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afPalic.r.

w 01;__

Am caalPQU1ler GeDeral
farPoliq .

C)



GAO Ch~ck1isto:f
Transmittal Sheets

TJpcmnCeiptare8chtnms\1dU'.ll~~recipierlt~c1insertzevisedP88esmthe IDIDUIlliftd.•
the"aJi1~iI'I!;itlJsindaebi#aJcifciJJowinldae~1IUIIIber:,Abl'akillthe~ (J!
--"tal-..reCeivtlidWillindic:ateJriisiDlcblzlles. . .

TSlip.

GPPM-69

GPPM-60

, ,..

.'G!'P'M-4S
M44
.GP.P.1tW5

GPPIrI-I6

GPPItW'l

CipPM-48

GPPMooC9

GPPM~

GPPM-61

GPPM-62

GPPM-53

GPPM-54

GPPM-55

GPPM-56

GPPM-5'1

GPPM-SB .
;".,•...... \

TWeJrnttj,"
"GPPJ441

GPJ'JrI.z2

DJiA.

G!'PM.zs
GJ:IPJ,te2C .

G!'PI446
GPPJ4.26

GPP!rI41

GPPld·28

GPPIri-29

GJ'PM.3O

GPPM-31

GPPld-32

GI'Pld-33

GPPM-34

GPPM-35

GPPM..s6

GPPM-3'1

.G!'PM-3S

GPPM-39

GPPM-40

3197

11/96

11/96

..

JWeOn!tieJs

11196·.

11/96

. 11/96

GPPM-l

.GPJIJI.a

.G!'PIf.8'

GPPM.4
..GPP.M.6

GPPMo6

GJlPM..7

dPPM-8

.GPPJ1.9

GI'PM·IO

GPPM-11

GPPM-12

GPPJrI-13

GPPld-14

GPPM-15

GPPM-16

GPPJrI.o17

GPPJI~18

GPPM·19

.'PMoZO

o

o G.aalhllduJPsc.d..·....ut



C)



,- 0

,

o



.r=;
I

'~/,.' .' ,,~'-:{i~~!::',:' .:. f,' ',: c' />""r

·····~ l'l:JI•..IId.,..IdJl1JNler~·_wepia
., ~.....IIbad1J.i

• incnuedworJcpaper and JeJated mes recention from8,.,. to6,... (",/1L1~ _~l.fl); alii!
•~.·~ceOt,~~~~tnr«an~~.:

'·,...)~~·..~(..'1%N:'1Ll..a.
.......',"".'Ut '.~."'\ ,. .. , ,............~ ':"'~.->~··<·.:l·'·;'·· ,.

,~~~~.i.-.JIadados.n ...~
~:i,,;~~,~:~Gai--s,..farbadaa.elBl
1IIii[,~~.,~~8D,18S2..EeJ-dalec:bllllel-
~"".~~"·i",,"h_NlIGA()wII1di1tbe.
'~'~,;_,:M.;(....a.l4).~'trbsa<aOlldlttam
&bIt.~";.I""!JetdrjetedfepartaDdtbellleClia baw
beIan' the QmCeorJlubJic,AfflUsIIbcIUIdbe
,~J»:Fia*"d.~:.:( ,:1IN).

Policy-Related
Publications' '

~tIaI!lbIIIIUJ~~'..Jefennces to autianal
pDbJicd,..,tbltprDvlde.~ level afdetall GIl a·1IION amuw
tapic. 'nae.e pub1ieatiOAS,or .maI1AYbooJcs • tbeyarenfemld
tD•...-.D1haft'been disaibutecUo aDsd~wiIO, receive
tbe .....-s Utoctilllpter16.0. . . ..' .'

1f~_adcUIiaaal eopieSotthlse publications orneed..
........,baEto........JtftI cml obtain &hem~DoeameaII
.~.202IZ'7&o67AL You may Yo _,our nquest toaov
258-4066. '

Automated Policy
Guida.1l.ce.System

'!becIumI.~~in1hiS·~·.eethave.been
~inJO~O'sA.utol!·!fJdPolicyGuidInceS,...Tbis,
naemClll be.c:ceaed~~ III)'perIOIIII COIlijAlWwitb
~&IId'lDodem·•• 1IIfanDIIi0llan_.,... is included in
the ItWoJlJltedPOljCvGpjdant:l·smcm JJac(1 Guide (GAO'OP-81.z)
orcu be obtained from:JOur dMSOI\ or.omce.,.. c:oontiDatDr.

'1beOlliceorPo1icy~bautomlted.,... to quickly
c:aIIIJIIImi~newo~~PQ1iciesorprocedurs.1beIefore, sratr
1boWd·~YieWtbe.··nc:eDtc:banps modUleofb.,... tD
tlllUl'f:tbattbe1hPe~ iDfDnDltian wberl
~GAO's I\Iidalice By UIinC the.,stem, c:bqes can be
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GAO Ualted Star. ' '" ,,'
General AccoanUng omc:e
WuhiJI8t,on, D.C. 20548

() O1Ilc:e,ofPolicy

o

AddTe~SIil:g"i:;r":":"tJ'" "
EconoIDic Issues

Automated PolleY
Guidance System

Filing Instructions

,')_~~:for~.CH1in~'GenC:EaI"Po1iCirslPmsedllt!!SManuai
.'i~'(.?lSchaPter!17~O, ~EConomicPoliCY lssues-PolicySummary.-

:<\;<,., "'F",-';):,:,:,:- ,:" ,;:,~:_, ,," , '" ':,"';,':'

CNaPt.er·l~'bQ ~bes.GAo,.,pc:Wciesandprocedures for etl'ectively
',-.tdiiSSing~~mi~~,iI\~assiIJUnentS·hdiscualeseeo
"rttmifc·!~~.,incl~diDgp~t,~.aearlalysiS"andexpl8inS·,,~
'use ofconstantPC).Wbt!in,'~andcompazU1gDlc:metar)'

~9~'~_'';;~;!~~\~.·dfJllC:libes" ••~"for·()b~
~ip.ance.tbenSUrethe~!cjfeColl~ljUe'·~ .U8eclirlour
work. ";

, 1'-':,'.

0(':·':"t11'f;,:';,: ,i:.;',?:·~~,;:.~~/.,\::~',

ThiS;rH!Wc:tIaptel'§.sbeenirleoJ1,Orated#atoGAQ's~~'.c
P01icy,G1IidaneeS~ ,TheA1Jtona8ted~lic)rGuipance, System
can be accessed easily through anYpersonalco~uterwit.b '
·Crosstalk- and 'alllodem. ,lnfonnafjon.oo the system is included in .
theAutpmatedPoUs:y GlIi~anseSystemUser's GuideCGAO/OP-91-2)
or~ be obtainecUrom your dMsion oroflicesystem coordinator.

Theomceof Policy uses the ,automa.tedPtoquicklYCOmmmU
eate new or reviSedpoliciesorproeedures· Therefore,statrShould
frequentJyViewthereeerttchanges module ofthe~to"ensure
that ttaey ha~c:wTentinforrnationwhenresean:hing,GAO'Sguid
anee. ,BY using,theS)'Stem. we can update GAO'$gwdance in'a .
timely manner. Periodic:8lJy, printed copies of all·ofthechanges wm
be made available.

'Remove the following materialfrom the~:

• Table of Contents, pagesm,xx,and xxi.

• Chapter 17.0.

lnsen the following material:

• Table of Contents, pages xix, xx, and xxi.

• Chapterg~9·

A divider for chapter 17 was provided with the initial issuance of the
.GffM, Transmittal Sheet No. I, November 1992. Penlink changes

()



GcacraJ PPJldntPmc:r:dprn MappaJ •
~ Slteet No. 2

should be made tD the divider tD Idect the actual title of the cbapter
iaued with this.1:I'aIIImiUa1. .. .

In .&iiUon, • traIIIII1l1t&la.belrt ispllt ofthellllilwlJ and 8hould be
,1Ued,wUh the divider:entttled!'1'nnsmitraUDleets.-

~~t!?~
.". ,"',,' '...-.,.,..

BriD'.Cnnvley·
AIIi*tt:ColnpUQ1Ier GenIal
far Policy
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Automated Policy
GuidanceSysteIll

This llewc:b.8pterhiSbeeU~imo.GA.O·sA.ut.amatedPa1icy
GuidmcffS)'stf.tn.Theq;tem'.canbeaccessedfllSDythrough,&tW)eJSoDal
CGltlputer with.Crosstalkanda Dlociem.lnfomudi0n.on~eQSteIi\is

,iIu::ludedinthe Automated POlicy Guidance~User's,Guide
{GAOIOP~l--2)arClllbeobtained from yOUr division or otacejystem ,
coordiIIator.

, ·~····Q$~Of,Pca1iey.uses.tbe·~~tO:quic:K1,V~
new orfevised palicieS.arpioc:eduTes. Therefore, staffshouldfniqueDtl;y

o
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Filirag"!nstructions

Yi-.r,tbeJeclllt.....mrMJa1eoftbe8,stemto...t.bat·tbe,v'haft
=_tDfarmdonwhtD~GAO'. pid_ri ByUilizllthe '
.)8_theo.maeafPa1iey-.~cao'. -'ceiDatimeJf,
.......PeIWIctJlv.pzlliteclcrJPl,el olaDthecbq_will bemade

JlelllDfte:twpt.erUaftileG!'PAfadiM"J~ c:bJpt.er'.2. .

AJIo16ii1f#f!,~~lIItd;~~~tbeTab1eofCratemaaDdm.rtNVJlecl
.~~"!,zp.;,,i', """;":'?';?ii';;.l"·" ' "., " ".
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General PolicieslProceduresManual
Transmittal Sheet No.4

Introduction

Highlights of Changes

Autom8.ted· Policy
Guidance System

Filing Instructions

AUachedforilUrertianinthe.GeneftI1 Policiea'Procedures Manual-CGPPM)
cerevised vDcms otcbaptA!!lS<to, Standards-PoJicy S!iri!mary;~
Geneml Standards; 4.2, Fieldworkand-Rep~ Standard!; for
PerfonnanceAuclit&'Evaluaticms; aDd 4.3, FieldWorkandRepor!ing
Standard$fot f1nancUl1Audits. '!be~ ccmfonn our manual to the

. YeIlowBoolic (1994 BmsioJi). -- - --- .~.
~>,''::

'lhe maJor c:baDgesce SUllUlllliZedinappendiz I ofcb8pter4.0 (pp.<t()'11
ad <tQ..12). These cllangesalfflCttheconductofpezfQDlUlDce
audits/evaluationsand .f:ialau.dits.Chapter4.0-highlights the chqes
wbichare.desc:ribed ingrUt.et detdin c:baptAn.4.2 and _4.3. lqior
c:bange$Were notDiadeto~ter4.1,_-General Standards."

These revised chBpters have been inCOJ:pQnlted iIIto GAO'S Automated
Policy Guidance System. The Automated Policy Guidance s,stem can be
accessed easily through anypersonal computerwith -Crosstalk- and a
modem. Infonnation on the system is included in the Automated Policy
Guidance System UsertsGuide (GAOIOP0814) or can be obtained fromyoar
division or otIice-system coord.inar.or..

The OfDce of Policy uses theaut.omated system to quickly communicate
new orrevised policies orprocedures. Therefore,staft' should frequently
view the recent changes module ofthe system to ensuretbat the'Yhave
current infOl'lNltion when researcbingGAO'S guidance. By using the
1JIt,em, we can update GAO'S guidance in a timely manner. PeriodicaDy.
pIinted Copies ofall ofthe-changes will be made available.

Bemove chapters 4.0,4.1,4.2, and 4.3 ofthe GPPM and insert the reviled
chapters 4.0, 4.1, 4.2, and 4.3. -

Also remove the CUlTeIlt Table ofeaDtents and insert the Table of
Contents dated September 1995.

....GI'PII'l'86-1
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General PolicieslPpoce.duresManual 
Transmittal SlleetNo. 5

o

Introduction.

Highlights of.Changes.

\utomated Policy
Guidance System

Filing Instructions

A1IIIchedfariDlerDcmintheGeMral PoJicies'Procedures Manual {GPPt
isarevi8ed 'ft!IIIioIaGfCMpterl6.2, Dealing with the Media.

, .

• .CODfarms the DIIIlual's:lUidacnb GAO'scwtebtpradice~ricIendfJiDg
CoDgressioDal requesters;

• ItateStblit GAO'S patiey iUD nfa8e invitaDOlIS to IIppearem caJl.iD -.aIk"
JlNllaus; ad

• ·pmvidesthe OfIice ofPublic Amlir's -cc:MaII- address. MEMO, OPA

"!be revisedc:bapterba been inc:orporated. into GAO'S Automated Policy
Guidance System. 'I1leADr.oluted Policy GuidanceSysrem can be
.8CcI!Sled easilytbrough anYpezscmal computerwith~CrasstaIk- and a
modem. Infmmationon the s,stem is included·jn the Automated Policy
Guidance System User Guide (GAOtON14) or can be obrainecl frOm JOUr
division or dee S>'*m coonIiruII:ar.

"!be O1Iice orPolicy uses the 8lJb:lDl8 ted system to quickly commUDieate
DeW or IeVi.Iedpaticies orprocedures. 'Iberefme. sr.aff'should frequent!y
view the recent chanIes module of the .S)'Stem to ensure tbIIt they have
cummt information when searcbing GAO'S guidance. By usiIIg the SJStem.
we C8Ilupdate cao's guidance in. timely manner. PeriodicaDy,prjDted
~esordorthe~esdbe~~~

Remcm the aisriIIg.chapter 15.2 of the GPPM8Ild replace itwith tbf!
nMsed chapter. -

Also remove.pagt!S six throughDi orthe Table of Contents and iIuIert tho
DeW pages six throughDi, dared November 1995.

....Gl'I'Il'J'8I-l ...... hIIld.'l'r11 .........-N.'....U:
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General PolicieslProceduresManual
Transmittal Sheet No.6

.AaacbedforiDserlionillth!~eralPolicies'ProceduresManual (GPPM)'
is the revised version ofchap.6, "Planning and MaDagingJobs.-'Ibis
revision mccnporates the changes made by GAD'S job procesS reengineeriDg
dons.

Highlights of Changes

Chapter Structure' .

CoIftpnanceWitti.Policies
md Procedures .

Compliance With Generally
Accepted Govenunent
AllditingStatldards
(~~) .., ....

Key Job Meetings

.'DlefoDo'lriialtei1nS ~:lIst!cf'ipthis chapter to describe the degree of
~c~mpJianceWithPoliciesandprocedures:

.. .. 'Af1lSt1lt~tb8t~ItlpJianeeis.maIld8tO!'f'lhe~Ofp"#fringDd
~'IIlU$t~~..~ceP~~to ~th~~obJ1llmagement~
~~e:s~d~I'oc:ecl~~~~~.r-xceptiOIlS mUSt be'docUmentA!cf.'

e ShtnUd rneaDSthat~mpJianbeiseXpected 1III1ess there is a reasonable
basis f~r departUJ;e.$uchd~ are to be documented.

• J(czymeansttuatfhis iSa good praCitlee but compJianeeis optional.

Thereq1Dled ae:tivitie!S~d ttleuseof the tools in the job management
processh~ ensure that GAO jobs are in compliance with GAGAS.

The job~ementprocess 4!ncourages the team to hold key meetings
throughout thejobtpsbare information and obtain input andbuy~ from
sr.akebold,eI$ on'~,

ejobdesign(~design~irlsec.a3);

o



0IDce .tPOuei
ChMIaI........•......1IaIIuI
'hIu-taaJ h.tNo. •

-jobpropessin~t.tieproduct's message (see OpDollalDl!J$(I,e
cbeckiD8eC.6.4); . .' .

• product'sm....e (see mesllleqreemeDt meem.g ill II!C. 6.4); .

.-resolUliml of.staDholderCODllDI'USona~(.~ IlIDPlldtil:lMC.6.6). . ' ...'" .. . '. ' -

'11ps on pnpadDgfar, conduCClDg, and doc:ameIdiDg these mee_are
delIc:dbedinappendiDslllthe~ft secdcms. .

Required DrattReviewS
,. .' '. ~dfBCe«)f'Gentn1CoUlllel#ulotheraffected divisiODS and oflicesan

~ to zmewJlroclU~ttefcR release. Their review and agreemeDt
8hould be obtliDedad'documf!Dtedalcmgwith tbatofother sralceholdem
cluringconcmn!Dt review and leS01uDOIl (see sec. 6.6). Iftheir' revieW is
~C)btai.tled,ltihouldDe documented'· . ·theGAofmm'124,
~RePortt:lemnce~ent· (sie':c.nc6.6). ..... . ..........•.

'=00.·:-mm-...-.... ~1DU-.'.' .":"'·.ca.~.·~.tiI=--ng-~Wi..·.=I.""!th.-·."-'"~.~~1he.-~job-...-.--.....~....-.•.~,"ent~'.~..•. - ..-.• -.'-".~.···~·...h-.SI-·zes-·_.......__. 'i.-......-co-·---·a-·.Da1-·.-~-~. ... ..~ .·~eDlP. . ----"-16 .ngressl
CongressiQna1Requesters nqu~mfflftnedaIKa~~~~esign andprocress.1he ftSJK)DSible

isSue..direCtorard~aCknowledges acollp'eSSion81request (8M
1IeCo:6.1).11le~~

• altateIIleDtOf~'l_When GAO intends to respond to the requester's
,~ons but needs~eto.pecpaatelydesign the job (see sec. 6.2), and '

•. a commianentleuerto describe the job.design, plans far commumeatiDg
abQut,jC)b status,~ the~Ct de1iVerydlte (see sec. 6.3). .

On-Time Delivery

Forthcoming Changes

In the job management ptOCeSS, the team is ezpected.to cIeliw:r~
product on ar before the issue date agreed to in the c:ommitment letter. If
this date is ftViIed due to IdgniBcantchqes c:ausedbytherequesf.er,
meedngthe newd_ .•. nonnaDy documented ina reviled c:ommiIment
lecter--is CODSidered • em-dmeclelivery. If the product is delayed for .
other reascms, it is DDt coMideledem-tiJ:ne..(See sec. 6.4.)

Several task forces IIl"e currently refining aspects of the job llUllUlgelDent
process, foruample. the work ofthe Job St.ariS Group and the use of



Automated Policy

F11ing Instructions

omee otP0Ue7
Geaen1~_""uI
'InIIaIDIaal SIa.., No. ,

projectpla,n$far IJUlDIIingJobs.As rdnemems are made, these aspedS
wm be updat.ed.Jn additicm, references tD cblptezs·otber ttum.6in the
GPPM, • well as the CommUDicatioasManual, will be updatecl to include
materials related to thejobllUlD8Plllent process.

'!be JeVisedcbapterbasbeeninc:mponatedillto GAO'S ADtDmated PoIiq
Guidance SJII;emwbich CIIlbeacc_ed through qpel'lOlUl1computer
em GAO's LAN.

BemOWJ cbaPten6.0tmo1Jlh6.50ftheGPPM8Ild.iDselt·the~
cbapt.er 6wbic:h includesllediOll& 6.0throalh 6.1.

~ out the iDfomud1oJl nprding cbepter6.0 through 6.5 OIl pages'fii
through Ix oftheTab1eofConteDts mel insert the~ far Chapter 6.

~·OP~~---~~~

~~
Assistam Comprroller General
for PoIiC)' . .

Attacbmem.s

o
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General .PolicieslProc.e.drites·.MaIlliaI
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Compliatlce WitilPoliCies
and Procedures

Compliance ,With:Generally
Accepted Government
Auditing Standards

Key'Requirements

~MustWorkpapers
Contain?

A1t#heclf~onJll1be:~'PoJic:ieSlPioc:e4ures.ltfau~<G1':PMl·
istiaerevised,~49f_~~11,~orkpapem.·:1bJs ~.simPifties
8D~,~es,~'''4incmporates the Changes included in
caO'SJo~~~Orts. '

. _:... ... '" ,', :. ""'." .. , , , , .,., - .' ,'_"" ;' ... , ... " " ...., ,"; .... ,~.;.'. ',__ .. _, .. -', ," _, - ....,. _, :_, ';' ,.1.'

. -;.-

1befouOWiDitetmsare .UsecUntms dulpter to describe the degree of
required compliance with policies and procedures:

'. ','-', ... ,'.' .... : '.. '-....- " '.-"

, .. " , .. '- .:i'" '"':,""'~ .< '. .

•. Jfutme8ilstlUltC:oDip1i8nc:eislll8lldat.ol)'.TtHntirectorot~8nd
~must'appruVe~oDS to using the job management process
polic:iesmd prOcedUlesjand sudiexceptions must be documented.

'•.. SIwUl4·me8DSth8teOmpJiance·is'~ unI.there~iL~l~
basis fordeJ)8rture.'ADylrilclidep8ztUre should be documented.

:;.. "

"MczyllleanS tbattbiS isa goodPrac:tice but compliance is optionaL

,.pteparaDon,rt!\'iew,0rgaNzm0n, md retention ofworkpapers in a
manner consiStent with the polic:ieSand procedures contained in this '
chapter will help ensure that GAO jobs are. in compliancewithgeneraIly
acceptedgovemmentauditingstandards (GAGAS).

The chapter uses thetenn wor1qlapersto include an records preparedOl'
.coDectedin the processof~ajob or supportillgajOb'sfiDdirigS, .
conclusions or recommendations. This usage of the tenn is consistent With
GAGAS. Worlcpapers for ajob must contain the evidence for the work
done to address the job's objecCive(s); as well as .the evidence for the
findings, conclusi()DS, and recommendations. The worlcpapers for a job are
contained in tbeJob Management anciProciuct File and the evidentiary
files. The Job Management and Product File'replaces the Master Product
Folder and the administrative file, bundle, or binder. (See pp. 11-2 to 11-4.)

Pqe GPPMTS7-!
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Wb8tSCandlrdsMust .
Wad&pape!sGorilplyWitli?

;' '.;,0'::.,.

Bow May Worlcpapers Be
Shared and Must'lbeyBe
Saf~'

When May Workpapers Be .'
SbaredlVith Non-GAO Stafrl

. WhichWorlcpapers Must Be
. Retained?

Automated Policy

FiIing.InstruCtions .

otIIeeof'....,.·· >
~.~ .......
Tr-_acw 111..1 No. "1

n
•

W~in#·CcHIIJ)b'wJth·G.AGASand GAOstan'" trkn ..
".ecme...uy;~;*,~~;~ete andacc:umte; workpapem must
.·be~c:1_.na~d8ble; and workpapem must use a
.~f6muit.'lhe·~rmewofworJcPapemeDlUn!S
complimce with GAGAS and'GAO policies and procedures.(Seepp.l1-4 to

. 1106andpp.U-1,tD 11-8.)

W~atld ..•elect!oni~be'~With ••~~ .•·~
·!~~rel~JJ.~~~~wh~ther~qr~,m~ ..
¥~~:na.~es~,procedures enco~~sbIIdpgo#: .'
8U~ilat:onDati~PJUVidiDgatl~~are~t.o~~~potentjeJ
~Or~U8eot~~(Seepp·l1it.o.l1~I~) .,C.···

Wo~;~~8bouldusually DOtbe sharedwit!lD~
··BtaftWorkpapers~_clo8edjobsmaybe Shared with the
CoJ:ireas,otberlfJV'f:RURentagellCies, or the public on a c:ase-by-e:ue
basis.~pp.~1-16ancJ 11-11.1

Workpapers~1Ite4,,mllcl~jobsmust be retained for amiDimum ~/.'or5788fLEtu:htli.t1isiAm mvst .tDbl1.M4"umJorSlDrage tmd fla1J
~oJtDO~.1ftMtI1O'I"kp4perstm4 clo8edjob IIn1l1Dtt'leffd.ed. \

.ft1l"jDlJInp""1Jar~JIII.~4ttM enilofejob,the~
tDOfi-pca~.shDu1IlbeJI'-eptl;red/or stmage. 77IeJob.M~ C&tId .
PnJd.ut:t.J!'ile~~~iJ&e4tH~.Etu:h4i11i8Wn.'sflltt,n/Jlr.
s~sh0,u4 ·~.G •.IDg.o.fthe"ObM~ ·cmllPJT1d,v,(;t;tiJJJJS. .
.(See pp011-~8t.o l1~~L)

.' The~ chapterhas been incorporated into GAO'S Automated Policy
Guidance System, which can~~cessedthrough anypemoNilcomputer
on GAO'S LAN..

RemovechaptA!rS lLO through lL20ftheGPPM and insert the reviSed ';
chapter 11. .

