
into the municipal service agencies. The Systems Department has been
given the responsibility of investigation and implementation of this
program on an inter-urban basis. As a result of the current administra-
tion's concern for the high unemployment level, the amount of funds
allocated to the city in this and other related areas in the future
may very possibly hinge upon how quickly and efficiently this program
is instituted.

FROM: Mayor, Garden City
TO: Manager, Systems Management Department
The following results have been obtained as a result of this
study:
1. A survey has been conducted supplemented with data provided
by various federal and state welfare and unemployment offices
producing the following findings:
Approximately 47 of the city's population is unemployed.
Of this 47, approximately 5000 are considered "hard-
core' disadvantaged, i.e., have not completed secondary
schooling and with a record of chronic unemployment.
2. A pilot program at a cost of less than $250,000 could be attempted.
It would consist of a one-year training period at minimum res-
ponsibility jobs with six hours of classes per week oriented

to preparing the trainee to qualify for Civil Service position.

Cost Estimate at end $250,000
Savings Estimate at end 4

Actual Savings to date None



Page 2.
1. Tests and screening have taken place and 200 possible trainees

have been selected.
a. 25 will be selected to begin as soon as possible with

another 25 to begin in about six months, thus setting
up a bi-yearly turnover.
2. The trainees will be employed at:
a. The municipal Services Building
b. City Hall
c¢. Police Administration Building
3. Final job definition will be left to the personnel administra-
tors at the various locations.
a. Typical jobs: mailroom (delivery, sorting, etc.), duplicating

services, time keeping, etc.

Cost estimate at End: $250,000
Savings Estimate at end: $600,000

Actual Savings to date: None



Page 3.

The city officials, realizing the opportunity for increased state
and federal funds as well as che social significance of this type of
program, have directed your department to get the program underway as soon as
possible. They have requested that at least one junior and one senior

analyst be devoted exclusively to the project to its completion.

Cost Estimate at end $250,000
Savings Estimate at end $600,000

Actual Savings to date None



Page 4

1. A group of personnel administrators and sociologists from
a local university have designed the weekly classroom program to be
conducted by municipal personnel directors which will emphasize:
a. Basic occupational skills
b. Preparation for the competitive Civil Service Exams
c¢. Pride, self-help, and social awareness
2. The first corps of 25 trainees has been selected representing
a cross-section of the city's disadvantaged.
3. Final assignments have been made and the starting date has

been set.

Cost Estimate at end $250,000
Savings estimate at end $600,000
Actual Savings to date $ 3,000
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Pages 5 and 6

—

5 trainees from the first group have quit.

2. Attendance has averaged to 757 per week.
Supervisors and regular employees are beginning to complain
at an increasing rate.

4. There have been various instances of overt antagonism between
trainees and regular employees.

5. Personnel administrators at the various locations have become

increasingly antipathetic toward the program and have begun

to regard it as a ''mecessary evil."

Cost Estimate at End: $300,000
Savings Estimate at End: $450,000
Actual Savings To Date: $ 10,000



1. City officials, having had the opportunity to see the trainees
at work and having read your monthly reports are highly displeased.
They have suggested that your entire Systems Group budget could be
significantly affected by the second 25 employee corps' progress and
performance.

2. The mayor has written a letter to all personnel administrators
at the three locations stressing the importance of this program and putting

them directly responsible to the Systems Group for the programs imple-
mentation.

Cost Estimate at end $300,000
Savings Estimate at end $350,000
Actual Savings to date $ 18,000
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Page 8

1. The following steps have been taken by the Systems Group to
alleviate those conditions outlined on pages 5 and 6.

a. Your Group Leaders have conducted compulsory seminars
for all supervisors explaining every phase and nbjective
of the program.

b. The supervisors have been given the responsibility of
clarifying the program to the remainder of the employees.

c¢. All supervisors have been authorized to take sterner
disciplinary measures with the trainees with respect to
delinquency, conduct, etc.

d. A complete job description for each trainee has been
requested and received with the intent to suggest more
productive and rewarding jobs.

e. To achieve better instructor-trainee rapport, local
educators and social workers have been enlisted to

conduct the classroom seesions.

Cost Estimate at end $300,000
Savings Estimate at end $525,000
Actual Savings to date $150,000



1. The preceeding innovati ns have produced significant improve-
ments in all phases of the program.

2. As a result of the now successful pregram, the federal and
state governments have doubled the city's allotments for proverty,
welfare, and employment oriented programs.

3. As a result, the city has given the Systems Department a
$30,000 budget increase for the subsequent period. (This figure will
be added to the budget for next period after calculation.)

Cost Estimate at end $325,000
Savings Estimate at end $650,000
Actual Savings to date $300,000



1. The program has been expanded to include other smaller
municipal service locations.

2. This expansion has enabled the number of trainees per
period to be increased by 507%.

3. The Systems Group has begun soliciting local businesses to
inscitute similar smaller scale programs offering their services

as consultants where-ever needed.

Cost Estimate at end $325,000
Savings Estimate at end $650,000
Actual Savings to date $650,000



FROM: Jr. Systems Analyst Project M
TO: Manager, Systems Department

Forms Controls for all Agencies

Cornsideration is necessary in the reduction of paper work generated
due to too many different types of forms. Inter-governmental agencies
are using their own forms without coordination for uniformity.