Also remove pages ziii-xvifrom.the Table ofContents and iDRrt revised
pages.

o
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AuditlEvaluatioB<Aathontjr....
Policy Suinmary

GAo'sJ'OIil7jsto~lI:Saactit&levaluatiOll5 offederIJ plVgraDIS,
"';liid:lvliils,irictfa:ndic:msWitldnlbelimitsand to tile tuD meat ofils

leP\ttivedelepti.
, ,',:.', :'.' ':,",',; --', --';::"j~j{,:~

GAOJlUbta.d~1IId~an~tormewllld.e9aluIIe
fedeaJ IItIIC1~ actiriUes. CId1'IIncIians IIIdau- tbIt
_~.nisted.• ".· , ',

:, 'j -;' ;,:.:,~'

,.' -','. ': .""~:' ,:~,-;"'; '.\:.:,;:', ;'::;.:'~~ ..',:,iict';:"_::,_I,::):':::{I~".;',-:,:»: ,:".ti,:,i,:,,;' 'i.'::.',::~{{;\',<:';':,:"::::,, ':': ';,:;: ',:':',",;,:>;, -:.;':.', ",' ' :".' ",.,', '" .. ', " .:

.··".A,.......·~.Qfr&AQ~~work·daneill,.pOIIIetolJllCllc

.'~q{~~~1IIdMezrIbers ''1'hI!--
db.~t.rto~the etb,JecdteiarG.A.Q'. baicH!lisleticm, •
~~~~.".sj~GAQ ob,;ec:tives..

W1th1lllCll~~,GAO ...propmnad
IJ'Ii,pUnentplaaaiItI....to ensurebtJII·1imfttd ,..ces an!
dincted to dae..sipdIi.c:IIItDlUcmalillues tI) wbich it canllUlke
a'-cantcantdbuciCIIL' .

GAO'. aatharities are wen known throuIhoatpezlunllftt. Bat, at
. tilDes, itsapt to nview·panic:uIar openUans oracemties or tI)

obtain access toeenain nc:ards is quemaned. 'Whsl this happeas,
GAO*8.-amnU tM cm'ice D/tM Geural CcuuIl. (OGC).
OGCadvises in identifying ad iIlteIpreliJll GAO'. audit..
eva1U1Dcm authority. (GuidDce is included in ell. ',-Qbtaini&Ic
AcceIsto lIIfOftllatiaD.j

o

Key Responsibilities law CIfm cUnIctDrs adItIrngional~ (1IfIIl~
~ngional~jDr~~)
are respo:hSib1e for ensuriIIg.t!IIt

• .workplans and perfOftUllCe~meetdae full scope of
lea;sJetivede1egations ill the areas of their respcmsibDity, in
accordance with.pqtun and assignment p1aIming NCI'li1ementa;

• stI!f1Dldenu.nd the statutor.Yad otherauthorities UDderwhich
GAOwor~ togetherwith restridiOllS 01\ thole IUthorities; ad

•. probleli1S ill obtaiDirlgaecess toneedecfrecards are promptly
idenUfied and resolwld.

(~)
~M._I····

E

~-
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AuditlEVaIuation,Authority

GeneraIAua!tiancr' ',
EvaluationAuthority

Basic Legislative -.
Responsibilities

Congressional Requests

'GAO'apQJIe11sto~m#ltsaudi1lleval1JlDGm otfeclerllpmpams,
~adfancCiOrlsWlOdn the JimiIa and to Ule full extem otUl

"': ........del'."ians. '

,Wilhtbepasslae,aftbe·BudIetan4Accou:nti11g Nftaf1921, the
"...cft:ltedGAQ,UrUIIrtbe'diredion Of the 'ComptrQDer 
Generaloftbe tmited Slates,r.c»~entIy Nt..eucative
acene1~"'~pveGAO broad 8IItbadt7ad
nsponsibDityto &1Idtt~,qezu:ies and torepart dincd;y tottle
,.c..cn-·CIIlIllIDIIJt_~.tI)'.tl\ereceiplt distJmRmeat, and.eafpublic JDaneI. ' . ... ,,' " , '

'DIrouIb IIIIlt!IIdmeIds to die.~111Ct and other GAGcpecIic
'eliNeti_GAOilnqlliri!dto~ issues &hat theCompt:raDer
~beJievIs,'WIIl ••st':tMi~e.,~,'GAO"audits
~adminiIrend,prqj--.oVemmentcmporadoDsto

.;. .,,;.,'" .:.,":;,:/'\

ecletet'mifte theutentto which ac:Counancand iinancial reports fIdb'
disclOle &hetman~~t:m$o!d~aDdapnc:ie'%

• 'eDSUft c:rmsJstent opezaticm,otfmancial accounting systems 8IId the
app1icatianof~~l~~ and proceduns.

Wbilepntizlg the CompUOUer General broad discretion to decide
wldc:h~~&1id~,~~fetainedthe Dgbttonquest
IJM't",IDc GAO ·ssistanee.' Faren_, through the BudgetaDd

Mo.....1111



Authority to Audit
Q-.am4=;.. Pro·'•... ...'.....
u.t'~C grams

QI. lJi 1.l
~.....--
Acc:D1IIIIiD&.Act or1S21..•mdUied In 31 VAC. 112, tile ConpIIIs
nquir5 tbe CamptmDerGeneml to .

•.JavetU...ead~tD""'BoulleottheCoDP-artoa
caqreaiGDlto..m, baiD&Jari'dieticm 0V8l' I'eNIIUe,
·IIPPNPri..atIiI,.ar aad

• liftaCOftll Ii_~ee....~iCfii~fIIIIr'iilii.....
iIPPIOPi'....ar~.belP.aDd~rmI1l1aait.,....

'DIe l";"etWeleozpnlpti_ActatJrlO, .iCodlriedkisitiS.c.
-n?, nqutns tbeCaatpllallerG.eraHomviR' and evaluIte tile
...ar.,'Ulul.." ....and ac:Iitt:aieI

.: .' ~. ':'", ',"', :.'

• ...,.........Wtbe Caapi IS.

.vpca OWilw",...,.,..
. : .'

." ~JiIu.I~ed·Iri·_ arr.en- eDIIIIIdUee orby-.vJcdat
carmn'Uee Oftbe &wD ba9tn&juriadidian cm:r8UChPicenaa
aacdviCieL

(.--=:J
AI&JIIIJI8r f#pcdiQt, GAOS....eqaal·....to NCP'" from .,
BIhkiD&~."""'lIDdto.nquestafraJD c:nmsntcIee Qwizs
'!'odiealIDpracdcll,CW) aIIo nspaMs to indivictuIlJlembea'
.~ cs- ch. 3,"SupJiOlCbtl the CaDpoeIs.-,

MlIIIlCIu......audaariIiIIJ~~and Gther em&
stw.z:inI propams spec:lGcaDyprc:Mde far GAO audiIs GId ICC_ to
NCGUtLSimO'rI11 unadverdIed·CXIIIInCIB include cl....pruVidmc
GAO IcceIS tDpedhleiltboolcs, JIIPftS, ad records Ofthe
.CDJIII8dDrS lAId sabemltnietDII.

Prutlaer, the caaeress..t:ts~"",to eahlnceGAC)'8 audit
-.cIeMntion~Wbmneecle4. In 1814, for emuple, the .
CcJDItess nquiNcI the ComptIo1lerGeDeral to leView each es.eeutive
bruch·defaral or ftl'Cinjon otbudptamllUilt). '!'be ConIreDmo

ND' .... lIa



"~'L1

~·•• Iet·

.··.',1i~·G40to,lIIICItteeriaiD~._·aetmties,
~apeadicuns, e:ntrIYpropams, ad lUft)'.other.•.,........ ,,-, ..

. III~GAO;••lJd.ttazr.devalU1ltiOl'l~ ..
~f\!Sijftbe~"··GenI!Iat .......·haftllCCllS·tDlIII
accoama,nconts,doca:IIaeIda, IIIdN1l.tedmat.erialS-peniaillittotbe
esaminaUaD....•... ....;................• ··AltbouIh... ··.··.·.the.···.···.above.·.···•.. · .. ·•. ··•. c1esctipti_.· cItaudltmtbadUts)
iDclude80me nquilenlidl for IItIICies topnWide DelA'g",
mc:mds, c:bapter''l, -obtaiDtrtI·N;C- to JDfoDnati......dad1
espIains GAO'. access audlarltJ.

~f~·.~· .......'etjonthat ftlQIIift:S GAO.to·mieW

..=:~"'::'==::';-==:_~
orle.i')~""" ....).....;G1() CGIIIid.. tilebllk;1eIi"etjve
.athe.Jib-betIIIIfIicieDt.-ljt"·.-'1IICfttIezIbD\t)'tDpmfaaD
~;t.~,~!",~ ..e.,.~.GAChrm.1IIIdeI'IaDtile
ICItedietie..whsa nqajnd..

;\,,:,;',<>:;'

Aecess-to-Reeords
Authority

,
",",,,,

(j

Restrictions. on
Audit Authority

cen.in -eellCieslDd.crmtiesazeputiaDyaeDipttram GAO...
byspecme staUJr.-For«nmple, the CenIralJllteDilenceApIIcJ
(ClA)may"mcmiesDlldeavaDable forCOlllclenUll espeNtI&:ara,
aceountedfor an the~ottbe ~,CIA, Witboutftllrd
to laws .cMniingthe auditing oUedera1 fuNIs. Cenaintntemetiaaal
mpnizItiODSto which &he thdtecI Stares cantdbureslllGllits8ft.
aoemptfromGAO audit.

Wo...lID

Because.laws maypa8e addldonal remietions an the acope. ofGAO
authority, the omceotu.. General CoanIelCOGC)pJaJsllll"211tia1
rule In inteIpretirll the full acope ofGAO'. audit respemsibIUties md
shouldbecant.etecUorasimnce. Foradditional iDfanDatiaIlGll
obtaining Im$".UlCefram OGC,1ee CbIpter·l8, "ObtaiIIin&x.pl
Assisr.ance.•

Relatedl\'.taterials

OtherChapte1'S of
This Manual
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:BaslcG.A.OdbJectives~
Policy Summary

'1be1llDltYisIb)e. orGA()'11UPJIOZ't to the ceaur-~J~'!i'~
·fedeIIl~~IIIdfr&ndians. . .. .,," .

GAO'sPQ1ic1istDped'ann'Warktblt:
, ,; . :.;<'

<' •.-;'. • , ... '. • .... ,'.' ",",'

• .COmrib1IteS to honest, emdatlllllllleJllllDad fuIlaccoumabi1l1:1
~""ftii ....IMIt,. :y' •....•..

• \ iv;,pftWidiac lrSembeD oftlieCcmpls lAd
'. ·:.· '".; po.1IctiJ.II"~illfortllUiOA,anbiuId
·'~: ~NC """ilimticmsCIDhowbeltto..public
.~mlUlJJlCftaf"·._ad1fe1l·beinI oftheAml!llicapeop&" '. . '.'

, ~:', :,":,"/.1.; 'I' .; ':;' ,',,i',',-;,: ' ':'I~

PoliCY

SUPP()~t.1'l£t.Congress' .'

Sources;of.Assignments

o
.. ·lPIdfienqUlllati1~_lCDllllllitt.ees orMembers.

'. ·1ItaNtiftI~tD~ CUlIutDu,ees,

• ~clepll"eq\lilailelltl1i,~

• BLRIwIt1dn1rbicbGAO.COncluc:IsISSip\mems kDowIl to be ofpeat
significance or c:angressionllimerest.

Assignment Objec:ttve(s)" " GAO's rftlews aioet1PicaD1.·dincred totbe'foD~

·,~··~maa.:··lInpivyingllenCYmdpropau,
acd)wltil ·.·6fiMzu:iil.•... ".. >c•• ' ..... ...• Beviews... ' . . h · •.•u.e.1&. ,...~ "-,, ..
objedi'.WielYiiliiol'ft~l11t3r·IIldstewardshtp.'.~•.1IeIp
ensm'trtbat furlds arispentpnKleiltlj~asintencled bythe c:emcn-.'
and are propedy acedwltedfor,tbIt prupert)' isadequl:tely
COIISZ'011ed; and that llIIIIIIeIS limthe timely and nliable
iDfcmnation they need tDJIIIIIIIe·their opezaUcms e!fecl:iYeb'.



".,.,..1.0"'eGAO OIditd•• M ....• .,

•~ I&fIIl~ f'IDiea: ··M'JciD&federal.p.tUIlaIIISand
operaIicms mareeconoadcal lllld eIfedM. Bmews bavDtI. ec&1IIOII\Y
and dci.,-·o!Uedi••deteaniI ,....s ·ot
,....famdlCIIl........ illldhDwrJ.-a ClDbe to
IlleetPfOllUl otVecU..betterarat1GW8' ca&

,;->.'.',:-::',,"'"

• Pnwt- ••"'II' .il!DiIa:"JllipaovJlillbe....to wbic:h fedal
propns8nd oper,ua..acbiegecaap. .~,...
' ' :.IaeIIt1eJll"""OdDl...."..tD

,'MIl "'.1iIb wIiiilJllIII,· 1JDpalieJ.ar~
.·....·...,IncIndeIdwillDl ·itemai...b7ar

, ;'.+lbC__';";:,(',·,:;
. -, -.

• • Op&iOu.....ftIPietaI: .......ilCtbe.~bueClllwbich
poJ.iq~GlllfIe.~~w.'triaa.....~~,
~~,priab&bIe.CGIt"".oanm.,.atPcl1ic7apliCJIIIfJI
"lIlIttDa..~' . ..... ,<

!·,..,.#I..,.••JtJ"'_ ~wl&hIl.I-.J
,1llfana&liaftJq:1l1l~ forheadDp"ar
.,aatlllliiizc iDfOftlllltiaftthat..not carwtiCute ..auditadlar
'enluatiaD..•~.".J, cb.4.O,~""",~

Jlum~f_ .......8CIifttieI,adfundi.....~
_wl!lS......aach.tbe~

·AreIO..allllellJ;~·CCIIIIPbIDI_,IPPJbb\e1awaad.
1'eIIi11ti0DS,.1nd are datafumished to the~ an theIe
~~~••·Imd-=-e?

• Are there..to eIiDIinIle....ud~UN afpub]ic
faaIds?

• Ale lands beinI spent•.intended by the Conpess, adis
ACWiJIItbCfar"-=-?

• Are PJ'OIZIDIS ac:bierin& the desiNd I'I:IIIba, CIr are cbazIges'llleded m
JOVeamlll¢propams. poIicies,'arIIIIIIqeIN!IIt?

..r-;

~.,

~M.np1 " JiG,' _ua " )\------/
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...cGAO:o-.sat hIk7...-..."

\

Tohe!penlarea.equalitYotbwork, GAO IIIShighstllldards and
provides 'I"i"'!'c'm III\eef1Icthem.

. .' "; , .

1hathelrllvlD~~~Ihe~~ ~f,LThe~afGAQ'.'lJ'likCi ·i/·· "'GIl'dIe . .teD ;d8di,..d'" .and·•••·.' . .. .•..••... . .,','. ~.,...",.iCIlIIJiiM! CII· ..·.··.·.. aa.". '. .
elJtlnlsj~.~~,Jz.&dtidi"'J~atatllaelNWa; the1rDDle7tD 10

"·Wheze.~••17JOobtiiI.ecIedmdenc:e adillfODlllSiaa;ad
.'....••.•.~::~~~?!~,~'!,~
~··~~.thlthlSpetWmI1aDdprafm;mIII

·~.~I~.Z~~~~::mu
·and~..~\~,~~cbI1tenIIsltdfn:Jnfesi~-1lIMla. ....•.• ···;.[;~;·~'/);).L::":"· ..•.. ..... '.

~O~;~·.~~demDnnraIe~
~fOGAO~~..,~·td,.e:em".".fo1lDwl:

··~M_~~tdGftVJHhIORGl,..,.."
Ot"~~fIa~tlDDUl4.impcIir~~iIl
eaanec:ti~Wlt.bIa1.~ar~d c:au. aklKnrledpUJe

.tbin!~tobe1imtbatlRlC:hanimplilmeDthad 0CCUIIeCL FacIII

~~~::;~inponedtDlQPedaa.
.00000~~~~:~tDeDllftthe objedirit1 of

workproduClS. JD ..,MSipment wheft objectitit1 iliIIrpainC, the
.fac&s.'~ nalllree:tf&beilnplinnalllllltbenponedtD1IJIIIIiCD··/

.Meetingthe
Objective
.9wility Work

o

~.

'~.. Itr
~

I
No; ....ua
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GAO"'.CQJIt:tC - fIIIIinrllD tuinII&ift..--- .•
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17a.P, 'D~,",cmsibiJit1,',",., •• ,.,es,. boIue"IIIIf'~'~"tJIPIII'ftareNlJJOlM'ible far tmIIIiDI
~3 ~J:' thIIt .......u'''4IDi:~eI~~ ..thltbeltacbieft GAO'•

.......ol'dIUt\~.'".'~.met_••uiailadbel__
tD.......,...OfthePIOII""-."'..p1amIiD&.,.....

··_1:f'r• ...;:::.-;~1ar
·G"ii,~""".jaOfI'titl1rl.••~ .1"II""ID7D*by•
....~attlle........abjedite{·),...
falknNd,-....achieNd1rilhpemaaal~,m.,
~ard """!iII"'*idi.........•1.--CII\1Dthe111ft·/lfJrdDetmtareciiarau.tiIIiIl.......... "

~MHn alia....all...,....."..,.,.,.arensponsibIe far
...bh.....t1IrGDIhl,tpd....,~asapeniliaa, tbltthe
.........dlitfcll'1rIIIcb,tho'...1tIIIJMUIlble fuJbr CDIaP17wUb GAO'.
IiIandard5 'liDd....ftIijUIJ.'..

SttUr.....".,..II'eI~farCGIIIiItsItb'cIemon.ItraUnCpmf""..,,- aDd biIb etbic:al-.dInIL
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14, -AaeDclBeletims·
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auu,'~ Ptufwioaal EclucPion (ePE) Cndlta far
'fgjnbC..OthIrPlafeaiallllAcrtriD..-
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Cluiplerao

Stipp()rtffi.g....'tbe.·,··••.Congress-.
Policy Summary

PQlicy

Policy Highlights

GAO's policy is to
...

......dIat~;f#~.sizmaJ1y.requestewortlI
·.· •.••. I.)iGUIlitetDtlKtJ'l!lCllllit.aa..~..ana·UmeI;y buis.C.e c:h.

8.1. __purtiiCtIae~~to1IeqDeIIIfarAudba.........a.~.>.
".··;.~4lh••I·wd_'ltilUlC~.1 ..respnnRbDJ&jes(BLRs)
tbIt·addr-.~~.~and· .....·~.Reedt

.. c""c;iL'U,~••tIi!CcIIlII- C'GIIII .. "cma1 JapuuoGAO'a
~J""s1.'I"I~Wca-); ..

• sD.am-in Ioa4, fNqueat,.p opetl.·commlUliC'tions 'wllbcmmnltle
adNemben lild.....thlItthe~Genenlad·otbert.ap
GA01J'IfqI1IIS-'M'IIP"'ib'1DfO.Imed ofm...~ectingGAO'a
......_the~{IIech.u.~theeoncr-
....CawDIIIIIi,....~ad

• llleltllllofbnspamltilJllifjln.,..thItprovides the ptlIIteIt
~to.~C_dLa.4,-&upportiDg tbe'eaaar--OtbefGAOSe,,~,· ,... .'

GAO~~~.. lDavpporc,.c:on,raa" It.
fUIfiI1sthis~byauditin&and evUutiIIc'fedml
prop"IIId~" . . , .

GAO~1Dp~f.rtDl_jrcn&d"'OJJ~JJt4' CIftd t:tfet:tiwlrl to
~~"i?"l.~/tIrI7*Uic~"GAO
"do,wtit'treqQtNcJ~1Itrar~.-ed bJ cnrnmf!teeOgin As
• mauerofpolle1,lt·eilIUaD1IIdm_work requested'by IInkinc
MinorityMembas. TotJaeestell;1N»'FIble, GAO respcJNis to .
~afin4ividulJJrlfIDlbcL~ thepafOllDlllCe oftbia
".,GAOshaa1dpeiiodiCIJIJappri8e the I'IIqUeIUer afprop_
·achieVeclllldshould alerttbe~ IIi:nozttyMember to tbe8e
iDb'lItiI'IL

'The foUowinIpo1icieshilhDlhtthe~ br wtaich GAO'•
.' .'. ·····toa.e~JS":;'1ishecL'1besealldotht!rre!ated

,=:::a,Proc*ldns.j:~.wdinc:bapt8lS 3.1tblaUpu.
. .' . ;

• c»jaivUranc!~efttlae~qfGAO~
crec:&iwnea. %'Jaei1"~ amnot be~ The)' Ire

JiG.....ua
"":''',' '.;'



Ch..,.U_, ".6eC,...~ .. .,.

'.

achieved tbrouah adhenrDce to·.....Irrepled perIIIIIeIIt
adIt:inI....8IIdGAOpoIicia. -n.e&IIIdardsadpoJici.
appJJ~~~ .

. "-">"';

.At~acanF:••d~......-.v·."tbata~
~,,,,",~;lICItbefallatNd.If• ......",.,.,.tIlDUI4
~~,~~or~ClfGAO~'.·fta, It....
~ ........~••;......1t_.diviIiaIl.JIIIIIIIIlIIIII..·omceof
'CelIiI" ···e".JIeI""(OCIl),'aadtbe QIDoeatPa1ieJad·...
wtIhdII.ftIIIU to JIi&Iber.............diIaiDiIbiDc
..~ ti arGAD..wart.
,",:_, ,',':: :-.""",:i:'~ ",', " _":'.: .-', ": ." - " -',' ,

',1/·,. ;,_ ; '. "::;':f"!';" '';;'--'':i';'~'{::' . 'I' -, .

r;,.' dIIllI arJJQlie7.JIOtIaDowed,a.e......
,..tbe~ ~~...to....
Ob,jectivJoDd c:recIIbDII;yamtbedilcJa.d Ir& the pmduc:t.

•••~......,.......................ID~
t,~&"",Jfmj•• '" '.'lft1IiDIs ar-' iD tbdlblallaJobaJter
tbia ee..n·...... tbencp.-'......DOt..'"GAO'.
deeti"..ilctimtrdehecI; .

~J to ackDowJedIiDc....... 'i;
·wUIIiIlJ,& __ dI~dilMmiOlllwitidD21f8eb; aDd ,
·1eachiIIc ,.p"""ble, GIl wbItwartwDlbe daDe,
lMnritwmbedalte,andwhenitwJIJ be'"(1Idvac:e~.
aDd cantlnDaaiGll~~ .. .4 ' ..U......,..,...· ·•

"""".~fI!III'IlI&jI~"'" .
• ediftl ·lJmftlQllins~...... infanned..
18Viewprop ,.,.....c:IIaftIaro'.."......__..
d~_~If~baebeeDbftefedcm
intA!r1D\~~aDd:""" filldinpar CGI\CluIians bDoe

. c:IIII\Ied 1iIrlIfieWtd1,tbe7--. informed olthe cbiDIe
SuIp:dIes~be~

All~.~..ftIQIIins meetm& IIINed to__widl
~ ....s~producta,mIidf¥fiueclan evidelace.

,.,. ", '. ',', ,. ,'., ,::,.\ .~:"

• Products are IIIDft1Dceb'to_~ danwhen the1
involvemasteD atinterelt to C01IIIIIbteIs IIIdare~. £lfec:tift
JIIOP8DLUId llISjll\lDllll1p1l tmitt1ftQUire a IOOd kDcnr1edIe ol
~ ..... lrirmalPl1)tBI ~IS'~WM'Ml...CammiUee iDp1It

-....,."tie1. ..qa~ i.:indiaI.a Iac:tqt.",.,.~or
~ to, VIDI't ....,~ to ...GAO·,.lJLIc, dm.riDr&
~IIII4OC1 __"ClDUUlI&

PttU.MIPI •••••M."III1 ., ....J-..
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SlIPpg~g~~Rg¥~~~
Responding 'to Reqllestsfor

.Audits, ,and Evaluations

Policy

.tc#.'~~~IhGtGAO/tX:U*U.
··~on~tiit..tMJIO~toad&ieDe.'"."." __J'rCf~..".tAia,,cme, qflhltltl1JlnJlml~

• .~IO;~cmaJdeCisianmakingan~'pubIic
poliCy issueS."'/

.• IdeI.~.1tIf.·~ad.. ·· ·eIimiMt.e.IerioUs·...i_...._t .....IlI .. 'abua......... '" .... ¥., . '. '. . • ••_-. _....., or ,

••. -'~l",-, 1arI~ tmancil1.bene.&s tb the lovemJnentand~..

,• ~~Ci~ pnaduns,andmanaaementltlUetureof"
"~~.P'Opamst.obeUer·achievedesired program nsulta D6
or~o~~!tS ~lowerc:ast.

~··See~~or~programs comply With applicable lawS
aDd~OM and that funds are spemleiaJly•

• :::.f&lrad.lCJt~or~~~_·~rF·

• Bnbance GAg's IIl~OlOlic&land technical sIdDs.

nacaeoldecti~ Mnlll be tile ueriter'iA1D~iM GAO~
.~tDUh·~.IIt46·in.detenllirlinghow·best.to
~tO;/ ' "chal, ······iDdtnde ··thesubsw

.".,!P9P••"~"~'. '. ~.... temUniJII. ..' bee
aINl~Of~~GAO'sBl.Bs. They Ire DOtbird ad
faSt.·"lUles fCJr ......~elldnC)o. lldecisi.. • •aIlS about particular

'•.. ·i'.· " ". "~!'61... I
~.~~~~QDSwithanquesterbt!fareall



a'II'f8I'Ll . >' •... ." '. .
..J;ci ? rtlteC"" al" t'sr to ....... ,..
AIIdlta ad m-l...._

n

AppUc:abDitJ' ofGAO'.
Policlesand Standards

,,,
•,

assipInIntisUruieftaka, the)' em help establishhmvather
CQDINlISioDIl'objedie call be met while meetig.1dIIhtrr
IIIqIIiteIJwiits

To.......tbe~..and c:redibDitJ atbs.wark. GAO ha
.-NiIhedpalic:i.ind....too IOteftl bath~~
IIIfIUII*edwork ad wart done1IIIderGAO's lUI. t'GaIriIrent,
~.,at..·ItaftdIrds··,...... tD....tII!;~....
·.""'QQeJi"lll'''1IM!l'aJD-ar~4''''.,'lfiI4ab'''''•

.'h. __........aDd~b1.......__''_'''_
" . , '•.:.",'..\ . ".' c' '. : ....'~

.(\.DitUion~ad,·••--. CU'Oj7iaa O/PoZV:r (DP) .,
....~~(DCI)"MouI4 be CDIIIIIlMrtcm NlU" .
",.640.to cIeDiafe""'.~·joIiclaact......,.

~GAO~/fJ1m~Ur~·mt&ad"'''
JJOliI:ia.orat.afttlanl.stMt ueretIDtloU.olDert. tile ftIlMIU/rII"'fIIe

.•~"IIae~.~t4ML Thepmdudllllllllt
·.specUiraD3'·~t.o·~lItt.entianatthe intended...and

iljij40fed bylbeidtfillailihad. .'.Alry8lrious depInures should.be
~lIIled wIth·the Anjstl'lt~aplNllezsGeneral fOr PaliCfad'
PJazmin&and~'

'DIe fallcnrinl.aamples~sameofthe mare~
nquestedclepan:&lnS~~'. policies and arandIrdsad
iljij40Pzme adian. ' ," , '

., ,DVt:IMrmqf~MIJIot: At times, a requester mayIlk tbIt
the alene)' DOtbeinf~ed or the -.rce ofNqUfS&ed watt. GAO~
JIOliev ftVIri7WIhpt,.,.~.) be dUdDsed taIIerltlle CIWI••
tIIf1IIt:II"'/t1r"l1ItItiftftt~In dale rare"onswbere t.be
nquester.-.mIeqDlSla~bec:aJWieOfDaliDiialder ..ar
utleu*b'renstttve1ftVesl;iptiOlllofIIeIlC1 dei·ls, GAO111&1..
tDpftMde.u.e ftlqUflI£eraoui".. laue ana directaIs lIlDItoblaiD
the~Genenl'a1llld5Job Stms Group's approval
~ c:ommlainI to do &be wart.

Ii.........



.·ChIJI"'tC-·1..1 ' ...., ....,. .;
~,....~..·.a..,' 1'.(Ii) ........,.

.-u..·IIiI~d-

At times, • requester wiIllSk GAO to discuss a restzicred ftPGIt widl
8l!1edivem~~-Stl!fshou1diDf9nnthe~, .
~~O-.s~~~.•,ptoduet 'tlt'ittlthemediauntil-.achtiJDe
•.theprodu~ijs,~,tDiD~inedIa~
WileD & ltar)'lbomapft3duct#=bubeen aelediveij'releued
~ 'ill.""mediaoatlet, QAOwDl, on Its own intUmYe,

•• ·~;~~~-.encrorotherIaSORl,GAOjs.afteD. ,.~., .,,c. .,....,... .','. ···.illuea .'. Witbouto ". W'liC&In
askedJ\'1' ~,;;" ..... nport. ..btaiIdIII
commt!IdS from the qenc:y or oulerdectedpcUes.GAO..
oblllift1M'"tIt~qffit:i.als to tJMIIIt~ If..
.....are~..arculctUlWlSilJ, ortbe1'eCOII'IIDeIId.wide

.... '.. ···GAO....... effortto °dec:tedpm1ies..
·····~"'·,~;tD;"·.'·"';=~...,c:allUDeDtSare
~;,..~....._ directorlftUltbe Srsfted't!uIt the

;.~&~"B.h~~~
:lo,.~it'~••:r'~~&rI1'c:allcluIioAtar. ()
~"lPPfOJJ!iate..'.(See PzmunmjsdgmMampJ

..... 'a:lDic:h.lZol1;~~~,,,,,>: ••·i!'!i;;;'i,.'.i"'.'J!:'d/;:;.,, I"~ ".... '.'

, ')','.i;',l·,"·,.... . ·,··'.,','(~,:f:;,~;;~:_:>;',\ ;";":? . _', "." "', ~;[< .. '.,

·_~.._~~·~iDdi~~~..._ .. ·.·.. :·..;
·prOcl'IICtantb!fti:4tlot~warkDeld_'be:~'A
.~.""d8d ..~.Ilfi!'~ ..r;'.·,..~~ ...
..;~,.~...".,..,1Jftll1D.~uDuI4 .
J*Wi.ciftlerl& ~"'JlDII""1bOaJd be appzi8edand Ibe
NqIIfIIter.~,UDIid....atdae,plm to issue. product, tGpCber
,·-ti!naUOn(l)~jt:OCR'lhoaJdbe·ccmuItedtDdec:ideaD"
...opriIte:addt!llfle:fGr'.1'i.Poft. .

It.•~.__~arpnmdesc:anIIIIaIIII_adndt
p,oduet, GA0ltlouldccmlider tIM!m.alone wUb othfn IIIId JIIIb., .
c:tIqes thitlft.tuStlfildbttiJef!videnOe. 1D COIISidemtItbe
IliqlleSter'lcOliuhiUltS,GAO.... fmIIft thIJ.t objeeti~

,··~'''''ieAtiftfllC~_ c:retl~ftGt.II6__•
tM'I'fI/'III!#II'• ..".,.t:h4ftIG.Tbie NqUeSte:r's__&I abDuJd
lIOt,becited·b7.~ orprinted in the repaft.

~,~.,,~qf~GAO~~~
,~Io~,,~~~ectC~,.

tnedi4,1IftIl·G""~~,0Il.~""~
~.~.Iaeed'tonAietaIemI1 distrlb'dGllfcltuptD
.80. ~,G49w:m~tJ1nleue&~lrtbeI'eqIlISter
nlea.1torP'IWctrdi.lclaeesils c:aments bereft the end.ar the ao.
~I»eriod. (Seemtch.'12.14,~ and DisrzibacincGAO'
,~j

No, ....~
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CongressioJ:l&1 ..' . .
ReqpestSfotA..udit
andEvaluation Work

Work Priorities

Qa'l& L1 ·.•·.<."'''l~;';'.i''·i'q
_ .. ' CiItIr- .'.... ". to..... ,..
.......· "·;';f.·'

ID'"wtiefeJ1Ii1"'~~to all media ou&leIs and·lIOUfythe
ftIIP .M. ~~~;I~~~2,)~I;;f'
Jf,""'iHCeft~'~period, GAO leems.that lIIOther

·,,···OGi8FFt!n••II.......lUi:~JeIi·ll*ianorMuinp GIl tile '
...... clil:Lild.iCJ40~.I!~COIIIIIItthe JIIqIIeIter to IZDI1P
NlDlieat.p''':llIeO~'~who need It. If.. llteiuptl IN.....wx .'hd,..~pertiesahollldbe no6d aftbe '
iribj"p~IIiCl:lll!iilij!id tbat tilerahauId" ICC•• to the
~''';'dI1ic:tlJtmm''''''''~. OCR8bauJdbeiDfft12D"4
~. .··..··,",,:/;!J¥~:,.')i:;';ti;~:.i;.%!:'c':!,y;~·,!' .. ·JIqI

~~OftIInr9UA1ta..~O~.tDJ1~.
..~.~,~,cJo:~"JICIUIIl8db1eamniltteeClwD$,··
~afpq1lC)'. ~1"""'fllUllweilbtt.onqaesQlfrDm·BenIcinI
IIinadIr"emJjeP:s,~JeqUellBfrDm~ Membm meet
the~bTwbicbGAO,IDntmiIes ... suppottto the Concre&

,....tarGAO·wotJ&:NimhAltllftllllde tDtheComplraJler
~InWlttiltl-BoWe••"....aftheirCOlllilluinC can&acIa
'_~lIIdllf!lllbl:ls,GAOdic:iels end .-r ilia)' be
dilectly esked to,do work.Whelatbis happens, the,..,. tftUt lie
Jlfw'iPtl,lf1I'fl1ll:tflC&oOClJor~ aU"".,.,.. &0 ,.
C4iJh¥' ....ltivi.riDR.OI"~....When request work is emicipUed to
1Ike.lhCftthmafew·srarr"'ithenquescerceneraDrshould be
encoarecedtoputtbenqUelt.mwritinl-

BerenbeIiNdnI'WOrk~"~ ccqreaianalnquest, GAO
.cd1bouIddirc:uss'*Uht.ti=i"equescer~erneeds IDdtime.frames
In JiIbt arann·blecaollllGan=ls.Suchdiac:ussions em help ,GAO
__hcnrdle'nqulStllllida"c::nreriafaraeaiIIC wartpriariti-.
8D tbltGAOcenctetenlairie'bbeit IIPJINICh farfuUminc the
reques&er'a needI. '

......P"~uort--lle",umpllll~
1IN'0C2,~~"'~""1N~ftCtwortdt&Jf• .'DIe
eckzIcnrledjemeaUsDOt.a~ nspcme COIIIIIIiainI GAO to
• de!ilaedacope ofworkGl' tDrtinJ '!'he substantive nspcmse illDIde
b1 the diviIianIamcetbitwill.the work.

!~

, ....1.1-' Ii.. _ua



n

Advance
Understanctings

. Chi••·Ll ' .. ' .. '. '.,
......... tile C, ~.in .,tn,1O ....... 101'
Mdka~· .......H..

····~~.ij!CeJ......~6cR·ua,nsUtDthedimicm
tlithU .....•. '.' "r4IIbIIh7forthe subject JUUer. QuestiaasOll
~ijf"r~n_shoUldbe~betweendae
csm.i6ft<I)~~lUIathe O1!ice atPqmm PJInninI.

~JD,,~i~.""";oaa.ives Ute diviliGnany known,
·blekl;bmut·,.'tajt:¥~iDclud. "wAiitive·.....·to wbich

· the dmsiOli abau1d liftspec;.'·CGIUIideradDn asweD.. other

m:~~.I:b'==:""Ci:;-
•.~(~)'fI"f~l"j:pt BH1Blld\ Semele (CIS),etrtbe
om~\·ort~.GI"·"-''''~(CJ'rA). 'BeIpinc tofII*UIJ: Ullta ii

~iI.~~,!P~,eP1!!·tionthltClftblltnspcmd tojtis a
...atGAO'·lIrziIiCetD"'~.' '. , ,.... , ....,.",' " >,',. ' "', ,".,- -, ':". '", ,,' .. -," ;-:"',"J'-;'

"'~~.""--1Jf'llfllPaN~·,!-""u..... '.l'biI c:amact IIIIIItIJeIlllde DO :mare1bm2.1Pi!leb·dIIr
~dl&t'.~~lICImIIItyil·.1Netia& bat,Jr
dert#C:etiftrlis.-r..: ! '7. itJU1 be bytelepbaDe.

.';-"",

'!be~~illIIlOJSe9iCUidt1to diams issues ftIItedto the
· NqJHIIIt 1t.he1p5 to dMlop .Iesponstve workmateD'ad
~UIe~•.~.~·reqUesllae·¥AO'stDp'PliOri1;y." ..... •. ". .. . ' /

To heIp·~··tbatnlqUe'f&l'.me met.•quicktf"Dd
e!f~..~'s.~JMlftnU,m&......eDtlhould be
relCbedGll'WhltGA01riD • .,..swbenit will be dcme. AdvIIIce
~alIIOPrO~de~. far ensurilJC that other

.=~pte~~Jea====lheir
needs can be iDdildedinwork pllns. Utbere are l1li)' caracems, they
~bePlCJUaptlYdile~ed 1I'itb OCR and diYisiGll JIlanIIemeat.

AtlWiacr~.a1IDtII4f be~u __a~
nc:opUz:inI-..-.e""tr01'kma.r- necessIl)' before debite
~iambe'" .... "

1IIaae1ll'D ditectam••ar1IStIi-•.c5iIec:toa in 1_silnlfiCllltor1_
-rd'1 c:ues ileresponslble far.ensurilJC that GAO's work will

·'nspand to the request.Jndifcn5jnc work 'With.a nquester, dae1
shOUld . ,

• makeDe tbIt their.v:ndeIstar&Ctillcoftbe request aDd tis objedi..
isthellme.the~~ ,

N.......ua



,
•

Ch...-1.1
...pa7' C IJ. " ,.
........... 2'- ..

·JeIm~"....areDeeded and warkwUb the nquescerro
desenuN....tbaieDeedsam best be metirl the reqaiNd1ime
,..,iDdJJ«tiDc~1;ppeaDdcIistritndian~

, ' . :~: ~.:. . . - '::,; ....-::.':', '::,:.......... ,

.dilcmsKDPIad~apUanstbltCDUldtaUlllthe
nq__..... tlllpli·.''?nI1IIt eachwaald haft GIl~mad.....me. '. '.

• ",zpjiinbcnr~laf••'Odo_af~wark,
,,;.plrflinpi " .........Blaepana CIIl.tbem,and~.the

1IIIIIIII. ~p.nil8-

~..~'WtIIltb.!~arecanii..ItD•• 'Dae7 ,,'
.limitbe,docunl&dlld JD.a cartpeIIionaJ cantactJnllllal'8lldmD aIaaI
. wUb'lipdficwnt aspedI af.abe dilctNiCIIIIIbltJed to the.......

21IeillueGllllldinlClO,.""",Clmlidertuitw~,.".,..
- aIZ,fOlIl'at a •. OCR will ad9iIe. A cmdInDItiaIllelter
AI""")' the NqUeIt

• AI politi....."..arecadlUvezsiI!;

• is DVerVtm.dor~

• baachaD@d~clariftldilc:ullicms With ftIIId to
otUec:Ii... -=ope, JDItiIocIGloD, ar1iminl:

. -":""."';_ " ",,'it,:'

• cm.sframlll'l~ar.. requesterwho hasJiUle arllO
eIperieDcewitfi~CII' '. " '.

.• CUI8trama 1IIqIIIIter__.,ltIJfmemberis unfamDiarwUb
the nbject'llder or~NqUfIItorwith GAO.

1VAmA~ ,...."t&IIIlf. itMtIuJIlbe aentJlfOH+l4tq1ter
GAO '1JfIIl ,.,......,."iInIe~ - ~m, oftbe
requesr.e,r's needs and~ apeedon GAO'snsponaA cap,yaf'the
.....tJould be.1eIit to adlerapjJIopriare CCIIIINISiana11eadea,
ach. RanIciIII J.finarb;,y 1I"Dben, WUh whGm the request wu
di8cllll'ecL' '1'be l'eqllel&er'sbould be alerted thatu.e copies haft
been...

CoDftmu¢iOllIe'tell pneraJJylbould'be Iipaed by tiIe.issue ara.
ctireceoror ftliClllll DJaIIaPf. (See ad, ch.12.2,~EDemal
CommuniCllicms,- for decaDs em fonaat UId CQIItIIIt,)

hUcl.... ad._ V-na1 INc _JIll
( )
~
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Access to Workpapers

•••

,
4#
4#

4#,
4#

,,
4#

~a.i'.........c..._ •..,Pl?c..,ao ......·,.
AII11"ud~

, A~onleDermustbe..tD~~ionil)lnp.~~
when GAO cannotmeeta~d.clljneIlillGAO
his nceivedpermission fnm\ thelPprop:iIJe~todeJq
issuInce Ofa product. '

GAO prefC5llOttD release wodcpIpas to CQIIINIIianIl~
.~~IrI""""*tbe""'.lUDaDPDI
'~'J"CIf~_ip;~etinlthe .'~. the
....." ....~~~II~_ Inu.eIb;tgtjCIIII,.'"

.~~#hfc\f.to""'''~.DeedsbT.aItemIIift IiIeIIII,..,.;'''''''''",,~~~~wor''', Can·..be
~~""~.""~ ...performm:eisDGt.~Ifa, ,
~t.t' •.,i"''''~1boIJld be diAQIIIld wteb'.dtYiIiaD

,'~·~8nd()P.·"
'.

OJl~W«d...,l?llilll..=-,theCbairar~ IrIiDorIW'Membetara'ft]ji'ilda",fqr~warkwu pezfannedrequeIIa
.0-ID,~.~.·""dinctDrarftliO'DlllMMler
DUlJ're1eUethG (..~withOP andOCl)provideIltbllt
Ibe.~

• caIIJIain dIIa#lllt'"GAO'. quaIltJ staNIardL

lttbe "mkplpem~d~pzaprietal)', ar ImIbive dllaar
dataprotee:ted bylaw orb1~t (e.g.,pledles at
cardide:ntiaJity), tbe1 J'I!qUire speciIl safeguards and releue
nstridiaaL (Seec:h.1Ll,-viarkpapelL'

IflI.eallmailZee. citbeJ'hn the,.,forwhich work was perfcmned,
aslrsforacceato~i9ncomple&ed usipunerU&, the issue
area direCtor or regiOnal manlier may release the workpapem UDder
the above.COhdiSiOlLl·after~ the oriIiDal n!qIJfS&eratbprDJ)cIeedftl'" .." , .

Far information re!mzIC tD lCCeSS t().workpapem by lOs, a:ecutiw
qencies, madothetl~ IUpPDft.llencies. lee chapter 14.0,
-Apncy'Re1IDcms-Po1ic)'~.-

Forworkplpef access under freedom orinformation requesIS, Me

cbapter 15.0, -Other Auctit.. 1ZId Evaluation-Belated Polie:us-Pa1ic;y
SummaIy.- '"

N.,' ..De



ReqU~.

~Speci81
Consideration

Mu1_'~

Chlpr-1.1_.'0 'r..c.. nr ''ar.. a ...............·a_.

~~~IIe.·~"canMh,,"""JrIUI...ttid
.....tbe~.•t.idlte.c:antaet With the listnquesrer, I.e.,
.Mlun2-./BWiaIt......are turd......,.,dare
.-..sbeJ!l'ctelDfOId"'lIIIDtileaiIIiIeJob.

A1lGAO'"__ ''tJui~O/II~I''fII9,__'''
~".~GAq~IIbililw 10 ,apotMflD II
...,,_ionGli41i.·JrlldareDatavlDlble widdn tile
'1IIPGi....~,...direc:p".IrOUP' cIiviIiaIlllllftalelnllllabauld
...dera1lollerdtvilian........ ·Jrthe NqUeIt eanot besded
·the~Ieftl'tritllinaJalpnlbJeume,the--lIbouId·be
~ld._~Genera1durinc...Beview. "..
If,,,aIl""""t"IIOInIIen~ II ....-' CllftUt"
".~IIae.damKl.~.".,..,IIae--AMI~ttr
~dIJ~Moul4uortwUht.l&e,..."loda,n'" .
~~ClIIft~I&iaIIIer~.

• Coaid·....lIIt.iIdlJthe.nquestmare ipplOPdlSeb' ell'
dec::liftl1? ReferDJs II)other~supportqenciel (CBO,
CBS, oraI'A),-.pnc;ies' IGam..or o1her ezecatige mach .
GIpt';Z,,;aas IhauId be.COIIIidend.

.11the "lii'Un&lt _ approacbed in the mGltemcieDt wa)'tD meet
the requester's nee4s? Can the.cape be NdeBned or~

• Qmaetlall GIl the~be.clefenIIduntDGAO~iI mDable!

• Can other work for this requester be &leferred.80 that work an tile
Rbject nquest CUl beIin?

No. _1111



Problems of GAO's
Jurisdiction

. Requests Concerning
Procurement Bid
Protests

Related Materials

OtherChapt:ers
ofThis Manual

•....q.n ot.herGAQ,~mprocea orplanned be~edt.e)IJleeube
nquester'i Mecisin an acceptable time frame? As erapb'sLwec!JD_-6; -.Propllil~nnilil" propamplans ate developed to

respond to thein'"primUies,and timetable orc:cmpeIIicmIl
CO'"'1'tgtll5.ud·.~·"' ..·~ pmpalll·.Plann.inIpnpues
GAQ, to...~·,...wUhwarkthat bas.aInad1 been
p1anned.or to mocUf1 that wart to meet .... requireIneIIa

GAO 8OIr.eCimesreeevtS~ nqueIta'.COIICenIirIC'"
that aft being orhaft.1lntady beeDCORIidend by GAOun4erUl
procurement bid )JIUteStJmiJdidiOlL Inmalt iDIIances, IUCb
prateIIS involve disputeS over.Che award·offederal cantraeII. OGC
.w,zes itsues relevant to bid protests and J'tIIdezs decisiaas GIl

bebaIrofthe COfliptzoDer General. (More infoDnlticm aboutthe bid
protest pmcess is included in OGC's special pubJica1:ian enUtled 1Dd
Pmem It GAo; A Dc'C!imiY' GWdc (Founb' Edition, 1891).)

GAO~~ "tlDt II)mrieID~.~in"fIf"~
bill Jm)taU, indudi:ft9 thoIe·1II4t !DeN Ili.JrmiaetlIM=ue*v tDJre

ftOt t'IIUCtDUI&m~ timehila. However. wbennquesla
involft bid protests, divisionsdshould be u helpfulu possible
and detennine whether work should be done on other upec:ra ofUle
procurement that could meet the nqueste:r'1 needs. The issueara
director should discuss the request with division II1&IIIIf!IIIeI DC!,
and OGC to develop an·apprapriIr.e SIZ'Ile&V for "IS'iSliq the
requester.

Also, lame mat&eIs raised in bid proteSIS are not addrlSlld b1 OGC
because they are beyond GAO'. bid protestjurisdidion. Jntbe8e
cues, GAO may decide to do the r8que:st.eId work but only Iftertbe
bid protest decision is &'Ill.

4, -S~dards..

5, ?rogrIm P1anniDg..

6.1, -mttiating Assipunents..

C) Iiow .... 1111



GAO Older

Ch•..,.1.l
......".. tIIe<COq: _ .... fl., 10 ...... far
MdlIa aIIid ....,••'_

1Z.2, -EutyEsremaJ·CoDmumicIticms.·

.12.6. "'TIar,,"1deA.

.. OUQ.1,.".sJetlGI\ .1""n1tDthe Plmdians and JmildiClicm afthe
GeaeaI1.Aceucadilil omce.-

No' _lID
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COngressiOnal;ftiDut;~,{iio's Basic
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Policy
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JDfamudicm an
Ccwmm1t:meAgenda

Knowlqeof
CoDglessicmal Budget
ProcHses

"....u8QJVT72.r. 0.__
0Mr ..Lw.1JlJpat ID GAO......
HIM'·.... a2lp'''hIlh:rW.tl

.....ctirec:&OlS me encamaaed too dismD their appzoved
pzo~ and aIIIIUIJ warkp1lDs.witb COIIIDItct.., Kem.._
'1bIirIII!t

WarkpiB:..'cof"C'cIem........cad·tiIaIIII wJth PI....an
wbich,~~.pIumed .....weAt1 'lbe:rllllkeit
__JllitJJtllp:ttlie__GAO'. wartwm befaftnbl)'
OJIIIidend aDd......