Within the individual agencies, there are many forms that are
related and could be consolidated. All forms ask too much information
which is not utilized.

Might be too many qulicates made of the same form.

We should look into this. :
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At this time some important revelations are worth mention. Most
forms are filled out in 4 copies with one having no meaningful purpose.
Many forms can be combined by adding a few lines, which would not
be used for one purpose but would be used for another. We have

formulated a few composite forms and distributed them for trial usage.

Cost Estimate at end $ 90,000
Savings Estimate at end $225,000
Actual Savings to date $ 2,000



We have further studied the number of copies used and their signi-
ficance in actual savings. There is no need for more than 3 forms.
In addition, we have discovered that the use of carbon paper between
copies is more expensive than forms which are coated on the back to
produce prints on next page. Changes were instituted in these areas

with positive results.

Cost Estimate at end $125,000
Savings Estimate at end $300,000
Actual Savings to date $ 90



The lack of coordination between agencies has been studied care-
fully and conferences held with responsible people in this area. After
much ado, about doing it their way, we made final decisions on all forms
to be used by the system. We feel that after the people acr=2pt the

idea and all the old forms are used up, chere will be much better

conditions in this area.

Cost Estimate at end $150,000
Savings Estimate at end $300,000
Actual Savings to date $200,000



The project has reached its conclusion and all things are operating well.

Cost Estimate at end $150,000
Savings Estimate at end $300,000
Actual Savings to date $300,000



PROJECT: TAX ASSESSMENT STUDY Project N

The Tax Bureau has conducted a preliminary survey to evaluate the
possibility of increased revenues through more equitable structure and

enforcement. Results are as follows:

1. Current tax revenue is $11.124 million.
2. Market valuc estimated at $597.781 million.
3. Assessed value is $366.262 million.
4. The tax rate is $30.25 per $1,000 assessment.
5. Per cent assessed to market is 61.3%.
Cost Estimate at End Savings Estimate at knd Actual Savings

$150,000 $90,000,000 none
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PROJECT: TAX ASSESSMENT STUDY

The significant findings at this time in the survey of tax assess-

ment are as follows:

1. The tax rate can be reduced if assessment is made on market
values, giving us the the same tax revenues.

2. Land values appreciate in ‘'ur city approximately 157 per
year. More frequent assessments woui. 'ncrease the accuracy of the

assessed values.

Cost Estimate at End Savings Estimate at End Actual Savings
$150,000 : $90,000,040 None




PROJE(L.T: TAX ASSESSMENT STUDY

The significant findings at this time in the survey of tax assess-

ment are as follows:

1. The citv will be divided into new tax districts for the systematic
reassessment of all properties.

2. All properties in the districts will be taxed at the new
rate of $24.75 per $1,000. The old rate cannot be used since the tax-

payers would not vote favorably in the coming elections.

Cost Estimate at End Savings Estimate at End Actual Savings
$130,000 $4,000,000 none




TO: Systems Department Manager
FROM: Chairman, Executive Committee
SUBJECT: TAX ASSESSMENT STUDY

Implementation of the reassessment program has started. We are
as vet a little slow getting started due to personnel problems,
however, as our staff grows and gets more familiar with its new func-
tions, we will show great strides in true assessment values.

Due to work done with existing departments, it was decided by
city council that we will only get credited with 157 of the actual
savings by our department. We are fighting this, since we are sure
this does not reflect as favorably on our department, however, until
this is changed, we will have to change our savings estimate from
$4,000,000 to $600,000. :

Cost Estimate at End Savings Estimate at End Savings to Date

$130,000 $600,000 $45,000



PROJECT: TAX ASSESSMENT STUDY

The significant findings at this time in the survey of tax

assessment are as follows:

Continued implementation of tax assessment program.

Cost Estimate at End Savings Estimate at End Savings to Date

- ‘ r,'-~
$130,000 $600,000 7 $120,000



PROJECT: TAX ASSESSMENT STUDY

The significant findings at this time in the survey of tax

assessment are as follows:

Continued implementation of tax ussessment program.

R

Cost Estimate at End favings Estimate at End Savingp To Date

$130,000 $600,000 $180,000

-



PROJECT: TAX ASSESSMENT STUDY

The significant findings at this time in the survey of tax assess-

ment are as follows:

Continued implementation of tax assessment program.

Cost Estimate at End Savings Estimate at End Savings To Date
)




PROJECT: TAX ASSESSMENT STUDY

The significant findings at this time in the survey of tax assess-

ment are as follows:

Continued implementation of tax assessment program.

Cost Estimate at End Savings Escimate at End Savings To Date
$150,000 $600,000 $510,000
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PROJECT: TAX ASSESSMENT STUDY

The eignificant findings at this time in the survey of tax

assessment are as follows:

Continued implementation of tax assessment program.

Cost Estimate at End Savings Estimate at End Savings To Date

$160,000 $600,000 $540,000
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PROJECT: TAX ASSESSMENT STUDY

The significant findings at this time in the survey of tax

assessment are as follows:

Continued implementation of tax assessment program.

Cost Estimate at End Savings Estimate at End Savings To Date
$170,000 $600,000 $570,000
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