.,.p;a.dcclU"d,..Ifemben..tbelrldaatile..
~~~~ctJ..:..dirtlctaalciDlNicDD."lDtbe
....... tblrtC"""nm.'..topumue,m.....ae iDtet.
to tbIm,"'''lwm.,.JIDlrIO be beJd.

ADaCher...ce aeJaforllla1i. II tile1oIIDWfaI..........
pzeplNdb1tbeeaard~~B .1IIab &emce:' ,

• __alldpQ1iQr....eaumtas....,..to.....
.~ . ,

•....!'roIrIDIs.and~~.10 tenIdnIIe daIiDIthe CllfteutCaa&N& . "., ." ." ,

.~"~"""JIIU_." aIa'ItiGllD"""·...........QAO~~"'-~~",.
~.Qf.futula.'ftJD"'IGAO'.productsIDIIdlumce
~dedlians. bOIh aecutite"lnC)'adCOl\ll °oaaJ
1eveIs·patb'fdltjrtet;·1bIir' IICC:IIPtIncL

IIIperfOftllin&warkand~pmclucsto iIdbiebce badpt
decisions. GAO'"~ keep. the faDcnrinlfadcD jn mind:

• ''DIe periodfa1lcnriDl-r:"',...ofone,.allllJarbudIetaIJ
leIi,latian(1IIUID1'III the fa1I)adabminjanGttbe PnIideata
bmlptfartbe~,...(iD.Jm~or-V PebruIz7)pruUIII
the b5tOP~.tDiJdI....... ·.ccmpessional bdletHeiR'" .
DminI this 1imepezjod, 'dCBuUar tnIdIetar7ll1i,}etianbai been
enacr«t..1he Pnsidellt'l bud&C.far the apmminca.ear,....beiI'I
preparedforsubmilliclll. Att.bil time, comIrIlft ..-Deb'tDlIaft
..time 1Dc:anicter__ 'tI'ihRrlDrntbudptarJ....cs, ...
_tileDeedfGrDUUarwapall~ Opr,GEUlldt"'~~""""",
~cJecisj_CoDtiJme ~W.llJ~ aDdJ-.•.clwtaC
**Inofttbstcalil" dOall~aDd ...Jna1bae.....
tID ecmidere-__~·tbe1mebuI1J'1'1!P1dn1farmi
canductiIII athadllltianand iiPpropri'tjan CGIIIIIdttee heuinIL

hUm e'" iiU'•• M ..... ,......~



0.1.:&" "."."'.\
.~.~i~ .. ,,/,,:::
'=r41~.M=:'"

'.'~JtUlde;""~~!di01!ip.ei~
andBUdIet(OMalbefCftjoillt..-c1/C)MB~'C~ •.
during OcrDberand Ncmanber) aul,iIlIIuence~~~-
before the CozIInsIianal review beIinL'.::. ,.):;

eA thoroU,h anIbm and aplmatiari atttae:~;aI-4*;"or .'.
eenain'ncaIIIIIIIDded adicmsare.-entiAl.GAO·shoulddeScdbe
•.~OII5.''''l'''.,~.~PJ~bentdbI,when tile berllDal

,:;:,!"!,~.~.,~,,:~.,,..'~Cinl~

:~:.iii':I~:;~".1 eJeeiIion-~atthe . '. . .CAPP, ',. · ,"''"'.•W,,,,,, ..·''.'.H.,:.''· "". . ""~
budgetp.roeessallld~~Urnetab1e. .A GlQS!'i"aot:Tcmw
tlsdjftthcFriiaJlJJdectPM=CGAOIAP'MD-2.1.1) deICribiI

'·.:·".··tIIe·_·~;t~."'J;"'i~C~ ).'.:'" ", . .

()

o
GAO Order.

..•..~:~.~~, ..,•..:..,.

il,~~Aril'''~ia-1i

,:Ol1OJ.,III_!'ti'!'~t9·tbe Funccions and JUrildictiClJl ora.
~~at#iCqmc:e.II<..... .

.,im.6ottlz'ltmuRdit,tbeFedml BudM fmc=
'(G.AClIAJI'iCp;l:U). . .

,.'.' .,.... , ....,., •..•j

Noo 'wlJlZ



A~CtiXI:,: .
Z'~()gyofthe
Congressional
Budg_Process

QapcerU
...port o-.......
Calli a d--a' cao.....
11It.'.dft '"',.....,••

"&aIDe 'fltGAD~. wark,.idenUr;,~ beMDts ofe:enaiD
e"'i" DIls~clf8cbeduledbudIerar7cleJhntiaas
1bDuld.&IIiIt.GAO• t:ImiDI.•wark to meet the carpI dCIIIII

'·MaiI,Cb&~'~"1'efI,ec:t the aceual acheduIe IaDcnred eachJlllrblit1bee.Cin;.ted.....bJe.

NotLater'DaD the
PlatMandII;yill Febft1U7

Six Weeks Abr President
Submits Budget

April 1

April 16

Alensr'''''' QcmrrnsjADIlAc;tiAbC.)

'Dae'Pnsid_1IIJbmlts the.budlet,·1nc:ludinC the tw.......
badI& .'DIe Presidelat'sbucil.DIc:ludes eaimatelfortbe t:*l!+'iIIt
Jar, 1D!1'budjltJWllf,Ddtbetwo foJlowin&,.. Jt.IIJtr1!PU1ldb1
OD under the Presidents.clirec:tian&lld illbaIed.~
clerivedfnDd.e'~.DdOD.Alencies beP cIevelopillc
iDformaJiDn forbbu.over 10 Jnanths before Us aubmilliarlto
Ibe~ .

BOdaabeCcaDpr .iaaaJBllctaetomce (CBO) &lldOD......
~~~lhatincludeinfanaaUan ftlPI'dinI
~~CBO'.reporUldue 6dQsbefcnt.bePze!Pdeat

····lIJbmjrSthe..........OIGS'snporUIIUbmtt:ted atthe_ CiDae
as the Presideml.·~· '.

CammiUees and joint committees submit -views and estinUIttS
repona tD·budget c:ommiUees. Each'swadinI commiUeermews the
PnsideDt's propaeed··buqetand sublds a report an·appropriat.e .
~or revenue levels for programs under irsjurisdiCiiOlltothe
budget cammiUees. 'DIe Joint £conomic Commluee lRIbIaiIa !ileal
poJic7~onL

'Ibe budget comraiUees beIin driIftinc the ConcumII1 B80lmiaD GIl
the BudleL .

The ·Se.nUe.Budlet Committee repon& its wrsiGll oftbeBudpt
BeIolution to the Sena&e. "''D\e Bo..Budlet CammiUee bas no
deadline. '

'Ibe Coz1Irea completes action GIl the Concurrent Ieso1U1iarl an the
JludleL 1b8t~lution..forth the apprapriale leveIs.of total

., ....ua
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o

,"

May 16

Jane 10

June 16

June 30

JuJy16

, Odober 1

~u&appart:iac,,,. eo.....--
CoapurlouJ IDpat 10 GAO.....c
1.eIt"'dft&.lpoD"hQlcrW. '
revenues and of total new budget &UCborit1,and budlet omIa1s. the
appropria&e Jevelsofbudletsmplus or deficitmel the apprapzWe
level,ofpublic debt, IN! the recommended level offeden1l'eW!Dues.
~ time to time, Jeg;sJ·tjem is enacred,IUchasGramm-Bu~
HoDinp and,&he BudptEnfarcemem~whiCh bathe ~ectat
JimitiJ1I COIIINSSicmaJ ,diIcredcm with respect to 'apendillc.or theme
of the delcitor bcJtb. TbeIe eoDStrairISs me custaJDariJ1 re!Iec:red in
the Budlet 'Iesalutian and _ enforced byIleqllflSlZUicmpzucedures
thatare IPJ)lied by OD dmiJtI or .Ube end ofeacb. dan ofab!
CcmINsL

WhentbeCo.ncar!ent~ an the Budp.tisadopted, teICa1DeW
budletauthariO';,o~lIId,m tbee:ueaf~BOUIeat

~,'eadtlementauthod&7" aDOCI'ed amcmclhe
'srandinI·c:ommIUees with,iUrisdicCiaft em!!'~proJnUIIL

AftI!r adopUcm of tbe Cancum!nt iesoluticm, IPICIBcspending and
menuemeuures aDd anyreeonci1iatian Jelislman JIUIIIdUed bylbe
Cancun'mtResoludon are cansiclerecL

'!'he House may consider&IIIlual~an bJIIs afterdais elate
even ,ffthe Concuzrent Resolution on the Budpt has not been
~opted.

'lbeHowte Appropriations CamnIiUee reports the 1utafthe IIIIIIaJ
appropriaUan bIDs. ,'l'be.SeM1e AppmpriaUcms CcJmm1Itee blSno
deadline.

nae Congress completes action on the~ legisl·tion.
implementing &he Concurrent Resolution on the BqeL

'!be House completes action on annuallPJ)ropriation bJDs. '1he
Senase his DO dead1iIIe.

'Ibe Presidentsubmits amendments to his budget.

'!be !iscaJ year~ Ifaetianon appropriations is not completed.
the Congress may eriact a 'continuing resolution,' which lifts
.,encies authomy to continue operations until their recuJar
appropriations are enacted.

'%he CampU'Oller General issues a compliance report to the Cmtgres
and the President that iIIcludes infol'ml&ion on the UterIt to
which sequeszration orders and reponscomplywidl bUdiet
enforcement procedures.
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SUppoI-tmg··llieCC?~~~~ii-:~·
Effective Conunuriication
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···.. "'...t;.,.~;~IIftdGPenc:anunuraicltions with c:onnfttees
_MeID...·...I·,:,"·', '. .:,

0'". - ~ ',',': ;':~"'!:~~::<;'·'-'·'.:'!_::-·::<,.::-·'·i,:. ,>:;, ":.,,",:~:J.:,};~~

;"'~th1Ittbe~troper~ IDd otbeI'tDp GAOJIIIIIIISI
··...CCIIII:P...;tnrca.'Qf"pt:6.,·dec:CinIGAO's nllUDJI$ wJth

".' .... " ", .. i.. QaIDIn:IL·:i:~~:h}\,):1~l';:j"';:\>
\_" ..::;

;,:~,;;:~~.,:,-,::,;;::';;!;2~?,' ..:i',_;.-;J;~~',::',:-~:, .,.,.';' -.;" ",: ':::-;";',<.: t>'>;:'., -,,::; '~;?, _;_.,;~,:.~'-' ;'::"'-'."~"~

i", _'; , . l'k~j:.';;:, '\--"-_;;'.<' :~:":"•.~\:~:'l:~·-.·, '_i~~~.:~;\>'? j~;";,::;~t',~:;"V,:;:,j :'/(-:;~':'$}'~ ,,') -'~',;it~:::'r'; t\;i.:~.,,:\{·,t:\;::::',;:;~:?~;;',:,:,!;· T;;'
,.-"", \''-:;"

,- .... ' ", ..

PoDCy

o
NewJob Starts

.Assignment Progress

, '" ;;:,':\.'<,',_,1j '.' '. '::;:;'~::.f;"';~'>

~~~ri,.,~to··clileuDpropmnand·~
"CIrt,~'p',.~r~:·-·cmlllDtUees .both~cd1 and .
~M"~~CI!I'e.·_IIIe:~Cammitteemembers of
_~IbquI4"~'Gf~c:bIn&est.owarkin
'WhiCh'ttaeYha\ie••Uld parUc:ullltiDteraL

j.jd\IDiJl:~"CW>."·•..~,~,,.·ofaU..·audit, en1aldiaD.
~~.e9l'''IIPi ...~theBesearcb N0ti6CUioD
·.'.~~,~"'tbeCcmpesslana.\ Research Service.

·~.~cmtloUu!ra.PP'bJ""*~ .
"'~."".~M~.Member.r, trlWt be"pt ififDmUllf .
q,IM.,.."cIf.n.m~ 1ft tDIaim IIuIv hAw.", lid
~., ....

I

Whfft·~· ••imm piWiously IIft!eCI-tDo~.~.
~.or~areDeCtssar1,1heomceclf:~
.,.1!t;CKIS(~l1rill."Siltil\aploiing optiOns U) heIp'tbSureiUlt
the~.~.irQlbe"2~.da&mgesmv.rtbe
J"'O'ftJJu,~••tJ&e~ANt other D.ppiupt'iote
'~.'•.....•.......:.. '~tDUIl~II&e .. ftqUGttDGIitl:UiaU.. ·. ," ".. ,.... . . II.
~. A'Ccm6nnatian letrera!so maybeappn»priate.

,.;,'-~ ~ ~', ::.,', -;,~:, ..•. '. '" .",,~. .-,,:~~ I"~: '.'.:'-:;;;'~

'#'~i.siaiill~h&ft~briefedon interim work
.ftsu1tsuaC!~~QI'c:anc1usicms tim c:bqed
.apm~,.the1JDIIIt.~,~Gfthecbqe. SUtptilesmust

~'\',

No; -lIIS'



CIuIpIao1.3\.:. ..."Ci.........e-.- ....."".
Drealtte 00--.-..:1. '..

/,.~>:; ....'Ii.'<,'" ",".:;:.:.,',".
,:('.' .;~E.~:i-~;~;;.;'<,-'·~""

. .

, Special.Requirements·
. , far BLRDrafts,,
•,,,
••

~ . <':-,'",-,;'

eommtUeeS~M....\f;;r~'~be_~af"""
of GAOpeEfQlllllander. buiee,ts!ttift
nIJlC'1DP'[tn ,(ILII,)lDnIcb·tbe1 bD'eapreaed tnter-·-.--.- 'Dds

. • PI'ti"d''V_. .,......·dIe r.uIIB__JeJeant too JikeJ,y
c:anp8IiaDI1 pediaas..ldina

,.: :"_' ',,' ,' __.'-".' ":_._':.,'. ',::,":., :~ i'}(·~:'i::~J;1'ij~i;;:~?o.:",,~ ~< ;,·:',·,,::~':;;~?~:6:~f::F~d~to)~~f:ff:::

~.•tbe.n"·.FCII' .tbenmdtlafGAO'.wartcan be
PlLllltedandc1aledaaUILtocrJhnpuna,~mr, foImII
brieIInp,ar iDfanDII cIiIlf"'.,.;aas ckIcamented b)' 1Ift••
cartII_cm1c:amaet~~.12, "CauummlcPti_
PaIieJ,·'1IId the.rejtu'·iVnm. MmJna1'C'.QID.) . .' .•........•.....•,•..

... ; .. ' .: .. ," '..;. -, ::',' .:<\~;, ' .. ' ,',' .:. ,"",'- :<'-"'\" .. .... .." ", "',":,,' ',-';

"':. ':" ··:·,:::''':·;·;~~·~:,-,:h~:';~i';;-:,:r:·'",:,''!;··:";·/.~~;:,)i:~tf;.:i:~l#;:~:~;:~~::::·-'ji:/':":" < -,,' '. " ," .",,"': ,'_ .... """,'

D.nIaftj)Ql1l~'il'''~lDeterieIIJ'd8'GAOcGaId_
....Q' ccG'II&....~GAOpnwides ace _ too dndt III)XIRI
aDlFt.o...~wbIj.~ad to affected parIia. " . '.. . " ' . " " . ,.', ':', ~ ,,,',.,.", .' , . .. . '. '. '. '. ..':. ,

.. '. . . .":' " '. . '~:' .'. :', , . . '. ,-, .

CcmIiwtatwtlttdlil~1rbeft a dndtnpartil.- tDthe
II 4'farwai,*i_~~'~c:apiesto the~.),Jf
"'lDdDlD~';'Jrtlae~ilmllvsmubipJeNqUeIter(.) and
D7"'IIIItI!r~foio'~af't!Iedraft, GAOIbauld pftIIride ID
,ClIIbIrl'llqlllltllDadrift....time.

:, ":':.::: :~".:,:',:::~',".<" ,,' i. >':f/ ~'!~_'::<~:),.;::::~, '):,.. ', ~ ;'

Jfanachere:aaDcllitee.~tI)M!'etbedrd,GAO aeeIcs peanjniaa
inial Jt~.fXiIiIIalnquesterdoes DOt IIPPI'C'ft ofthe
cIId' 'GAOaUltbe!'Ocomzrdttees to warkaut aI\
8CCIPDIbJe ·'lft'theleIlituati0ftl, divisiOllS IbouJd
CDIIlUh OCR for _dance..·•.tICeO

.·.DlattftPOllllIIIIItillc:llJdea.~Ibeet (GAO'Farm 615) and be
1'MP'!i'ted.byblietlealallertillg the NCipienra apinItprema1m'e
diIrcIasure. (SeeQrL'cbLlU,~Makeup ofGAO ProcIuda,.
aDd 12.6, -rnntmttlal I.et.ten.")

,;' ~"'_::'>:':'; : ':",:'(:,\:;:,~,~::~\i

",'C""'"," J', "': .. ' "

31 o.s.c.n8(b)requins~Jt'request.ed, IbeIe two eamJ&!it\e.
III&)' obtain'__afGAQ'll!U drlftn!pOftL Bequesta by atber
comminNs, bcnrPII....be approved by the clivilicm Am....
CamptmIleIs General. ·'BoIh·OCRIIld the ome:e ofPa1icJ COp)
Iho1I1d be IIOUfied aftbeie. requeICL

/.... ' •.'\..

Nee _lIIZ
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&IIPPCII'DDI"c.... .
Drecctfto-·..........

()

GAO aIIo bdmcaaradtteeadadllll'Jllhezs GIl rec:arameudetjms./i.flliJ!1f..::o=~MtiaD""
e '~" .' ~~:~;~{~.~':~::~; '.', '. :'~:\r~'?,,::·:.:·:" ;:::,' ::.,:::,:,::",/~{tf:/.;:: :<~tf.\{f;~)i:F:: ':':':;',:}jY:::,?>·;:~,.;'·:"'· .. ,;"'<"','
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i
f

I
: I.'· ,"~

.....,..,oc:Jl~~~ ..tt"'l1~inro GAO'. Missjanand
'" ....•!ri~~~~,~i~'.",,~.n.e request is 1heIl1ncDd

lildlinbdaom''''''.adalt·addressthe .'!be'. ";"~··~:?;'="iia> r:u--..::em
~,.~., , ",Jllp&r; .., .. , - eanpoasa
~.....~w-msm'jQdJ'"iIlilD= TmckjngSmc:m QM1S>

"·PacTZi'Mvm.t.GAOIOIMC6.1.1.j" , .

"qce'haI~'~".i~~ e1fee:cift re1aticmsbips
:Widlthe~isldfar·~., emenUnformed or
~~:~J.iI~Ma·~tOCRDlUltbe
"'~t~;ot~'*1rith ..>eo .' andwtththe' or
1R1rX·¥~~I,.~ii~~n:=~,lfIIl::; __
itVDririO(';Bo./~raca~ toGAOt~~
wiIIt..~~~~t;fajth.ev DeCI&r.

·Cu.··.b. :.......".",." .•......~II.-t',<~ 'ck:a..,~..•.•. ;;,', ":i.o."&ice "',-----__.~d"
-....", ,.,.. ' . .. '" ---...

uUA~~b#nl~M~"ftM ~.",.
·~,·~.11leDaticelbOUld be arty enough_
CGIIIP1ete·~.,5tOCZ'aut·~an infonneesdec::isian em
~ andcara'jtviidViCe ..",#ten cmrentJy a1rediDc1be
cammiUeeorthe~·~····

Wltbirr24 bouzlIcafe1lcb"'4i,e ccmpessicmal contact orbrUle
follcnrincwOrlCdaY.G~ClORIGCt~ tIIUIt.

• ;',"'-"" .... " '_' -0 .-,." ..'.•...•'.,'.'-.' - ,',

v.eep.. ".·'.··(";.'''.·,,'''tr'·.··,.·.th'·.··,···.e·.. . ' '.. '"'.' 'c" '~~f&t"i"'."t~Qf'all~..·....··,·····
~ A6-e, . ~d'-=#nIGAO~~""'tIae~il'rtndinc

C0:tlJPtr911er GeneI;Jl ·Cl"",'l.WiIh.....berSQfthe.~IIDcItheV'.at 1biI.
IImo"i:,ille"":'B'",')" .', ··"'·.·'•..•....•"...,~_"'·~~~,.clCllediviliclWamce 07r,ttaetwJth .

, oCRaiid"k&acameetillp he1dwiCb the CorapuaDerGeneraL

,'~JIt~~'~the ComptmDerGentaJ
infarmecUncluc:le ·ke1l1111111f1111e1meetin1S.lUCh.as the weeId7Job
SIInI.'~(J$G).1E1IJtiF._Imreelcty.1eparaiBmetrmeetil....

.,; -'," "',' •. C'· ,.: ,".7.i:<,.~':\:... '. -,.:,;'" :." .. ,"'. -. - .. -,'" .. '" ' .. ,'"

Congressional'Contact
Memorandums '..

o

,u. _ue



",..-ru
.....7' ,-O«ra
• ..aw.e----.c

'"

..;)

_",oc:Il,'tr!th.'_to'tf.eA....~c..e-far
~~OttIer-tllt8JpIztia.Cap1es.~be"1D
.....~lDoIber'lfi!jIiaDs who, becaUIe atUleirwork
~,.,~.l,te.~.of,.wuectm.tterclevelopmmta.
·~tM:~''' ..em''PId",l''V wipffiCIIU.1t1lllJ1 be Deer. '7'to ..

'·:,',c1lf'OCI" ....'Wdt'."." ""," ,

, .. " ,-'. ";.,

.'DIe.... .'... .,.taetllMlllamlamldMxddbien."
Ci*'ij..JtIhDaJd IneJDiJetilefallcnrill&iafanPlltiGit' "

• 'lbe......p1ac:e,.IaId.·~.1IDdIrwbichtile eoataet
\"MaiJfiiL

(./ ...\·.A;"rFt"E"'rJar ~IF ·.lcI,opiniansezrn&2edb1GAo.1d, ,.
.........1I.~ ~lIamade(pazticulart7..
~'l'l'dli§".1It1IOGJIe,ttmtna, ar repcanilt&), aDlllllricDalas-.
tbeida Uft"."....CIf~"""~ rei..ordrafts, arthe 1iIIIeal
)IabIic - ...at1laie CCIIIIP1*I nport.

• .Arr1.~.~framCi.A.O'·....arpoli·lIDda.e
....' ...u w'll'bic:h 1be00000000vesofttae....ar
JMl'ic:ieIIS,.,. bJI! ~IJa!r~ ensure that they bate
....lld..~wItIlg~~shou1dstateintbe
~.~.lDI!IDCIDIIaduma dilcuaian ofhowthe tIIII1
cItec::jejCID anthe....~ .

WbIIl.••canP .lanal CDIIIaCt tDc1ud. a dimJnian ofCWeu10 Or
JDopcww:\e,iSl,tiClQ, ~.,COIIIl .' taaal c:arDCtmemamndum IIbaaId
irM:Jnde~bD1.mnn.t. pu.rpca, IIId l1li1 ftCOIIIDlIRda1iaas
"'-b1QA()1tI!t ~"QI\afldt8equentcantadB an tile"__~.~Nferto priarc:anpesmcmal camact
.......".IdUi.......c;see..crd. -,J2.u. -cemmaemaaa L!Ii,le!ive
BIDI.."),. '.'" ." ..

Whein...clistIibutbJIcapies oUlae~cma1~~
-aIl~"'.IDaf,Deed copies ofsdpapen, brietID& '. '."',
~aratherwDumJUWial provided to the~

hUav'h ....Venal .......ua
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Stlpporti.rig the Cong.r~ss"': .'
Other GAO Services ..

o

Policy
-".'

GAQ'.po1iejiltoMlist the.CcmIress by ping testiInOny at .
~~,j~~'d'1lallJH1tilConbiDsunder~

•.~_-.nd,Pft"idirtI·otober',.mCII tbIt DIe the.es&ensift
fadIJI.I·iIIfanDItiClD·~tram!ll audits and ..wati0llL

'. ~1"Qllear~'~JWJItitupcuwltfarms,ofwiammieaQon
~tDI!,~·Tbe'rIIt1IIIJcarCi4P'·~- GIIJainIwart.,~_Pl.eatedijGAO dei.lsin testin~befCft
~ emnmt!!.. ~isatnnlecsbI, lAd.
,,~~."'·iI~~the01licear~.:Je1.GaI..(~De .'tpn'ldt(1nd backup book, !fMC. .,) is
.~b.r.tbe-.e..dirilctarftlPCll'lSfble for the .ubject with
~~_af...clitiliGns8nd amc..'~ thodlm.
..wt.eWi«.

Jn~""~for~nsuhinsbortlimebms.
.~~~GAOJliDStllllintlinjIB~·....~*.,.,.,.~ ••~beac:eamatead ..uelZ
~ ... '" .'. nGlI'tI&VICbeJl"llCiR, cmct file oumaIlJ"'Ddtaet
~,"',IIIe. __ lIrwlqf"VIIlU'''ftllKifttlft1rother GAO VOJ'i.

:"::, .c':":,'. < ' .. ".:..'.1~.·:,:'.·c: ,. ,.,.,".-;"'. "' .. "" ...' ' ''', ,.'.• ,: ...

To maiJttain prOduct cIuautY.fads should be ftlidlted with the
~ and die, .JII'lIPClIIed'-lCAij ·.tIouId be reviewed widIin the
cII~~~~~apPlOPI_GAOdMllcm and omces.
_Ie@e~.sand apPl",tedb1~'omce oftbe General CoIaeI
~.;">.. ;,,.... , .... :

~~cJiJPIale~eforSLlllrinl the quality at
l~fo.uOwiD&Dornut.lj4"wes.hoceduns toenlUle
~iDtclUcle'~e#tnfenm:in&to ensure that facta are
a=:Dnte.Imd~-qportAMl.Jn eases where time is

..Ji;IaiIec1. for eample, whenlast-mimJtel'eYisions 1ft made, iIsue Ilea

clirectDrs should'tII.IUft, ata minimum, that 1Ie1ec:tm refezsciughas

=,.d.~:,~,~that&heProduetis~
;,-":~, .:! :~:,'t' ~:::,~'~,~·r:j;:(~;~" '; "':~'i'>~'~':" "':,)'~'~"7!'-"'I'<"" ,::'~.. .,~"' .",.'

'DaeSpecia1'ni"'1O,~CcmapIro1ler GenerI1, the GenemI
~1IId u.t,.;It,IIItQolaplrcallerGeneral for P1amingad

Moo ....1Ift



Qt.....""...... 5.,tlleC""_
OtMrGAO......

RepoftiII& (ACGlPU).miew&1l tesCDDozIrto be pnsentedbJabe
CairlpauDerGenerIL OGC"leneWi~to beprBllil&acI
.".CllCbc'GAOatlici'" 811ddilc:ut I • ."mblit8ltirn",,¥_
~Beponi"""CiJ"..·,.o.mce GtPD1ic7jtftmde1

.......Fi~ ..nquIiIted,,(&Ie:Qqmmpnic:etiCIM MIftIIIl ccr.o, elL
1Z.17'.~" .... GAOOrder 1412.1, -rellilJaalQ'Beren

.QaqrqdODllCommia ...,

Commems.on;BJDs:r~1,"Z~=:=-::
~:=:;:=::r'Ur.~
....,.(I)~.D....#D'...OJn'..,...ube.111.faUDw5i1ih"''''

.........tDftnicleriJJC..lIlCHIItyACdleblll,Ia~"""
.......tohelp -=11 "1.JIIb........objecCi... .

IIQO!....- c&"'EIf(JIid~nmhe""" prablemi
.....haisietiGl\., .,4..·.,,*,tbe...IUIaa, GAOprovidII
~fOhn.·1DtIJe~arM'I'IIflIMIIt..sBudletcm
"pd...pI~."••11........

GAOt.bDlc:aaumea.~~~e""IIrelllian the 0ftIaII ~
- ... atabID_am.ct'.~,~~farlPKUic
..ovili....Far· e'lI'ie'wbllll&bDl waaidiDclL1de a nqIIiaCll&lt

. ....>(W).perfama&apecH\c .aD&tlt.arevaluatiaQ,. bill milan."
. "'nuld......-.lAclalieJa ....nquizemedB1NItb'..JiDdt

GAD'. "G'bIIiQrto·_ illiuucaacw inawqdlat iI·1DGIt bendcial
1DownD~~'

;(., .'.','.'"

~Nr '''iIIllvJll'flflillMl in~~
NIL in_"FiIral~1ft .......GAO
.-urtnUt"'OCIIifi4~~~"ftqUat ..
~~araw......,.JII'fIfIiIIMl·in.·.."..,..
amt=~'1be~camactmemoraDdalD
ahcIU1dille'ltry1be>bDI."~·~GAO'.~far·.......Bach WdII'Iil''''':D1b1Decmllhlrdi DOnDIItJlbouldbe
OlIIIIiaeat·wiIbpdarGAO~.... Bsa!ptiana topriar·padtiGIII
IbouId be dirt· ad wIIb tile A,,;stPftt CampIro1ler··Gtnnl far
hIic:1. .

...mmaaaail c:iI':aiJiLc.~\tIPc:uuwaea1&l aboaldllDt prDride
tlSIimItIScIf'5~_(arsainp)UkeJ;ytoISIItflam
enacanentaftbe~'DDe.~8eekinCIUCb~

IbouJd be Jefeznd tDtIIe~Budletom. tJDdertbe
ee..,re.iaaalBudIC Jtt:t, or1974, dIItdeeil ftIPOIIIIble far
makiI1I sucb estimIUS .'

hUaM'." •••'.MNPM1



CllapceraA
........c.D'..
OCHrGAO........

,GeNftIIt,idle'~~"or COIdNvezsWtdDepl)c'i+•..rei>· .
1Iiped.bihJ.lherJf!geICJfPjct!ls,IIICh.di\1s.i~~ o,,~~tbe
General~'Gr, in.....t:UIS,·tbi·Oainptrol1l1'~··BID
cammenI5 tbltclo ~~&bilhersilrlllln1fteI""beSflned
."....dhe&a· .
: 'Y1:- .;)<:J~"C'.::-,;. '. . .. . . . .

".~:·~l&lf"';~"'oppt'O}lrii*~
·..·..·~ ..QCZ;...OQG'..~tAUt6e~~
.&;.·~~ .....".CDIIItUII#...VIlle . ......;......"",...~--.uawtflUlt"'~"'·
ACGl.PM tm4tlaeSpecllll~IDIheComJJ~.~

,,;""""~jfl)':~'~~GaenlZJbr~

•••·i;~.~,~d!:~·.·~·arbJDs.tIl ...·_of~~
..'IJlIIt'''.I;~~@DibIe·wheft'••~.• coJlUlN5li\i.wDwd be

.•·,·.C49J4i1te.:.~Ihia1C!'~lIUicipetedbDIftllla,*, .

.....fclrclilC'~~wlil,tbeCan4JWllerGenen1.~..1ieparra
,)~II'.eetiI..; (Seemt'etL.'12.18,-CoIIaIleId8cmttflli,letift...,/.../:.... '.

n

o
ASsignment"of/'GAO
Staff to Committees
CPf!taUeesJ

InIcnftecUl!S;\"if:t""~ may best be metb7U1i1ntn1GAO
adl'tDthem.SUch usipuneiatS. manged. by OCRfaDo'trinI.
~ca:=':':iI=::n';=IJr.iCJ·'
Memberwheft·jt isllilni6~tD·commiUee ·~"aiad eli.'•.,.,
doIIe wUhin the limits orGAO'I.resoun:es..m~.,daail_.
GAO/tJIJtnDs theBfnlM.tI!'!l.~ f'Ula. .tMit:I&~""~
lIj)pJ1)iJCil lINIMBt1Uttmll~Adm~'~lhs .'

~:~tDbed"brGAOItd assipedto ecmImiuees is
detenninedby the committees~.OCRwith the coaper"'aftbe
·d:iviliClhS Or the I'elicmsfrOlnwtiic:h the sWrwere~ .

During these. asignmen'-', GAO does DOt direct or CCIIdmltbe
~orISlilMdIta!tGAO is, however, concemed that
eommiaees' needs are met. ConMquentIJ, OCR monitms Ute Walk
ofassigned sWfthroUlh periodic: .rmews with.c:ommiUee ICafIL
(See GAO Orderl.UL1~ 8AsSignment of'U.s.General~
OfIice Personnel tD~onalCommiUees.j

\
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Obtairdrig and
Providing Documents
CCondt1it) .•.

..

GAO·Orders

ca..·....
.........',..c.p
OCMr·GAO "t1icn

AtttrDll,GAOiI..ad,1Dapply ezec:ulift·1aDch docdD'cdl to die
.~.wilbclutiei"'.acliDCu. CCIIlduIt. GAO'.~· iIat ID
...a CDIIIi1A&. .

_~'''#'''''''''''''1OheJPdlenquelter,,1bedeiIixed1Dfnrrnatiaa. When GAO__UIe IIIIIeda1IInadIb'
anO.#I'bQWd,a&rto a>mntaClt tbeaceneJadftIIIUIIt tbIt
tile 1II"",.;eJ __• cIiNcIlYlI) tbe eaar taDII nqueIterar (2)
......frcI.D-'tll"""a-..m.:-.miRliu. c:bairman II) tile
~._lartbed 'ndJDfCllDllllaa.

/

141LJ,-AnjanmemarUAGIaenl~ omee PeDannel to
Canp ianat CommiI:tes..
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Wee1dy OCR Meetings

Week1yJSGMee~

Biweekly Reports
Review Meetings

Related Materials
- \

GAO Orders

Other Publications

Qap&erU
&1IPPOI'CbII die.Coqr_
_ eccaft~

~".To~wtwsbouldwceitecopi.ofadditianl1
materiI1,sdlbauldcansidertbeeJ:r8ltlDwbich recipielO JIIa1
bendtfralluee:e:tvilacU-Forillltmce,aameredpienlBlIIIYInd die
mareriI1U1efUl inhelping them performtheir~wtdleodIeIs JU7
DOt net!ld to kIunr about detailed infQftllldian included mUle
m.uIrj.li '.

Each week,.the··.CcmqJtroDer·.GeDezal....with.divilicmad.omce
...·a4()(2Adto.~\1PM'DinC GAO tstiIDoI\v, propaeed
arfJeftdinl JI!Ii,letiaa, IiplGCIIIIt.....- odIer 'ftIU«i
IIIVohiD& GAO'.··...... lDtbecqres .

I::'·, .
..

.u;G·.·~··~·.I1!Yi~·(jfiDcaalilrl··~1'IlqUeII.I,
~~and~.IIIIJVtiIIbe1ar1d~.iob~
phaeto e1thI!r the dala coDldicmlllllJ,7lispbuearthe pnxtucs
JlNPlntiOl\~JSG,m1'ftieWiltl~fmmm qwaD
ptZlpedi..,IIbans*....COftCIIIIinI the8CGPetllllthodalocrt
timiII&.-l'If'OllinIot'jobl. .11IIIe IDflICinIs pnmdelile
CampIro1ler General, ad otherpuapmembm, wUh wlaIble
infazmationaboatcoitpessiaaal Nlatians • wen ull*=lDc
~

'!be Camp1rQ11er tienera1 meets fteI7.atber weekwidl acb divisiOD
head and. IfIW!CeSSlr7.witbdivisian Idto clilcaDapec:IIe NpOdI'
and.~inP1'OCf&',·.~.·~·.midpated
COfIIn!ISi0na1~'adOCher Ijp.UiClllt issues ftIU'diDI. the
division·.work.~Ihedinp pravidelhe CoJIiPtN1lerGenaal
the opporamity to obtain der&IledinfOftllltion about IPeCIDc .
usiII\meIIIS IU1d to pmsue amandillc issues ailed duriD& other
JSG or OCR rneetinp.

013O.Lll. -Office ofConpssianal BelaDaas.

OCll.2, -aan-.~.ComspoDdeDc:e.

Smjng the Cgnm:p' (Reviled Apr. 1991).

MjPign and AmmmemTz1cking SDtc!m nu:tS' 1Mn;'MIDUII
(GAOJOIMC06.Ll)•....

)Joe _1111
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Standards-P6licy····sUmmary·.

Policy fii.Di,.PoIicY ism •.e11Sute.~ qua!itymd1imeliness otits wark through
~~ arppJicaUonpfprof.oD81standanls and poJides.

~.~j-:i~(oJ1QW.l~ acee'PcetfgOYemlllent auetU:i,J'.I",ci8rds
,. (~H!!;~.~cmlu'3i~~cf:!'L'!deral OrpDizati0DS, pograms,
~~~.,_~•.~byco=actors,noDProat

...;.~~,,.. ...~~~OIlS. These st.8Z14~.are

c:OiitIiheclinthe GoftmmentAuditing StandarUs: 1994 Revision
(~~..."~~~ l~k.(Al'P.I ~thellllJar ~es;in,Chel994 '
~Q&i.),\, ... " .. . . ....

~'O(othe.rPl'Vf"ODS 9b' to GAO audits andeva1W11ioas when
·fralffi"'eDt of..,..agnnlezat ob.ied:i9llS depends on evidence developed
~.the Ulte0fothel:~JiI\es (e.g., engineeringdeterminatioDS). AD
rf..t.l!~e»t' ..~.#eEi~.~ ofCerdfied'PubJicAccountards
·.{~:t.)~~~~.~~incorporat.ed.inGAGASforbaDc:ial.wementaUdits.To~'m.entthat added requirements ezist, they Deed

to );)e.COD!Ii~il\co~~reporting onfinanc:ial audD.

.~" ....
( I' ..~ Genera1standarcts'

Qualifications 7JIe.148~.to.~1Jw ~'MmUdcoUet:ttwly JJOueA
~P7'OJ~~~tM lGaks ftlqUinld.

GAO -eqD'".,..t"!""4'"~.fCW'cnu1Us tmd~tJymeetiDI
~uil1gprof~0Na1~ucation(CI'.£)requirements. The issue area
directol',C)fl'elicmal manager_Ust uSe care in assigning staffwho have not
metthoeerequirelnent&

Frequelltly, asilnmentsreqmte ~skills.Sp«:i4l1kill nrquiremenu .
"."&'t.be~~riy~ 1he~7MU (when the assignment is
initiated ordmig~ent.dfJsign).When necessary, special skiD
nquirements can be met by assistance,from other GAO OrgaNzaDons, by
c:oDIZ'ad, Or by other&miDIemen,ta.

Q,jur cmy na8on,Mtall.kUlrequi~=n betMt,~
objecti..,~ ormethociolDWmustbe modifaed &0 HtDithift the

(J , .... '-0.1
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Independenee

~u
."a1 ......... .,.

fUIIl~oj_iIable*8-Cbqesmust be cIisc:.-ed with the
.nqueIter. (Seec:ho8,"SupJatiugtbe Coqress.,

CiAO reparIa·..··CredIbli·biCI..~~.otIMIr1llllS·apeCt
dilttiley_ biIeclaolllvall'la1mdmdeDce ware~
··cleftlOPed.~that(W)J.,~,_Cldc:ndibIIIO' cwnnotbe CIIled
_qaI!litiOllilthe.,~~biUtJ ofeach ItlIIflllember.
i ",' -', .I" . ,;:\;,)1'.,;", -'.

.....".~"....,.~_Of'....'·IuneG".,.."..z .
imJ'CIiriunt to~ 1Hrfore·6IjiJllliflg·tIJOfi em em CIUigntnent.

qG~""""""""iJ"~'~ lie em .".",..with n8peCttD&
talk Or_enjpm.'".....tJIUt~thIl.l:i~tD biB or
heriauDeclillte ICljJeltiD. wbo 1II111tleviewdlepOllllbleimpajnnellt ill
""Oftbe iaIr·......ber'.-.,.m.mftlPODllbDities. '!be ot6ce ofdle
GeealCcMIDIel (OGC) prcJ\'iIIes.1d!iee .Del nsinnce.

Depaclinl OIl the clnMh"'nces,N8ssiINnent tD another takmq be
IIPPropDate. Iftbat does nOt raoIft the problem, division lIWIaIemeDt
.tlouldbe illfcmaedalld~derauOft8ho1l14beliftn to I""iping.tbe
·1ItIIfrlIIember'tD'Datbet••or~uaiion P'OuPGr_other .
oiPwd.tircUa1~::

SupervisozsaDdllWlll_.d leve1a Deed to be alert to, detemIiDe,
ft!PCIIt,adft.alft.~~ cnmpenonal ones u weD uthoee
oftheir'-.It . .

1IIIpG:menIBaoilul!J)Pdence ailt1rilerl factms emma1 tD the
perf~of~UlignmeDt~ectthe~.ability to nach '

.mdepeDckmtadObjective ~1lc:l1llicms.1IIIpG:meJd5could result from
aueb factors as.atemIDy. imposeclleOpe limitations, tran.dion
RlectiClllS, ortiIIIiDg~eDIB.

~faAO'••LijJpUlttDthe CoIIIft!iSS NqUires that itpmvide 1IlIefulad
cndible aIUII1*esllldinfannadcm,1t must plan, perform; ad report the
resulta·ofitB work independendy andobjedively. '1bus, GAO mut haw
~ in....iftUag IaoVJ cmtl by tohomtM AWitor~
tDOrl; is to lie prtJo,.",.J, as t.Hll CIS ift d«:iIling tohot is to be it'ICiwW '"
thIl~

s...shUd.9'lEJliI wll-a-"" _I-.
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OrIanizaticmal;1ndePendence

Due Professional'Care'

Quality Control

PerfonnanceA.udits
and Eva.1uations

~ •.o
.......r:d:: PobeJ'a-,

.Requesters that limit~discretionmustbe iDfODned ofGAO'S concerns
andmutull1yagreeable lftII\IeDleDtB negotiated.

;1Qdependence C8Il be impaired.when tilt! CJl'IIl1iZ8tionallocation oran
audit orpniPticm....it IUlQ.ePtible toaue iIdluence by those betDg
audited. GAO.'ItIndInIs;pn;une.GAD's cqanizational independence
becau8e 9fits locmoninthe Jegi"ative brIIlch. However, '" in
COft~··triIhClftcnulitor~ofCl~w Immd:

·~cmju&iorJ,or~(the, ...;..tliret:tl1r lMlil:w:s Ihere mcybe
_~im~~ID,objectit1i&Jl,.or.mUlt~the

f '=-~~==.(Aa;) CIfIIltMAWtt1.f&t

'!be due pmfeslliOllll1careltmdlird !8quUeseachItdmembei'toUlie
8OUII4pmfellli.onal~eDtinmeetiDgnsigam_~.CiAGASad
GAO policies include requirements that must be met. They also indicate
aeuOllS tbata.n~;.generaDybe taken undernormal c:ircumStanc:es.
l;either~IlQfGAP pca1iC,lUidance is designed is. ·coolcbool('t!Iat
1iW&.nt.heaDSW"~1i"en litwdions. Each assigNnent is di1ferentand
801DUi~em·bas.,to.·beapplied'by'GAOD1f.

~ af46dqtwtjnnn_fIOlMtvguilllmDe, they MDvlIl. do'..,
Imov1ifag1.JI tm4/r1r,oc."..~H~ to jv,&ti/1ItM~ oJ
action Uult totlS taken. Early discussion with the O1Iice ofPolicy (op) is.

·ezu:ouraced. .

·'1b~~WItQl"-in.<barIe(ElC) or llittesupervisor is responsible for ensuDng
·~.du~))I'Of.~C8I'eis~ throughout the assignment.

Audit orpnizarions should have an appropriare intemal quality cont.rol
.....,stem inplac:eand undergo an~ quality coldlOl review. While GAO
has thcxo,.gbnview:and cc:mt:rolp~esses in place to ensIft quality,the
key to·qualltfis·.fltlftCf.'lnmmnent1;broughout the assignment. GAO'S
conUnued success depends on the quality of its reports. Without report
qualit;y,GAO'1i credibility could not endure. ~~,quGlitymustbeCl
bGIic·pri~,ofcrGch. .•tIJ8fM!f11ber~

I In 8l1dit.iontDthe generalGAGAS stBIldanls'there are spedficfieldwork and
" .~~~.forperr~ce..-.udits and mluatiODS.



PmposeofPerfomaance
Audits

Fieldwork Standards

Supervision

cuP....O
......·rlo ~a-r

'1bepzimlz'J~'af"'CInII&tleeIIlditsis an objective aDd I)'IteDUdic
......aamiIuiian Of,evidence~,pnwide an independent us 'iieDt of the

uteIIt towhich (ll.ovemmentorpnialicms,propams;lIdi91tie5j or
'. faDcd_emc:ieDtJ;radelfediwJl'Qn7_thelr~.1Ind
···cQnIp\VwJt.bIPPJiClbJe.....~ (2) JeIOUI'CeS .e·beJnI

a:quilecl,Platee:ted,ad.-deconomica1Jy, dcieiItJI, adelfec:tiwJf far
.·iIIteDCledJ8pDIII; aIlcl(3)PI","'.ebeiDIacbieftdaild, where
lIPJJIVPIiate,ftCOIIIIIleDd IPIdicCOUi&eS ofaCtion. However, the parpuee
arobjecriftcaft17~frvIIaonepe!fanamceaudit to _other.
kisddlpillpOlle, ar~iOb~thCcIziftIbotheraped& ofthe
·adIt,'-e:b-Ctie._GIII~ by the audit tamad the audit
.-ciQllltobep~ .

AdeqaIre PJaniDlzeqaireBest1Ib~ pleCi8elyDted objd••ad
tbIIllieleeCiDlaiCGpeofwarkadmethodoiOlYtblItwiD meet assipmeDt
objedif&wbile retJ.ect:illltimeccmstDinlB. cost, IpeCia1 akID
nqaiNlDentajiUdatherplrrineiitfllctors.lt al80 requires tbIt acrioason (' "\
prior re1atedncommendatiODSbe fo11owedUP. Wheilperformed with due. ..
profellllicmale-N,WdIknlaJts1rlllmeetusipunentob;;edit&.1baee
objecA;i•• lbouidbe lDet elDr:ieDdyand economiClU1.

A vriaeft' IItIdit plAftMDulll6e,,~ftw ... aaigftmer&t.1n
p1.IrmiDg asignments, 8ta!fshould UIe a customer-focURd, laible, ad
dec:im0ft00lielated·aPPraacb. StIIfrShould considerpJanning lIS a c:cmIiIluillg
plOCiiSctmtaetbeCOllrieof_Usilmnem. 7Jae GuAU pI4n MouI4 be
"¢ate, CIS~, 10~ ClftJlAgn\fic:m&t.t:himtIes 10•.)Jlcm.
tACIde.d1n'iftgthe·~

Adeqaate .,..uOIueqaiJ. kncnrledgeohrho is sapervisiDgwhom, for
·wUttasks'lald faIldicms, and for"Wbatpmpoees It isa respcmsib_tbIIt
"is1Ibm'ed'.by~W·Id.

~m. communicate apedaDons, provide guidance,'OftI'He
perfonn.Inee,prO'vide mneJy feedbaCk, ensure opportuDities for~
ad"career development, IDd evaluate perfonnance.

S:Iclf'~ftiUt.qUeIti¥iand~heJp;whenDeC '.• nll7i
maiceappzupriaiesuaesticms; be'receptift to direction, pidace,

.........111..... 1.........-... _l1li
.' '. ')
~,
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Evidence

Reporting Standards

Fonn

CIulpIer 4.0
.''''5''' PobeF.~

~8l\dtl'llillinc;~andseek to impl'Oft theirperfcmnance;
ad contribute to an eDYinmmeDt atopen communicariOlL
'; ..:".,.:'.' ....".,", .. , .. ,'.' ,

I
.When laws, regulatiCllll, lIIdother'_Jiance requiremenra In signmcllllt
to audit objectives, lidMould design.the audit to provide nruonabIe

.' ".....~.ut..~~'t!riththem.lftall Jl'l'ftlf"mllfllJe audill,

'. :1 ·~.~.Iiso-.el't~~lmons or CZ'aD-ctiODS that could be
iIJdi"'J~ofiJl.,* OrIbUle~"adviIethe Qmce ofSpecial

.....••.•.~..~~(t!I)qf..,.t!Vj~i~;~.. leriousmep1aets,
..P"'Pl'l?Jj~.c;e,OrIb.(~~1.2,.Asa jIll Compliance :With

.. AppliCable Laws arid ReiUlatiOl\S.) .

.if GAC>'~~'''~';';~~anUl smentatllWUllement
~witllt;beneedforancl,focus0ftheassr . hat~with .

'.'l"'i1Dlll~~ (SeeGAOtVP~1A, _rISing~ CcmIIo1s in .
PerfOrmance AIIdir&)

$oz.le·ssign;.~ob~_lIll" Ellua ofplll1icular
I manaleinent contrOis:.Review of the control SlrUCQft can be helpful in

>1· .....•. ~i~Jjr"~.~.t.p ..~~ adequacy ofpropam or
~eDtpre.e- ...Reyi~.of~ management collUOls MOuld

'.i)e, ~Dsiderecsu ~.b.uisf(Jl' ~:the cause· of deficiencies ao
'~cUve recommeiullriODS carl.bellUlde.

.•, Evide.nceInUstbe~re1~and sutJicient.~,.,.u to
.be~.f.t.r..,.~.penr .tmIl·mu.rt I«ulll fIGIOJIGble peratm 10 the
~~(.JG40t.aAW. . .

C()mputer.geJ1~daralPZe~entJy an important or integral J*t at·.
the"dit~d evallJ!non~dthedatl.·s.le1iabi1ityi5 crucia1'tousilNnent
o~'~sb()ll1d~ot&tSlD:netbatcomputer-baseddataare reliable. .
~im tJU&.ft fmIU"thD.t ~tI:p$fl,ft~ 10 utGblish tlatanliability.
(See GAQ,OP...L3, Afsessing the Reliability of Computer-Processed Dara.)

.' .RepOning standards include StandardS forjtmn, .timaiMSS, c:onter&t8,
~,anddis~

GAO useS a variety ofreports. 7J&e'~ oj',..,m MouJdbe:bu«i em the·
nquat.ft"'s M«ts lind em tJ&ose .OJthe public.

l)
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At liIDes,anquellter""iDcIiCwtettlltawritten repmis not neclSlllJ.
.ewus,howner;reqaires,tIle)Jl"eparliionofwzi1:tenaudit .npozts
camm1lllicatinltheresultsOf~..udit.JntheIe c.ses,t1le~8houl~_'.tIae..~.....:.,..·.:.,:.,:....~..~".~,•.:.."..".,.~~:'~.;.'.,.:~,~;;;,..c.:.~.,:.t.f;.~.~.:.:;.~...r,;,'.~.,-.'.,.:~",.:.,:.•.:,,'~.':~.~.';~...~:.'..'~','.';..:..•..~...'..,:...;'.'." ;':"'. ""-' '-"ii"','."""::-''!''''':

:·'··::<~~t~i\i~~:::;.?:'>. - .. , "",.".",..v." , ','~~.i, , ", '

GAD'.1rcrl'kdeis1ntbm.or~OrDa1ionaUIIIPOltaDce _ afClIueDt
ccmpeIIlIiOzl(d••'~"'!!lti::~to nquests forwhicb dlDeJ;y'
·,~tac:dd~.()thcIi~fj'~to meettheDeeci!otthe
cdIIP'·".·IJIiObII~';'\1Vlijii'8:'~.JIte,iII1IIefuJn" cllrbe
clerDU)edOrj'fidJcIi1dIIiiihiKf"~--be~.

··•·..,.··:.' ..".r:,;t~,lf;'<'2.i:~:;~i.?j~~~~~Effli~~; L~&2: •..••• ' ". .'.
GotO~ftJJO'VtJ&-.taIe tDIUI4l171&r,Aftd.hDtDuork tDGIcIDne Gft4'" '; .
".fciiI:U~tIIiIIt,""'~tJlrf'lf:Cl'nft~:tD1IeN . .
GPJit~'~~~eOi.'Si!Da'arO'therdiredlv decteel partiesmUllt

·be...tlaeOPJ)Odl'i""~~i",idt·~orWliUen commenl& on dzaft GAO
.1ePO*1beir,CO!IUDeDta·riiUlti»eeODsideNdwhen cIeft1opm, the Jnal
repQzt.IfWliU:enqenq~eDts~ receiwd, they 8re1lODlUllb'
iDcIacIed·...PiUt9ftherepQrt·ilCIi"-'ith (W)'spaBon on the CODUIlema.

'; ..•.•..•.,.•. '.. "...•••...• ,. .....•...',,)1*;/, ....;;:t:,','.'};.;eiJ·ji:'.:.·,·;'
'1 A.cao··~'~it.og~~~~ofan audit or eva1wIdon. 'DIe
iNPartisthtt~·tluItttieiHibmeDtp~to.the~ and to
·tbePubtiC::~tht,,~~.,j"'dsllCCeptedorignoJed· c:an

.. depend heaviJl~howitls~ 'Dae lIlelSllleagreement conference
indle .... cOIlectiOlll~p_ofan,"ignmeDt est8blisheswhat
ahOaId bei8llid.~ aaenu.~be;1iwm. ill the repOrtprepIII'lII:ion
PlUIR,·to·h01r~*,i;"''''~i~~~Dted. (See MessyeConferences:
A Guide to 1J!PIOviJ!I!!POItQU!l!ij;Gld 'Ibnelinas, GAOt'OPoU.l.)

:'~ ," '_',' '; ,', ',':,;;:.'; ';,' ".' :-::" ',,.:,: ::':':,',>...:~ ~ ,~..':'·~:':\{~'::;;,;\,"'::;f;~'S,:,,~· ,'J{;{,:,>:: :,:,:·':.:;/;';i :~\,':' ': ,._

I ,GM)~rts'~~fl?!~~(;~~partieuJarcommiUees,
.nbcOlIIIIIittfJeS,~oDa1~t:is,Gld agencies depending on such
maI'lafts.asttae~Oftl'l~·SlIjjiiiaf:Dt, the subject matter, and/or the

. ~to_da,aon~endldons.
. ',.,', '- """".",..:,.;:-".;':.;.,',,,,:-, .. ··,···':!'".;".:;'·:"i.:.'/·;··,'·<'···,',···· -' "."

Presentation

Distribution·· .

Once issued, anofGAD"Ullej~ssified~ are available. tot.he~c,
~ toa~pfw;)tC) ~dII.1SJftherequesteraskstb&t this be done.

/' ':.. ,'):',';;,'i~•.~/:~:.<',;,,':'::,:',,:':~.":,.;'.:':; ~:"'!'~~~\;"::""'~!,:':'<'-::',': .'J":.",.,,, ... " ",' " . '.' ':;,'

Financial Audits StandardsfOl'~cia1audms illc:ludestandalds far both 6nancia1
lbItenent IIlCl bmcill re1atedaudita....

.;', '::"':,',:",:::.' ,, ,',' "" "':,':':>:,':";~': ..::'::':,;:,.,,:::".\r.::,:,:~·" .. ;'

Financial statementaudits~~cieNascm.bleassurance alitwhether
the 6nancialmtementsof the·audited eNity. fail'lypreseDt the 6naDcial

.....hUct.....1 II I wlluMl-1ep twl.a
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posiDcm;'resWts Ofo))eraUOIIS,and c8sh flows in ccmfonnity with genenDy
·accepted accoummg.plinciples. '.

F1nancia1 related audits include determining whether (1) blnc:ial . .
iafcmDlfiOD'is presentecUnaccordanee~ established or1tItedc:rUmia,•

."(Z)the.....adheiedtospecificfiDancill compliance reqgireIneIda,
or (3) the eldity'1intA!rDal cCmlZol~. 0ftI' fiDanc:ial repardDg·.,dfor
IIftlUrinliuets is nitabJ;r designed aIldUnplemented to acbie\'e.~
COZItIQlobjeetiWs. .

Applicable standards '.< GAliASincgIporat&sAlCPA'1ItmdardsWithout rest1dUIgtJaem"cHnc:1.
.tdltiaull1:lndardsneec.ed to IllisfYthe uniqUe needs oflcwemmentl1
....c:ial~.....

Addmonal fieldwork standards for financial audits includepi4""I'Ig;
~;Ulegalaets.cm4otMr~pli4ft«ji~~·

ad1IlOi~·

JnGAO.t.be~requirelnentsforperfonnance audits apply to
~c:iaJ.auctim..·ldateriIl·findillpandncoinmendations from prioraudila
Ih~~ fQJ1Q1VedIlp.Considsmonofmateria1it)'also is emphasized.

AIlditlnh0ulcl~,desilnedtoprovidereasonable usur:anceofdet.ediDg
DY¢eNt mi.....emema~tlDg from· noncompliance with~onsof
c:on&radSOI'pantllll'eelflents thIt~adirect and marerial·effect on the
~()Jlof~ciallt8telnentmnoums.Evidence ofpot..enDal
Rrious iliega! acts, noncompliance, or abuse should be refezred to OIL

'-.' -.'

In_c:rrlldDlIllinCial.udits, GAo'sltldflhould faUow IJCPA'lltBIldlll'ds,
GAGAS additionalltalldards, Acc:ountinIIDd JDfonnalicm ldanIIgeI:neD!
Dmlion"(~) !lnmcialAuditManual (GAOf~lZ.lt.M),andGAO'1
~.lDClreqairemeD&L,;.

I~es, ID.egal Acts,1Dd
Other Noncomp1iIInce

0/--. FleldworkStandards

(.

Aft .tmder8t.cmdiftl Ofi7alemGl'coMols is.'l"tKJUired./ur all,fiftGftCial
GuctV.s1o pIAn IlaeCl~&metdeterm- the~, the timl'" CI7Id the
Gtent oj testi7lglObe perft1l'TMd..The contzolenvlronment, the
·1If~controls,the.coDlZ'Olsover ,compliance with laws and
ftIUlati~,and the c:anuo11iak1SS!SSl'ilentslile important considenricms
tDthejuCllmenr.s made about auenuiskand about evidence neecled to
support OPWOIISon lilwlcia1statements.Guidance contained. in .AlCPA'1

~-



Workpapers

a..p... 4.0'
It.M.. PoIIc7--..,.

.~,eNit1ecl·Ccmsielemticm oftheJntemal,Comrol SCructme ina
,FUumcialStal;emeDtAudit~~(S&JJtement onAucliUngStlndlrdl No.
&5) shoulel be faUowecl iil mee1iDg tbis amdard.

, W~elcx:umeDtwade daDe.the ,-;11""_ iIlcIudiDI
cleIc:z:iptiODS,ofaransecticmsadrecards eamined.lV",i.PA~MDul4
....·~..iltD ~'an~GIIllUDr'l&twingftO

'JI"IDiou'~tDitA'tIIe<audittDucerl4it1/rDm thentM~..ce
th4t-pporCI tMCI1IditDrs'~amcIuionIGftIl~.

,.~

Reportmgon Compliance With
Laws and,Regulations and
Intema1 Controls

Privileged and Confidential
Infonnation

IReport DistribU1ion

IReports on Flnancial Related
Audits

Far'inancilJawIits, GAO.......ciIrd report.......C't-c'dbediD
ADm'.Fillanc:illAuditMaual(GAOI~J2.1I.lA). Aft,.,.,.__ be
~ ""'the DiNdllroJPlJImaIfigtmd,~AlJID. (See
Communications MDual (eM), ch.12.19,~StatemeDtAudlt .
Beparra,~,larfmtberillfoniitiOll,.fareach ofthete nqaiI'eD.....)

bathe nre c:aes1lilfftaDaDc:DDfonnityDtemellt ma.v be nee 817, the
position mustbedilcuaedwidltheDirectGr ofPJlDningand
Repartinl'AIIID,in consultaIiOl'l With the Amstant CompU'ODer GeneIal far
PJIDning andRepcmiDg(ACGIP6I1l~theACCWP,befare&lFl'pme! be.

The npart on the&amc:ia1.....enlBshould present the ftSU1ts oftesm
ofc:omp1iance,With lawsadftpJations mel intemFl comroJs.'lbe report
Mould includeUreguJadties, mep1 aets,other meterjp1l1oncomp1imce,

,andreporrab1e COIlditiODSconcemiDgilltemFl controls.lIIlODle
c:ircumItanceI,ifteluJarUiesadDlep1 acIB should be nparted directly to
pIl'IieseDemI1 to the 8Udited eatitJ.

The NqUiremenIB orQl,cNIPter 12.16, -speciFl Ccmsideraticm•.
BallcIIiIIg ofCI,mtied., Restricted, ad SeDsitift lnfarmalioninGAO
Bepan.s,. u'diIJcuIIed 'UDder die repaniIIg ltllldards forperfomumce
auctirsadev.lneticms. also ,1IPPb'1iO IillFncial audits.

Dislzibution requireIl'IeIIIS for npans which cammUDiC* bdinpor
ob8erfttions reprdiIIgp:rocedures'and colltr'Ols that do not mlterhe1J1
dect the bmc:ial--..mtmtaN·includecl ill the !:!- .

DeperediDg 01'1 adit objectifts,AlCPA npartiIIg stllldIu'ds IIIIQ'apply.
0thenri8e,~encsf01'~OftnIIIIceuditsincluded in the E!! 1Ipp)y.

o



CUpter4.0.t..d.... po1lcJ • ....,.. ..:'

()

G,MiA$4_~·Io,ut.~~tiftNStiglUions.(GAO'S
"~~~~'~ .•~:~~.16,.·~O~lllvesDpr;ODS.j

....... ':.~y.gtI~.; __.;,,,,pme$ii~8,hQu1dbe ·atterIttw··tD GAGAS
"~~,,hk*dllcl"dedetenllining those ItIIIldards that apply IIIld
,~wU:h't.beID.'c:, '<-':"j: :,':~~,;,'.,',:tL::~~~:f:··

.·;-:.t~5.,:';)f'4[;t~;f~4~'t:t5,;.~\H;~;:~·:;'>.·;~:!:\~;~· ;':"t;;-:J1'2";:,';/",. . '. . ( .•.. .••.. •••.. '.

i'~J~~~~i:~~:~to·perfonnanceauditsandeva1"
aDleal5.the.lIldit-teamdecides, in thedesiplPhlJle,tba7.~.·.~

),;_"~~:.T
.;\~,;~IIIijl...(~~.,JI~itl.~i1d~,~.~ ..~ftbe~c;D~rtS~lIIl ..
. ~~\Cl{:~~;,~~lIpplic:able~paftiClllit~eat

1;y'pesariciobjectives;)

1
•.·..·.• ~;~·~.i~~~~~thereportp8c:kqe for'4nIl

processing, his orher signature eenifiescompJiance with theidendfied
~dardso.- ·v".;i';:;{-;
,',.or,.'::' ,:", :,.;,·.·.·"'.'F·',o< .... , "!'"';;.-•.,. ',0_ ',_.,

f····~'~·:~~gf~}~~~U$t ifldtulec GAGAS~ity
.~.However; lOme BiignmentB which are notaumtsorsa...~m~:;~.,~gnm::d:::reqIIire.th;e~CW
Wi.~fOtli.!""'~iti~=· ..... actually

~_;:,: ·',;',;r·· ,:':":;':::;'::.,::;\:'.(,';,;:, ',.- "~~:.< '••. ",.: ,':,':;': ",~},):,:,;:;,,~':,:,' ";:;:'>~,\ <',' ':",; ':,'i ,,:',,',;.:,j;'~: ,: ,~,\:',1j;' "' : ' "
·jltheritigiDformationaboutaprogramWithoutverif)'ingitandlorwUbout

,;"".~,~~~.:,;;~zryeqdaziO~ . .
• assistinI~ci;~ciDa1~~ by developing questions tor use E
~},...' .

~~~=:"-=I>7""Qr
conclusions, orrecommenc:iations;" .

• developmgmethocis and approaches tDbelPPlied in evalwmng a new ora
proposedprognun;and .

• forecasting potential·program.outcomes 1II\der various assuinptions
Without evalua!ing cur.rent operations. .

u
····~'

I •



aaap....o.,...... .....--..,.

I SiDceGADaenez8IlYdoeS'llDt1IIldeltakeawtitor~~·ssjpll....m
, "Jridc'Jl~eltllldlrds,CIIIDOtbe met, ODIy;rareJy wilUt be D~... ..rt

.... "tOiDdudea'ltIt.eIDeDt:afncmcaafomd.t)'~·In·tho8e iDstmcei, thepOsbion
.Ultbe'msc:..'edWirhand*P.Proftd by the divilionACG'm CODPaJtstion
with theACCW.andthe~;1S1OOn uitbecomes~ but nat
JaterthlDpriorm.'!in8l rwpartprocessing. (See Cl4,c:b. 12.8, ·lIJDIrocIuetar1
MeteriN· BacILII~'iDd~..,Scope, andMethodolev·j .

.. StqtJ; ...Or'.......'UiItn,~dt'BCtDrs orNgiDnal
,.,IIiImtI#iWll,4'racldiNcerJnJ cwtlpio;&altr&lJftGIeP'$lbare respoDIibDltJ

..··for~howthelllllllldmlS ~Jy to .8peCi6caaipmezat. weD
.•far~1DIIll!l!l:tMID.

I--cwcdi~certU1~W'irh ~C8ble ..cWds when
they'iIJIPluve,iIiCl.dI!npcartp'c1ca,eforbalP1OC·lsing. ,

'!be diNim&, ift~tDuhtMACUPMcmd 1M AGGQP, IIPPft'\"lS
U1 circmnsl:ances in which & report is released Without.n IIPP1icableIl:llDcllii'dllUiMDlbHnmet. .'. .... ..;> . ,

.asrisftspoDliblefCD'tDzaclUeti~iilrftciPtiODS'ofpossiblefecleralmep1
aetafmc1~fraud),DO~l(:OIDPJiIIn~arm... OS! is also the fGall poilIt,
mcoDBllltCiOll with oac,for daJiDtwith~ qeneieson IIUIIterI
tb8t iImbe'possible ..nODSmepl.acu, ncmCompliance,or abUle.

fJ1>. ftSPQDiibletorptc,VidinCluidliDce on'SlaDduds and how they~ to
be applied to GAO 1S'Iipmeza.

Each 6tt18tJ1o!mlHnois~l~ for meeting GAO'S ex~ for
~pezsonal impainnents ofiradependence or objectivity on an '

, M'ipalnent,'and forcondlIdilal 'Work in accordInce with all other '
~eGAGAS.· ....

H'..

....6oNO ~hIId"'le t ..........-a.r _1111
,," "

i )

~/
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~pencm:I:,~Miijb:r":;!"':'" ',. '.'
Ch8.Tlgesinthe1994
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I

• Requires auditors to include in the auditOr's opinion on the finaI\ciIl .
ltBtements a reference to the·reports·on internal controls ad complillnce
with laws adregu1ations.

,• Clarifies c:ircumstan.. . '.' ces..reqmnng..' .'0 • . auditors to. NPOrt.irregulariti.... .., 0 es and
Wegal8CIS directly to partiesextemal to the audited enlity.

I.... Requires.'o. auditors to.. report all. irregulariU........' '.... ' °es andWepl acts except for
those that are clearly inconsequential. ....

e...I...... IL .......... - ......... _



!PerfozmanceAudits
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,. =;=~en:===~n~~cm
I·=~~:.:e=:r==:~~

·,·I·~~"".for~~IoIhCe~~I~~~Y~~

·~the~~~cu.;u.ke1factcninHCdl'lmd
m~.cIlt~:Cl) CIIIlcellis atcmdion ofusers' needs,
cZj~~~ti,t~;'~~~JJJ1)" CIIrlhelp.....ti: ailDilcuce

.afpeW!llible'Objf:di....d·tliefeaslbDityo(achimz., their&, (3J~
auditors'W'cIrlt~.iDfl'-ence ~~objedive teldOll,
(4)11Dci'*~~~~ancI.~OIIScmbeellellda1 tD
~thePlopal. IIld C&>laaDagement contmls CD inIl1lt!llCe
the ~anC(lmeth~()1C»&Vt.q~!ft8Uditobjectives.

.pid~ldesIldCtiticmaf~dailce~~whether ement
~lIIla~lJ)lUr.ftce~lllaWs.andft!lUlations are;cant tD the
8Ddit'.ob~and I'eCICIit'w audifozs to test·thOR lIUINIIement controJs
'... eompJiJln~Jssue,st!llt8rt~eut.

·~tsa~~~farthesumc:iertCJ'ofwor~ they should
~e-.n~encea.-ditorttJascertainfrom them the evidence t.tuIt
.t1pjIQ1tS~.Iig:nm~eoI1c11JSi~8Ildjudcmenrs. ExpJiCWyrequiresthe
~ to lDdude desaiptioDS ofaansactions mad recards C!ZIIIIIiDed
8(),thatana:perien* ailditor would be able to examine thOR laDle--=QIIlSadftCords.,. =es=~C:Sau~~ tDlepOJtiJ1epl adS dinctJytD

(~)
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General Standards

(;c)Dl~ce~tbe~~~",dani requirescommuing
.....Pft»f..Ona1.~eaticm.·(~)'•.fonows:

, ,: "'" ".,." " "",' ',"",:: " _."."";'" '," ;.... " :'.

~'·~'!i~f~~lII:lr.-ignm~~estabIiIhedbyt.be asigmnent
design.orp1an.~~,.~·~~tO bedcmeandt.bequaliticmoDS
needed to do them. An .early.d~onlhou1dbe madeofayapec:illl
~~.~~~y...~;;~~~~,.iIb arplln.

~~'~.:t~:(; :':,:'\ ,;:\.:,:\ ',:'i ~,~';:i :,' :;_:~itYy:':~'~:: ::::,..'~ ~~:;, ~>,<:,,"'!~\;,!} -:;': ",,:,,':~,:j}?;<:: j~)·,:_f:P":K~<ti~~; ~.'::'~:)J':;~~~

,~fIdU«9~",CQ,U1d ~metfnml Design MethodololYad
T~Ci.l.:A'!'\tstance.~._quITeehilical ,Aajstance GrQups; the
Pro~~!l8!t~;,~~!tJ,'l()CIQl9JYI>ivilicm; theAceoUl1liD8I11ld
lnfonnationManagementDivision; theomce ofb Chief.Economist;-the
.~c;:.9t:~e,;;~~,~.(~);~iJlother divisiODS or

". ·...··~~.~!{;~;~~ ..IIt,~:~

.... ~~!~11!~~(q9);I;teJi~ithlt ltd&tSigned to concluet the
aDditdollOt@1~~~III1~professionalproficiency, he or
she mustProftipti1infomthe1lsue" directDr orthe resicm8llDBDlllc,
lheissue..direc:toror.repcmal~ermust then azruace for the " .
:,,~\.,,((,. .'i,";! "J;" :'<:', ,",:"C :', :"," ,",; -:: ,', "c~I<!~"<:'.'·'':':':''- ,';'-:" ",: • ",.,'/ '~~';,,'';:> .: _~:' "'~. " ' , ' " ',' ,: ,: ' ,,' .

.&ISigNn~pf~.~~,~Dlodifyusignmellt objecdves,.scope,
adlQrDlet.hocioletgy1D.•e wWdnthe·CluaUfiCatioDS.ofawi1ab1e Itaft
',;-! -, : '-:'" _," :';' " -'.' ;.:."',,: ",' ....;J'~, " ',.''' ,"'. c'," , ";-' "'-' ',,' ':.- "- _: ..-:. :. ';, '.:' ',." ' ""'" ' , ', ' , '

., ".. '.. , ,\ ·.··'GAO'spOlie)iitStDl!ISure.. thatSUlttl.ssignedtoaudbsarewluations haw
-thecknow1edge~sldllsrlUldabDitiesl\eeded tome.;tMliplnent.objec:tifts
.ad perfcmnworkobje~andwithdue professioulcare.

",,::'::','~/:',/:.<:...} ..::,::\t)) :~;i:."',; .";' ..:~;<;:;.: (\', '",-.~,'." ,;(:: ';":'2",{: ~~~:~-i\)

Con$1$g~Qf~iQ-Ml
Education .

() ...."-l.1 ...a-lhUd.,..DDL.... IIaaaJ-...-Wu.



• Twem;y-four of the 80 hours should be in subjects directJ.y related to tile
lovenunemenvinmmlDtad tolovmameDt auditing.

CPE reqUirements are c:tinc:ted to ,maintaining and continuousb'improvi!ll
professicmal competence in areas that are~foretf~
,njpmlDtpezfamumc:eoCom~ tDiIh C2'~"'9i&inmaeftt8 iI~

Jrwtiv4Uornalua'"U1/I4fIIlmut be".. 10 ,.".,. fUlIltfi«llo
1HInil:i1H*ift~.

To ensure eompJiancewith the ClQll!l!cmcms stlndard,the'!DiDiDI
1Dsdtutead each division and omcein~deAllecl ~~Oftler2410.2.
-ContinuiDI PftafeaiODllEducmcm (CPE) Cftdirs for'!DIiDiDI"and Other
Professional ActiviUe&,-IIUIjDtairia QIteID to ' ,

I· eDSIft tbattbe CPEpQ1icy 8UPPOltB GAO'. policy ofpromotiDg a woric farce
thatcontinuaDy iInpr'owsmd refines ilssldlls and kIlowledce;

1.,p!UVide,apeci6c'guidaace CJD'CP£ illaes in tDiniDg mel profeaiGall
eciuc:alian'~

'l·idenUtyaIlalla'(e.I-,ev.lUlltOr,evaluator-related, or ata!f OIl detldl) to !'\
whom the CPEnquirementllpJ)Ji~andprovidiDg them with the .,.,
appcII'QJDitytoalteDdintema1 tniIIiDg pmvidedbytheTraiDillgJDstitate,
'uterDal1DiniDg fUDdeclb)'theTniDiDgIDstitute,md arenW traiDiDI
fUnded by ctivisiOlll oromces; ,

I. encourage alIa'tOpursue other tr:IiDiDg and professioDlll activities thE
CGDIribute to professioDaldeve1GpmeDt;

I· assign and cloCumeattheappzopriite number of CPE c:redi!s for actmaies
funded by the atd, the diViSion, or the omce; and

• 'moDitm' the KCUIIlulated CPEc:redits for each starr covved by theR
nquiremeIats, remind.ItBff,who do'not appear to be makinl.procress in
meetiDg the 8O-hourreqailemem, and clocument the CPE aectits each ltd
member has earned.

640,1IJ6en czpet:t.fJd1o mcIit1t4ift tJfItl~ imprvw'tJuM
JI"OfUJifmal c:ompe~. '!bey are responsible (in 'col\iUllcdcm with'their
division ()~ Office or on their own) for seeking opportunities for 1ZaiDing
and profeSsioDll de'ft1opmem,for successfully completiagthoae

", aetmti..ud foieDllUrillg tblIteamed CPE credits are documented.'



CUplar,U
&eacral' .,..........

n
.·.·.·7JaeUsuems tiiNCtOrCItIdIt:Wthe ....gioraal me,..,-mv.st euun II&At
,#.tIJ!;tl.SligMd.ltrtm'tJVJlitor~ 1uJw'fMtCPE"'9'Uirernentl.1Il
maluatiJig staffquaJmCldoils,':theElcmayasume that...asilnecl to
the job have met CPE requirelnents. ,,"
;' ,-.~: ',";.~f(~~:)·'>"''' 'r"'h~j:~" 'i;' ';0':;.;,. ',' .. '\:!.. j" ~'""~':"

,Mdifi~iqf~.(t1leCP&·""" requirements m iDc1udeclm
GAOOrder:2410~!~ PIof..smDll Education (a) Credits for
~811dOther PrOfessicmalA.c:e;n'ities.·

~.~l~ftlIAfa.tGt&r.
,; I~"':,"",~;:>,;.: :·'i).~::. '·'·<i'.:;',;':' '~." ,': ~',\ ..c·· .

.,ii",III.aii••tDthellldlt.ciIt;'tMaDdlt~8Ildthe iDdividual ......
Wbet.hef,IO\'·irroaltor~lhould"fNefrallpaclllllllldllll!mllilr/plil-to

~..V.::~Iadeperadeat.IDdIbCla1d."'.

Independence

'"',

l '''.!.,' .,

NrsOn8l unp.umenm toobjeetivity include factDrsthat could C8W1e, or be
~as'~,a~staffm~toloseob,;ecdvit.Yorpe1'SJ:'ed:ive '
mp~ 1t'Ork,;.4~orq~dence~evaluating performance; or
rePoninefindiriis,.~cl~oQS,8Ildrecommenda!ioDS.

, ,

n,e~~..~#yiil~'each stl1J!member 10 Clwicl peratm4l
,,",~~~I!,~~m~(~eveSthere may be III impairment on a
'#1'O!'.n.~f!~bf!O!'~f!~UStieport the dn:umstances. The
~~~~lIMe~tite~ ..ceming the possible impainnentin
.~.ot~f!;~meznb:t!r'~,.~entresponsibumes. .oocprovides
~Ce.·,·.8lid""'stuice ..••... , .

)'.~1 '<"',":,.

Iftheri!isanilnPfoinnerat,the;~m~may'be reassigned to another
task. I! that would not resolve the problem, division management should
bf! infOl'lfl~lU1d considerati()~~~to 'reassigning the stiffmember to
.~c;»tJ1~aue.titorewal~()~oran()ther()rgani:aZional unit.



·..
"

SupmJjMm cmd~atGlllel1f1ls'" 10 mncIin aim 10,.
.."",iU; ..~·lJfIllfWOlw.~ impclimaent.s-their DIDR GS t.HIl
GI~ qflhirirItIJ8.

PersoIUll jmp8irmems may involve bancialmteresl&,etmcs, and conduct;
.·penIOIII1.opi!liallSGr.....adpnlle1'&t orpriorreSpcmsibWti..·Each of
til.. is~ .. cIiIcu8d below.

2"o~ .th4tobjet:tiffityv tn4i7ltclift«t, GAD*6mut fIOt IuJw
Ji'llGftt:illl i,*",",tNstCOflfliet tDUhtMirqDicialdaaia•

....,.,.. . '

'Ibe ComptroDer General has detennined that the ·foIlowing &umcial
~are too remote ar.t.oomCODleqUent:iIl to dectatrillteldtr.

.SecudDes iBIecI bjtbeU.s. Govaunent ar its ....d..
I. -i

• Depai1a illa bat, IlIl'ViIIPand loa_ration, credit union, or similar'
1inancia1 iDsUtution.

• Shares ofawide1y-he1d, diversified mutual fund and the holdinJs of such .
fund provided thesraffmember'bas DO role in its inw:stmentdecisicms.

•. The In; lIImeDtinter5t8ofa ort,anizlItion exempt fromtllDtion under 26
U.s.Co 601(c)(3) ifthe Dfrmember has no role in the orpzlizarion'.
ilMslmeDtdec:iliODL

A .uJ/!'IMfIIlwr·NrftOt ignoN lIftrot)aer/iMftCiGl iratmst GS

~ It.clecisiOlltiwt&blracial iDterest is not substardial enough
to dectbis or.her8enicesmqbe made by the·Compt1oller General. the
Spec:ialAssjst.anttotheCo~erGeneD1, or the Committ.eeon Ethics
and CoafIidBofJmerestbu!d OIlprocedures defined in GAD Notice
2'735.1(A-91),·Code ofEdUcs InclUding Employee Responsibilities and
Conduct.· A GAoltIffmember ismso limited in tenns ofreceMnglib.
emenaiDInent,orfavam. ... . .

In adclbian toa"member'8 mm bancial interests, the bancial
Dtteresra ofdefiDe'dfalmilymembers, panners, or orpnizarions. includillg
thaee with whom the staff member is &ee1cing employment, C8I\ also
.prevent that staff'member from partidplJing in anusigNnem.. Under
certailfc:ircmnstances,a personal impainnem coulduist Utile resUlts or

o

e-.JhUlt.... II .-'-"'-"'1111
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o
Personal Opinions or Biases

Present or Prior $tatus

'an'ssignmentdectotherswho moe not family members(e.g.,a~_
UHaw,aralOOllllDllte).

AU-.iorGAO itdmUlltalean;an1ll1pubJic~disclosurereparS
with 'the ,SeDIte.Se1ectCoJDmitteeon Etbics and all other GAOprOf";"""
•.-..G&-7orBInd land1boft,IDUItIUbmitan1ll1blDcial diIC'J..
:....eDIS'_'~;.~nmlwmgo1ficialEzperts-c:DIIIUIraaDI
'.proijde~t.o'~·:lIIpmustlUbm.it~discl ..
-.atements.11ledetaDs°ft.tle~CiIldiscl~~~ema~
'~~~GAO;w~2'735.2(A~l),~Coamctot~'IIDd'~",
o.f'ED1pl~.~fUuiln.CiIlIllteleists.· ". ,d,' '::'d'<:?:';',

~o..;~~~ces"'~~~'fOrmstQhelpeDsun!.·tJ.ar:·~'"
"~ofadhavecomp1iedwtdib8Dcia1discloswerequirement&.
~IisaalDlPleQfa:fann,t.o obadn ItItimembers'e:enmcmaas
~tbe7haftradGAONoUce~(A.gl)andhaYe no coNIicrs of
,interest.

PreconceMd ideas and biases CIIlc::aule,or~to CIIWIe, ale. of
ind~d~~gAQ,~an!,notapectedt.q,",d~ofpemcmal'••"
OPUUOnl or\lie1qonpublicJ)l'Olr8mS ort.hellUlZlDlr'iI,l.whic:h~.':
being cmied out. ,,77I4t eftr nrquinrd,hotDeuIr, MUO'z.t thDM opiftimu
,:,.~~~CIfttlMUo~tMmme tDCI)'tMt tDOUld
cav.w others ID belWw th4t,~jtuJgnvJn.ts,,"",
~Iftheir\lie1qon subjectsCCMftdbyaMViewon -.rhieh they

,~~,a,rf~.chtheyhave8ipificant supervisal)' or
llUlNlgement responsibilities, areao mong that objecti\lity could be
,~~~,thepne;sitritilJofapencmalimpairmentshould be,considered
E4~c' "

Ifa CiAOstBfr!,~.a,rhasbadJnlll88ementor operatianal
responsibility for u elUit)'tbatheor she is reviewing, the~ofa
~~.IIl~~c;onsideft!d. AIl fads related to those ather
responilibilities Should be considered and resolved to eDSIU1! that
f)b~is~~~, '

~t!IUS~-.lsoaist~factms emmal to performing lID

aisilmnentaaf{ectsta#'lt8bi1ityt.o~ independentad objective
c::cmcl~~ 1mpairm~c:oulchesa1t fI'ozn such factors as atemaDy
j~~:~ol\S,~~iIelection, or1imingrequirementa.

() G-.lhUd 'PI IIII wllaa&l--",-- JIM 0



CUpcw4.1
e-.a.'.......

c)

OrganiZational
Impairments

Due Professional 'Care

"

'.. '

Becauae GAo'. lOll is to pmvicleUleful and c:redibleaDa1ylesand
iIIfonnaUontotbeOoDpas",jt'm.p1In, perfoDn, IIIId nportthe resWIs
of_ worJdndepencientiyandobjectively. Thus, &to tJIUIt.w~
• dace, ....iniftl,IIoIDGIIIlbNtDIIom 1M cnulit",.~ veri U*' be
--.'.all... tl«:iIlifIIulUJtil *' be ,Uat:bMJed in 1M f'eJJO"L

.' . I ,' .. :.'\'~':~'-: , ,::y: f;/:\~::;fi~;;:::L':;?~t:t;).;(;:,:::iSi;P;'f~~~tfJJ:~:~(:'-,}~;:-~,~,>~: ".~' .

Iequelter:DlldltbitJilDltdlildil'eretion may be met by~GAO
Itdtocommfttes,CBe,clLt8, "S1IPJIQI'tiDg theCqres.'")

..~', ':, :'.;::~;}j:~~.;i;}i::':,~;';·' ',,-. ,:i,7:~t?\,,:::,;:,.,';::tf~·:~~::\:,;~;.:,::~;>::/,I:~l;:;~';;-"!

~-bI!i:aIpIdreclWhen the orpniPtiolUl11caDOD ofan
auditarpnillaiOll~itl1llCePtit)le to undue Udluem:e by thole beiDI
audited.GAO pnwne CiAO's orpnizIIicmal independence
becauIe ofila.JOC'!'ttmjntbe:l~bnmch.Bowever, VIM UIue..
c1iNClOr......~_JHI,'im.mt*,obje~OftAft

,'flllditor~cIf'.'~.""",orpaVGlicm or,/tml:tilm, M
",...mat CDftIUU tIN A&rUtatCom"trollm'GtmeralftwPolit:lJ
(AQWP).

C'::"\"'_\:':"'i~:"':l'i:":'if" :',' .-:;:,::i,'\ .i"
,".,. :.;' .,:".,':"':':."':~,.:""- '-I ":/,, ••. ," .....

.':'; _, '." ~.}.,;,,'~,:'J./J.:'~;':',i'::",,_~\"::':<

-.e..........,_lboaI&tbe'..cUn~tbeIIIlItIiIlUn,.,-..-..s
1lIPQIIIL. >« ...\" ,,'

Duepmfelli~eare~801IDdjudpnentin

,- .--.....~~ilId_ ond In oeIeclIDc IIId 1IIbII
IIPPJ'OPDate methodolOlY,tA!lIts,lIldprocedures;

• fo1lcnrinl allapplicable_dUdS;

,. evaluating..d=~!~dit~ and
.' , - ,',' - ,,',"

.withdraWingfram theaMi&1'D'..atwhen IIPPIiCllblestandal'ds CIIIIlC»tbe
fo1lond. lfjt isnotprar:tiQ1"tOWithcinlw from the assignment, u1
iIIIrarlce mWhic:h anllPPlicable "cianiwa not followed, the nBIGDS for
thedepanare,_~kDC'!fttt1fectson the results of the audit or
evaluriOn;mast be'lII:atidirl therepc:Jrt.

('\..

....6.1.. -....JNld••...-. '11........_.... ..~
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GaaaJ .........

.QWilltyControl

;'" ,'-', ~ ,- .. '-

.,' i ~~,"" :~

"1' ';'YY::",:'s,{h;ft~~ ~."r~,)M"/" <::,:,.(/

"l'" '----~-~!---------B--~-·.-,~---,.:-,.·-'--OJ:-/t/IS-. .-.~---,.--" ,.~ rr--'"·-.·tWpcm.ribIe· , '-'--jrlr-'··.· .. ,;,,;,.·.ennn, ., - -.~
•·.poqf~~!1be'ac,~.litesapervisorjs respollSib1e-t.broulh the

dectiveexercise ofsuPerriscnYresponsibDilies-for ensdriug thIt due
~~c:are~.jnfllct.,aen::iIedtbroUlbouttbe·.ptmat.

.','..", _,":, '" ""/''':'\:':",1,>'',~::':'<,/i~:f'::''D~?'-;;~i,:':~:/At. ,,'~., .. ,1'" ;··.":';'·~'~~":;I,::',:.,, .. :-':', ," ". :'<:: .

CiAO'·mt&malCl"ll~~.overlesj"'DtemsinducieaCOlltlW.,..
~,~~!l',~.t09~.~1lIl~ alUide=,eneasoftbe toCI1
,'!?'Jlt1'.~~""~;.:; ... ' ." ·.·(,t5·'....., . .

,IN:'~fl~;~#t~.~~~~~~foDowUIg e1emeldl:

I· Guidlnce on Pclli~~and~~~promal,.red bytbe omee of
P.caJ.iq~

;, .... /,i;";o
• All new 1Ital1s, propos4!d reports, ad c:oacre-iol1l1 reqDestslll'e reviewed

by top management. (See c:h.6.)

• Supervision js eOnDnuous and includes apec:tIItion eettjnC arMIite retiew
ofw~andstaffevaluaDOn, 1DiDiD& cieYe1opment, and rewards. (See ch.
13, ·Supervision.j

• '!be Progress and.direction ofassignments lll'eevaluated.key1taCe&,
suehudedsionpaperswhen~entsIII'e implemented, 0IlHhird
assessments at whieh procrea is leViewed, and message conferencesat
whieh assignmentmessapsarefina1ized. (See ch.6.)

• An independent, qualifiedprofessionl! ftferenc:es GAO repcm by .
reviewing evidence; lSI'Ising support for bdinp, eonclusiODS,and
recommendations; and surf.IciDg.u waresalved items to IeIIiarJiDe
manacers for resolution.JSeeCommunic8tionsManual (01), c:h.12.13,
"'EDsunngreportQuality!') . -

(~)
....~..,

. . . . . .,
e-..ahllc:l.... ••••1I...a-..........1IN



Re1atedMaterials

c:u....~
fi-..I .........,.,

.A8eDC7 COIIIIDeD&IOII QAO'.1indinp, conclusions,aild recommendaUolIS

':',>are;.obtaiDed'aDCl'reponect'(See~c::b.12.11,-AIenCY Commenta.j

.AIlzepanaarelniewed tar cnnilicat 8PPlicarion ofpoliC1mf loIic
I1JPPOrf.IbiIitwithin the division orzegicmal dee and are aligned.otr by

"aU other,deeteddiVilioDa;ar otI*-8elec:tecl,repona-.:lltJMewIdb7the
A·......~GeneralfarPJamdngaDd~ ,

I.A~nvitnr~COIldtlc:tedbythe ACGIOP ofa umple ofrepoz1B
••leteelfftlma1l~ODI.1tie~ofthiaIftiew is tDpmvide ,
lDIIIIIeIIlentwithaContinuouS readme ofhow weD GAO'.bal repmra are

,meecinC quaIity.euadlrds.
.:' ',':.

• AIIImalY,1ID~' pe.m...,pIIIleatlftiewiacondueted which iDcludes
• review ofIelectedjoblbylelllar lIianqers. '!be PmpaIe of this rmew is
to detenaineand.feecJback~Clnlllti0non whether -..ndlnls and palicies
,Weredlfnd tDind tD rec:oJmD8nd needed c:tumges in eompli8nee or in
policies and procedans.

An atemal qaaJityCON:l'Ol reviewJDopaIn jsbeing deft1q)ed.

AppeadizD,CI'DIIl1!fenncesthe~acceptedlovemmentauclbinl
.....(GAGAS)t.oGAO IUidDce oncompbingwith diem. .

,I)
J

....4r.l. (J
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Appendix II:
Cross-Reference to
GAGASand·GAQ
Guidance on
Standards .

......

Due Protellional care

. GAGAS ........

. . 3.3

3.6

3.10
3.11
3:16

3.17
3.18

GAO ....,....

GAO Order 24102 -Continuing Protellional EdueatiCln(CPE)
Cledfts for Training and OIher ProfnU:InaI ActiVitieS

GAONalice 2735;1(A-91) - Code d EttiCllnckdng Employee
Reaponsibililies."d Conduct

GAo Notice 213&.2(A-91). CClntlict of IMerest andSWblmenlS of Ii' ~')
Einployment and FinInciaIlntBrests ".,.

GAOIOGC086-10 - Ethics anclConduet
Chlpter 3 • SuCll)Ofling !he Congress

Chap.r3·Supporting !he Congress

Chip18r 6· Planning and Managing InciViduaJ AlsignrntnlS

Chapter 8 - Collecting Evidence

Chlpter 9 • Findings. Conclusions. ReconmendaliOnS. FoIIoWUP.
andAccornpIishment Repoi1ing

Chapter 10 - Methodology

Chapter 11 • Wortcpapers and Assigrment Files

ChaDter 13·SuoeMsior't

.,arDnaDc:ial .tdltional pidance is included In1be fbulnc:ial AuditMImaIl.
~AftIDo.lUt.and Val_..land IL

e...aH'rttalPrllll =*-1-",-_1111 C)
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ChIpIer 14 - Agency Relalions

eM. etIlIPIer 12.12'· Additional Report Materill

3.31Ch1p1er5· Program Planrmg

ChIPIer 6 • Planning and Managing Individual AllignmenlS

ChIpIer 11- Wortcpapers Ind Assignment filii

ChIpIer 13·SupeMsion

~.=--r 12.11 • Agency CcmrnenIs

eM. ChaPter 12.13 • Ensuring AepOl1 Quality

'ForInIncil1 aadl1s, addbiauJ JUldlnce is iIlcluded ill Ihe fbaancil1 Audit Manual,
~AftlD.WA ancll-Vc:aImI\.l ancl II.

C) ....Ll·ll ~PoUcI:." 1u.1Iuul-..........1III
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C1!!pt.s;4.2. '. . '. '. .'>'. .' '.' .'. '.."

'<" ",. i";':;" ;,~i:~·;:;~:~':;;:;:'::'\~;,"·::>:~:"'~r;·~'~~':::::_}' ,;::~¥~.;:r }4}i8:,::~:::/ ':'~{::'::;";:: /": :,.

I··.~==~~~~~::
:~:.,~otl~O&YtbIt:irin:'lrieet/iSSi~ent·objedi\'eswbile .considering

.,..,.tilpe,~/·e•.!8ftClibttlet;penmentfactorLItrequires th8t-wbeD

.. ~OI'I.I)~;'tYith,due~PrOf-mOiUliCii!· ,ssicnment objec:Qves wiD be met
withfindirlpthatare:S1iPPQrt.edbY1~evant,competent,mad BUmc:ient
evidence. Assignmentob~ aI80 lIhouldbemet emc:ientJylUld
~nqcaDy~,;.~~~1/.·:\; .. ;{t;'&";;;:1}W··</;. . '. .

t~!i({::::,;.:·,~\~pr ';i:">'" >'r--;;',z~s,':§"-: ;';,';:i: ·..\".-;::'i.;' ,,' -, ',"'

.~~;~~1WISi?' ...•......;' ...• " .... ,:." ..
~ ~~~ , < • ;",; !:,;~ :(;:"',;,,;./.;-,i.',, ,:;. '.';'!"'x: ~.: ':,::' ,~,' ..,~,,,_ :..:

", ':",',.'-", Z:"":"",':"<''''' ' ....~,'~',:::,>', ,.,r'>·~;',;':':"':·'I,,;7-:,~ ':':':-""':'," ,,,", " ""':"""",', ,:', ':',
'..cCu:asidt!Zirlli~e'si~'udtheDeedsotpotential uaem otthe audit
~" ',', "·"""<""':':.,:·i~,.::..::-'·.,:,-·;",,·
..~~~ ..•.··;.>rii.i;0yi.i".;''' .. ,,: 'i,':.>,'"•.

, ,,', ..,.. ~':"i'.' j ,".':'.'" '" ~'"':.'">,,.,,,;.

I~~~=~-~
I··· ~d~dle.~lepl.dre~ftClUirementa;

,,~~~.~>
.f· iden."~teria~~~~~~l1j~lD8ttaSsubjecttD ...dit;

I· ~==c:en~:So:=daliOlUifromPIfti~ ..~

F1elaworlC;SWiaardSl;:::=&~=r4=~&~~Ce~::
. for Perforrn8nceoftb.eltllndlrdsil.mc1udtdbel•.

Audits'orEVa1118£i'(jIlj'" .;,. ·····,;;;";;~·}';:·,:;f.;-:):·!~t~~~;;,·J,~~;;;;;~~~ijj:, )~;";I~ii:..;,:L~:j~;:;::i'·

o
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Supervision

aa..r-~ . '. \' ." ..
............... IIcpo:_.....nrt..
.--~

1·:~~~.:=.~:..-.~~a::.=d8e
.JI~

l·providiDlltdazul arhernaoun-,nquiledtocaadact tJae ..........~, .
~~ "~

,• .prepIIdzag. II 'Il'iiUeD1IISiImfteIIt.·' 'P!DcIocumemml tbeabjedt... 8CCIPCtt....••..•....
aDd methodololi- to beu.l ". . '. '.' . ".

~ lbouJdh cIoDe~.~-cauidfZl6lDofacbell1l'llo
haft done,1Ift daiJlC, ar are~'nIatedwark.Sac:h warklDqbe
nlied GIltoapedit.e~ofeesjpmelltobjeeti..atlonr CDltlf
t.emng.oftbe work Ihowa it__GAD'11tIIIldIIdL (Gaidance GIl the_
ofevideDce avppJiedblGClaemiliDdDded ill c:lL.8, -Ca1lediDllMdeDCI."

&U~ .eoardiDltialdllphumin'lIIIio may help other 'Ofalllil&lt '
~cmsmeet thtir'objedi_Bonver, care m1llt be.ezerciIed to
ayaid incanil.llljp,m,..Dt addiIiCXIaJ.CGIIIi in·apancti", GAO wade to meet
others' ClbjeeIiYea.

AWritten audit or evalaatiOn)ll'Oll'alll (UD known • the decaDed
assipment plan) ora deS8D IDIIIZm Il\ould be prepazed far each
usignment."DIisdocumelltllhouldddne the -pmeDt ob,jec:tives ad
BPedficaDy Ihowthe lIletiloclolOl,Y' tDbe'UIIed and the..to.be fallowed
too~tbateach aaipIIlent objec:Uve is met. Italso IbaIIld includetbe
basis for the dec:isioas reprdiDgthe propaeed objedivw, -=ope, aDd
DlethoclolOlf. 'lhe propam mould provide andectiw basis for U'i1J'inl
work aDd'·supervisiDgperfomum~·and IIbould be apdated too ntlec:t aIQ'
IiplAcam.c:banpsaswarkPl'OlN-. .

Guidance an COIIfCIDIIiDI to tbisandlrdis iDcladed ill cbIptezs 3,
-supportiDg the ecmcr--6, ?JmmiDgad ManaIiDIJDdividual
Aesjpments;- 8; 9,~ Conc:1uIiCIlis, Bec:ommfttdetiODS, Fa1lawvp,
and AccompJishmentBepartiDc;- 10, tlJ4ethodolog;- 13,~. '
aDdl4;-AleIIC1Be1ati....

()

-....·d 'PI'I( P .......-... _lMI



QapceU
Pl.......a....1P ................,..-~

o
.S~involves,~:thedOrtsofothers. Proper supervision
~~led"ot' ..who.js~whom, for what tasks and
fundioDS,and'for Wbatpurposes. Supervisory responsibilities include
~cdIac,_,~~iDformedofsignificant problems
~reyie_;~.workperf'onned, and pmicling decti¥e·
On-the-jb ··t:lliDiDguci ft!edback ., .

......,... 'i)"" ,~!'j.::;c:!!''':':'j.,..)?{,'':''.:' .• ,:.",:c' "" .. ' .,:' ':. '
Elfedi\'e~~~:~eoltberelarive~&t'J!
weakn....ofindividua1IrdJn~:ad the nat'lln!and Jilnifiamce or

,..~ ..,:~.~~~~,~:~'~ofreviewshc.uldbe

I
'~!~~9l~.~~~fQtIlU.StafrJJl~inth~·arvs

.'m,ast c:riUc:a1tofuUUlrn~ofUligmnentobjectiws.Jt~be~aare

.':.:,•. :·~~~~~:reyi~IIlIlc:h,ot't.tieworkofOthersta1fwith
1j!D~"'~en,cei~Wii.~R;PeIWionrequiresthe review of'perfmmmce and 'WO!ic Iaubs ofaIlltatfmembelS, including the· .
~~~.(acl~llIilSipmentlMZlagU.Propersupervision
.ea8ures thatassignment resu1tBrepresent aeasonedjudplentad due
~_GIIII1~ .. ' ,

Pnmk&llClCJpen~OI1IInJDLicati(Xlis ~:itica1 to proper superviSion. IUs a
shIftdftSponsibilityoftAe~and each statfmeDlber.

Gvid8la~:t,()~ c:.on(~t9\tAis -dInJ is included in chapter 13.

0,

IComplianeeWithLawsand/" 7JIe.",. '. Cr:m&~.:.•·..•.•'.•·' .•••·.'~'IG""."~ ••"~'••' " .t4f1d4rd.tata:Regulations·,···,'

~""'==~IDd.~======~WtttI'them.::1nanP*d~ 8udhS,'1udiI.on Ibould be alert to liUldoaa or
traDaclionsdll& c:oald be iDdicazmoflDep1 ac:IlIOl'~"

Where.an ass ".hlent~reqaiJ:edbtasmsnment objectives, staff must
perfonn·sufficient stePSto'dei:ectSilnifieant mega! acts or noncompliance .
without spending~~~l~lJIl0unt ofresources on thosest.eps.
Emnginetther ctiieetionhBS~~elirableconsequenees;too much audit
effortwouldwast:eW1uableftsOUrCesn~edelsewhere, Wtane not
enough work risks not deteetingsigniticant noncompliance. The otIice of
~~,~c)lI$.(CJSI)sh()U1d~coDsu1tedwhen there me indiCldions
ofpossible serioas megal adS, noncompUance, or abuse. Ifwarranted, 0Sl
may conduetaseparate iJlvestiption. ~cbs.l4.2,·Acency



." Re1ItiaDI ·1nIpM:torsGeJHn1l1ldFeclenl, Sta&e,1Dd LocalAIeAC1Audit
·· ..EvaluatioDGroaps·8Dd16,?lrf0DlliDC1JweCiptiODL'.

JDdetenaillillgwhethefJann NlUldOllS8N__cantto audit
'abJeeti.... IdlhouldperfOlllltile foJlowinc mlPQflaftt8tepC

1
-.SbIte each. ·ssjpmlllt ob.iective,_,quesdcm Ibollupecl8c....ofthe

I JII...beiDg~ .,

I·.====-~lIIeopecllc.......ar
,',',:". ""',:'>... ,.,"",,".:' :...... iC':,'" "": .

1·.=::=:''::'=~~DDlCCN1d__~
I GAO.sadfIIIolbrRddclo ttae fallGwtrae .'

- AsIess the Iisk that meP1I1C1BOfDOncomp1iarace could occur, mcludiDg
ccmsiderazion of1VJ'aethe!' the~.hasCOIC'01s that dec:tMlypregellt

.ardetec:tilacb..t:iWt coD1dlipmCaDtJyaffeet the assipment (,// "'\
objedi,. . ..

-Bealert tolllitaadonsOr~cJu that could .indicate DoncompJianc:eor
abuelind, When possible nOllc:ompJiance orabue is considered
poteDt;ipJlYlliplilc:.mttDauditresWta,'''dth~lIldit.todetemliDelf
!MJIICCmIpliance orabu.e occuued and its dects. ..

.•..Eun:iIIl!appzujn:_eamionin~pt;ingmepl acts.o a not to
iIIteIf.'tfitta~fut&lreinvMH..t;ionsandlar leplproceediDgs.

. • Report d.IipJAQIlt instIIlces ofnoncompliance .m abusefoUDd dudng
the assipln~.IIld, .in c:ertaiIlcin:mrlstances, repcm mepl acts din:c:d1 to
parti. ext.em81tpthe audite4 entity•.

I- =~oi~==~-=:rr..n::c:=~-:~
GAO'spide, AssisSing Compliatace With Applicable Laws and Resula!ions
·(GAOWoi&.U),provicles IUidance 011 how to comply With this standard.



()

(,:.)

Management Controls . ,

Evidenc:e

,- " .. ,", ,';

·1·;!I~~~·~!f;~CClllllallthitarenle"IIUD"
.·IIIlIL...."·.,.,......,.,~...fi at to audit~ auditcn IbouId

.•• ". abcIiD·"C:i1ql~iO IIIIPPcit..Jw Ibout..CClIIIrDIs.'

.~~~,inth~~~Ue~..,inclucletheproc_for
~ ... .~ d p:mtroUiDg rIIti thIIt

.~,~.JI~1;:'i~..J~thatilzs=J~8Ie
.·.··i:j~i.M~~~~~~t~·thatftlOurces~afeeu-*d
.l8inlt~:1.'and·lI1i5UIe;tbI.t.~·1IIeu~Wid:t1alws
.iDd~.' .lIldtblt\'llid~nIUibledataare ob~1IUIintaiDed,
·.~·~~'~~,_'~~lIlast.njllUntmtsnquift· ..'
._e Ilmentof~entcontrOls,'theneedfor and the focus ofthe
..,t,. pheDt~witb.ssjgmnez:at~

, ,-,";;-'; ...)" ,-' .. "," "",' "'. ,'- " .. ' ,.'.'

QAl)~IiIui4~_.'sing~\~inPezfonnance Audits
(GAO'OP-lU); pnMdes guidlnce on eomp)yjngwith this standard.

'$odD......t. CClIftJIeleIIt, ad nlevant ev'ideDceia to be otained todard......·bIe ...
fDrIM aucIuln'~ INS canclllliOllL Arecard of the aaditars'.wart IhouId be
IftiinecUlithe fclnnOfwartdlt: PIPIIS- WorIliq .....1hoW1 c:aNain -eciftlt
lIIfaaadanlDenablee~ IDdlt.orbmnI no IftVioUI c:onnec:IiaD with tbeaUdlt
10 -=slain fram them &beftidl!Dce Iba1 iIiiPi41I &be 1IIdiIan' IipdIc:Dt Cl:IDCIlIlIiOas ad
.~.

,~cem1Jli,t~.~bestandm"reliablethat is avaD8ble by.dectiveb'
.~Pl'QfeSsicmalauditandevaluation methods. It must be sumciem
tDl~!,~le,~tothemllneposbions as those UIlcen by GAO.

Evidenc:etbatis~to·dUs·~~,doesnot·baYeamaterial

~emSbipto a~or dOes Dot conaibute to accOlllPlisbing
asignlnent ob,iediws should be avOided because itunnece rib'
increases an I'sjgnmeDt'scost.
'.'.,-':- ''''_'''''' __ ;''''''', .. ;·,·.'.;.'.i,'''' ,.c,···'···· .. ··, , •.,..... ."",',,"""1'1

Guiciancecmtheftrious~C)f auditor evalu8210n eviclence;the
presumpUons useful In evalwlDng evidence; and the tests ofsum~ene)',
relevance, and competence that evidence mwst metlt are.iDduded ill:

1_ chapters 8and 10. . .

Q-.l1\DIkd.'" r [ twwlluul- .........UN



Reporting Standards
for Perlonnance
Audits or Evaluations

Form

eupaeU .. '
FiellhNl'kud ....•"-..ce~

Data from eomputer~.,.r.emsarefnquentJy_ iInpOrtIDtoriDtlelm1
part.or.theevidencemaudits or ev8iuations md the data's reJjebD.\tyad
WlicIitYmc:ru~tO'~objeCt.ive$. Staffshould obUIin..mci.
~.~J!1~t!vi~~,!hatthose data are valid DClreli8b1e
whel\tbey are IlijiJAciDttO'lndizlls. 2'JIe DC tntI.It er&IIft IhIJt the datG~

_idi&J,~,ad~..~
",,,:" '>"', ',"'.::" '. ", '" ..',>:,:-;:1

GAO'~lDicle,A.a. 'i",thet&Ha!?!!!tl ofCompurer-Proc_ed .DIra·. .
(CW)Q'....U),provides IIDdance~ how to comply with dIis-..ndInL

At times, testingmay discloSe mars in the data orinfOllDdon tor
.. c:letermizLiDCthe Y81idif;y_d J:eJjMWty orthe data ma.v Ilotbe anOMie.
When thesetFlt1'mODS.cx:car, Itdlhould

'I- He1cevidence.from otherlOm'CeS,

I· redefine the &lSiglJlDent objedins to eliminate the neec1to 1IIe tbat .... .~
or

1
-1IIe that_but. darb' IIldicse ill.• the report the. data's !imitaai..onsad
. .·ftfrain frOm makingJDlWllZDDted conclusions or reeommendeticms.

Wo!'kpapezs are the linkbetween lie1chrork and the repcIIt. The1
docqment, in a complete and understandable way, what wudone to meet
,ssjpunentob~theevidence that supports &utinlS, conclusions,
and ftCOIDJIlendadODS;and'trboPrepmed and reviewed them.The·DIIIme .
and atentofthiSclOc:aaleDtltion varies with the DBZUre ofthe Work
perfonned. Guidal1ce'fcirWOdcpaper'prepamtiOll and Iftiewis included ill
ch8J)terll,-Workp8persUdAssipment fDea.·

Reponing standards coverftmn,ti.,.."cxmterW,~, mad
~GuidanceonUchofthese standards is included below.

. ea-.nJhUdr"na•••II..-l-.., '.l1li



:-,'.,,',' <;,;,1 ',;,;.<:i,(.. ,:':'i"::'::-.><:;':. -',:.-;:,';.;

.:.Gmdanceionaetrflquirelnentsforpreparingrepons URCl by GAO are
iIu;lQd~inclillp.i:J2t'~CommUllicaUOnsPoJiC1: ad the .'
eommUllicat;ions,_ual~(!!!).1beIerequirements are directed to

• PJOIn._unciersrandilll,ofJrOrlctbltns done ad its reatI;

....~.;f~~~8Ildilnpl ...entat.i0rl ofrecomJnendatloDs; aDd

.~:::_~::(:,;~::('" -, " --";". -tii!::.:: :'""; --'. \'-~-;':·'-:·_'>i;::,i;~~.\:', ".,r:;;;;_:(,'::,." ,

~c~i.,.si~enttis'~(bef(ft.comPleUon,GApsdlbould
·.,~~~·~temIinIIi~~theauditee 8lld generally to'the
·:;~~ija,'J'I#inI.SIaU~cmlcUllcludein the worlcpapen;.written
.·~.4~·~done,results,ad an aplallation ofwh1 the
,.~~-~.

r ·~'~~e)).~theftPQftIlDmaketheinfOftnltiCln&Ylllable1or
..~..b)'~.,!",II;l~~~s!i~.~,1Dd·~iDt&ftIted~·

,~.• ~!J~~o.t'~o~ ~.•~."'ClDm7nUfticatetl in'Mae to.mat .,en' .
tUlId.S; In adclidonto#na!monS.periodicliIld less fonnalcommmuc:ation

.ofdte status.ohtorkis impoItant"andis encouraged. 'Chapter 12ad eM,

~~~ter'12.1, ..~(:C9JnmunicalionsPoJiC1" provide 
',~ciaIl~J9f~~~~~

'Iimeliness

o

Contents '1be~~~tthe;c:9~~arelisted below, along With
referencesto~~ofthe~··.~.other references, that are most relevantto , .conformance WidiellCh Standard.
..' .ensunng .' . ..' '. .' .. .<~ti.t· ....

~objectiws, ',cope,cfttl~••ta7l44rd,tAta:

·,-AudilclslhowdnporttheauelitClbjedMslindtbeaudiUCopeandmetbodolo&Y.-

·.!M:r¥~rt·mustcontl.inllC)lIle brierinaoduetDry matmal that provides .
~inf~9n:.ontll~.8g~cy. the program, theadivity, or the
fUndion'~d~()re miPori.Blltly,the imroductol)'~states u.e

...."'"7



Recommendati0115

.a..... 4.I. ',", .. "",'<":.:"':',""'-:-";'i,'
ftIId..t:ud , .
...,-~ •. ;.;., ....•.

objeeIMs fortherevieWllndezplaiDstJ\e~ad methodolOl)' used to
meet.them. The inf~onislleeciecUoundersrand theessipm_.

"'pUIpGR,to;iudletbemed1aof:~doDeand what is npofteCI, ad to
.. 1DlClelSraIid IIO'IiPiCllltIiDdtlticms. (See QI, cb. 12.8,-mnduetoz:y
'M_rillrBlch",~~~ves, Scope:-and MethodolOD'.")

r De'OUIUt"""~'": ',' ~:,;,:' ';":, ,,;;:. ' ': . , ,

I ···.~AldranIboald....,.1...,i..·......IDd,.....wU"'''' tile.....,.
CIIIIICluIiaIII- .. , .. ; ....•..

:},:>·,,:,;,:,:,,;!/:::,(,;,;~~%,~:\·~jtu·::.::·)':~':':~.:'<':;"':":"""

EachGAO~lbou1d~'~theIndillpDd CODclusicms 11ft

'. ·whaDycoiwiltea.twit.btheeiicle.ice GIl whiCh they 11ft bued and 11ft
reIIpOIllIIiWtoe.cb~Objective.Tbe bdillp, iIlcludiDI the
~eviclence.-iD1C01ac1tlliOllS*ouldbe~ iDa
.1DIDIlfI'.tbIt~ttie~objediYiSad cmnpli51ridlt.be
tiuic ~ftlClUiftdOfGAonporlB.(See Cll,c:b.12.9,~
and Conclusions.'"). ...' -

"'" '..'.j.<.M:.'C."",,;', ... ··, " !,",;,:c,:,__ ~""'.,", ..·":,,.:,,~,) ...,,.-t>:'-I',C""" ."

,-,,0;,..":

Fm_lIldecmdWdallhoUldprovidea8OUlld buis for8D)' .
recommendllioDS that will De included.

; '.,. .' .'.~';;:./'~;'!~;:':: ., ..

I .MdlrantboQld.....~/bm...d~farlCliaallO eaaeccJIIQbl~--10
. .IIIaprMGperIIianL-'" ;'''..,y';'' . .

".' .".,'.--,.... , ·.C,::,

AfuradamelltlllobjeetiHof~:.~is to help the Congress _
.qenci5 bIiIlIabouti!nProftDients ingovemment progmms and
operIIions."o.this end, GAOJ'ftIIkes~endatiODS tt>clecisi~
to brillg.lboUt.thed~ic:Ii_·'1henGAO fOUows up co·ucenain
whf.therthe;~It7lcI",cins.,~ beeDsptisf.crmib' ilnplemellted. It
mmU8Dy~OpeJl~endatiOllS to the Apprupriations
~forthe1r_ib'~ or ill thede1iberative process. (See
ell,. 12.9and12.10,~endmOllS.j
.~,.". :. '·':"':\U' , .• ",..... ;,;',~',.".":',,:, .. ,.:, .. , ..

RA!comInencllD.0DS 1h9~ci~thefa1lcnrillg two qualities:

-~'1b'1 shcnJld bedilected to thOR who haftrespansibDitJ
udauthodt1ti) aet..'I1ae:Y1tl9~ :~hud-hittiIlg, as spec:i6c • the subject
~~,~'~..and positive ill toile and c:cmteIIt.

,~
I

, . /

....c.w



. ~~repo. should coDtaiIlii1mCiezatUlfOnnalionto place the
....ngnco~ceinproper~'~rUample,i!GAofinds that
'.'~'··~~·'·&Wanled'~'f.01&iV5.~regu1atlOl\l,therepartahoulci

'.' ¥~.tIle~nu:mber;ancfth~;;4()D.ToW1uesofa1l COntr8ctsaward.ed."
.~.~the'doD8r\'Blueisofthe~'awardedco~' "

, ~>l' -"', ' .)'" .':~~:" '!",:':'~:"'~ .'::: 'i_ ::.~ ·:;~r;;":t;.~}~; :~r~~> .:--",t',

It,.c;lutiorl~theOV'#i~!~ct~Ces involvingpoaible criminal
pro,eamon woUld.cle1ayorCo~~~c»;l~~;~,~

·.orothel'WiR'Plec:lude the report frOm being releaseatothep~c, sUch
insrances should be.covereci ina separ8tereportto oUic:ialsofttlellJJdited
"~c:)', la1lV~orceIDent agencies, or the requester, ulIIJplOPri8.te:o cm ..

',,; " ',\' ;" , ,,;::~·':-'Yi'··i"· :','>yti":::t~

··;1 !!~~~:==.:IJlI4Uiftf.....,.-
1,·~;1baIIId '.' .··...1IIt.......mlCall'lllDcewitbJtllll'llb'~;,.~~.~,!~l~'~~~·< '. ',' '.'

(:;)



VieWS ofResponsibleQmcials

QapI.ao 4.1 ,'
~"'.""'''.tt,C''''''''..,_...~

Ihoulcl be COIIIU1t6'4'incIet.enDiIdDIhow possible criSDiDal PlOlleCUDall
8bouIdberepcll'l2d. ", "

OtheriDstances'ofDoncomp!ianc:e DotiIlc:ludedin the ,098rII1l repan
becUIIe ofiMipdficaace lhoUklbe'lIeJ)IIateJJ COIIUD1IIIiCllted tit 8IfDC1
~ement, the~,~(IG),iDt.emal audit.ca,arlbe

..' ,"/ ,,' 'ciWX_''l1Ie'cMnID~.u1cht.te tblttberequester, U&pJ:II'OPJ:l, ""J'., "',.',,', '", .,

1lOIlCOIIIJ)lis'.beiaI~NpartecI. .

Purcber"'dAceGll,~~u.cewithJawsandnpJetlaasii
c:aaadnediD GAD'. juide,hj"" =DcCmneJiaftce WidlAppliCibleLawsand
!egulat.ions(GAOtON.U).

12Jae~''''''''~ __
I -AudllanlboaldnPCift.....at...,..._-..-ClllllftUIIId.,

liplftcent _1n'.M. fGUILd clalilCtMaadIL·

IfUS! ,ilentlhowstblt1IIIIUIIeD1-c:aIdZ'OJs CIIIIIOtbe re1iedOD, the .
nportllhoulcl de.c:dbe the COIdZ'OIstbilt were tested,..tbIIt the
ccmIr01s were'Dotp~ desilnedadlar implemented, mad deIcribe the'
1lltematellteplSllftdll4dititJnlltesladOlle to ensure tMI: the r:ran-c:daas
:"1ft pI'OJM!!d;Jta.lcDedadreccmled.. ,.~.

Silnificant lUNlBement conIml weaknesses idenDfied in GAO" wark
typicaUy moe, Presented as causes afproblema,or ddcieDciesandmoald
beaccolllJ)8nied by ncommadaUcmsforc:amc:tive dan. IfIilni6tDt
~"ea1aaesses..idenUfied,the nportYo Ihould'disclOlewhethe1'
thef",,"~clu4ecUDthe.,ac:r.~UDdertheFederal MaDagem'
f1Dancia1In~srttY Act(nMA). IftheWilcness is lilnificant aDd has DOt-en 'Zepozted under ftIFIA, GADlhould nc:ommend tbltltbe npaned.
(See N1s, inglnfA!inaJControlsinPerformance Audits, GAOoVP-LiA.)

nae' wielD.oJ~" o.tfiNl$~ ncata:

....u.lO



n.j.

~~.~elitt'!i~::::.u:-:':=n~
CommenDs maybeob~ei.Ulez'",~.orillWlitillg. (See eM, ch. 12.11,
-AlenC)' C'ADmen'"") ." .... ". ." . - .

'77&11~~:"":

.~:~~:~.~C~~@'~wbeD"""=-

.....OV...iftClDe .......... IIlPtiCible......• .
'~,., ."

o
;lIS Needing Further Study

IDc1U1ioriot~t·inctiJlp·h~tD••PJ"ide~~h8J.ne;·tothe
nport. It&110 JD&YilelI>t.o~ce~encies ofthe faimess and integrity
afGAO'IWcik·lDd,thaf~Ctf,~~"'to.-=ton recommendaaiol1S in
.-as wbichremain probleDuldc.hlllso provides information on
lDaD8gemeDtilrqm:JvemezdBtbatlDlQ' ~.elsewhere.

""'~,taIa:

~ADdltcnIhaald..._n_iIIl.~Nrtber.-ltwmk to the lIIIlIitan
~ farplanaillc future 1lUdltftd.· .

··•.•·Y/hen GAO'.workpaiDtsoutilsuesbe1Ond,the scope of the present
lISIignmentthatneedfUrthetStUdy,stdShould either refer the matter to
the .,enc:y's IG or conslder. furtherwark as pan of the propamplanniDg
~,

Privileged and Confidential
Information . .

I "JfetlUdftiafc.ml.liaaIs,JllQblbited franaeaaldilcloRre, ....tan1houId,.ntbe
'. ""oflbe~~~~IM~tbahukestbe __OIlMCIRIIJ.·

GAOptefe:r!tissuing:~man uncJassi5td or unresaic:tecUonn 10 that
theyJJl9~~~,WidestpossibledismbuDon.When report,addressees
need. the Classified orrestli~information; GAO'S second aption is to
issue an unc:1assi1ied orunrestrie:ted report for general distrib~on and to
~trlJ:lSmittta'c:lassifiedorrestricted information to those that
~theQropriatec:l.-nces.'



:IReport Presentation

c:II.IpW 4.J

~""."J"".""''''''..,_....~

ell, _tel 12.16/'Spec:ial~on 8Dd Hmadling of aess!fied,
iesmcted,.lIIIdsenstdveIDfODllldonJli GAORepcm,• alSo includes
IUidaDce on handliDg8ensttift iI1fOftlUltion deaJilll with .

• ..refe!rnJI to tblJ)epm1meritofJasUce,

• •.....mlltiPti..

nae·f'eJJO"l~.ttmd4mt--=
.-D.te.nparllbDald ...O""IP'...........~ud.ca.r __......--........... .

o

GADnporta ahoald:

• Contain enough illfomuilionto promote an adequate undezstaDding of the i .\

lI1oIttaB~andtoprovideconvindng but fair presentations in ..
properpezapeetive.

• Present the nsuIrs ofGAO'S work in _ unbiaIed.lIUID.DeI'andinc:lade
eno. infODlUltion to bepersuuive.

.Be eEr'Or free to assare users and readers ofreport re)j,"i19. AD faCU1l)
clara must be verified. . '. ..' . . ._,

• Be dear aIuf not assume thE the reader has detmled tedlllicaI knowlectle .
·of the subject. Where teebnical terms,&c:ron1m5, orunfamili.w
abblevi.ltionsmust be~ t!le)'lIhould be dearty de&tecL

• Be DO longer than IleCf:SSIlyto communicate the message. GAO'S audiences
are c:omposed lIrgelyofbUSypeop1ewbo lIhould not bebunlened With
unessential details.

• Persuade naciers of the impartaDce of the bdinp arid the reD""'hleness
of&DY conclusioas met reccmunendmOnL

(See~ c:h. 12.1, far IUidance on complying with this ItIIldard.

........11 e-.I hUeI_'Pu I I I _11.-..1-.., __s.-.



Cj

,Report Distribution .I .1MrIpcm.Gistrun.aiDn ,lAf&ti4nt·,tGta:

-viltltln IIIdltnpartllIIe to be.aaltled by the IIIdit~Ontoa.e alIPaOlsriate
dc:iIIlI of the IIIdirae Ind to tIIe.1IPIlftIIIriUe ofDc:ills oUbeGrI~~~~,
IIrIIIIiQI tar tbe·1IIdiII, Jac:ludial aIenII1. fandiIIf arpntntlaas; __ lejalftirj,..,... ,.
......iL Copt_ oftbe repanllbould be_to GCbero1Dcillswbo...'....:~ .
~onrbo...,be I",,"'''"e far...OIl1IIdlt&uIiDIsInd Ifti+YFFif'!;!i"!"'.,1Dd ...
ID alhallIIIbadIed toncemlllCh ftJlOftL .um-llllZicred bylawor~casIiIs ....,'
IbaaId be made ll9IiIIbIefDr~ Ullped;iCIII.-

;~~~~~~':L~.·
1ri\entheJUbstuceorllilldfi~cewmmat.\llit,~~.~~

I ·~'·GrWhenthe'mas~.,rOfWi~eeor.gn...P.i~,~'·

'!be distributicm ofnpOns on GAo-iniU8ted asignmenm is dezmined by
CoDIidaiDg the rauIrB ofthe work pelfarmedand the need, nquitemtDt,
or desimbility ofcommunieadDg the illformati0n to the CcmIre8s,
.~ Members;ancVor .,eney~c:ialS. 0 ,

Once iBIecl, all ofGAO'sunc:lassified repans are awilable to the public.
Sach~maybecle1ayedupto30days,~,wtumthe. '.

o requester asks that this be done.· , , .'

@uidance to assist in complyingwiththissrandard isinc1aded incblpter3
ad in,the!!!, cNlpten 12.1 and 12.14, -Processing and DisaibDtillgCiAC)
~n&. '.

'·.Appendix I c:ross-referenceS gener8Uyaci:epted gOWmmelltallditiDl
andanis (GAGAS) to GAO guidance on complying With them.

........11
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.Appendix 1:
Cross-Reference to
GAGA§~dGAO
Guidance on
StandardS·.'

......1(.......

PIMning Q1Ipter 5 • Pragrn Planning

Chlpter6· Planning and Mlnaging
IndMduII AllignnWIIS

'ChlPter8· ColleCting
EviOInee

'Chapter8·FIndings. CCIncIuIions,
Alcammelldations,FolllMup, Mel
AcccmpIiahmen1 Reponing

Chlpser 10 .Me1hocIoIogy

CNlPtar14. Agency AllIIionS

Chlpter 3· Supporting .. Corigras

Chapter6· Planning end Manas;ng
, "individual Alligl mems

6.9

6.7 '

6.11

6.12

~ingthe
prDDr8m '

CriIeIia

AucI1 toIbwup

ConIiClering OIhers' want

Staff C1d ClIher resources
6,17

·~.r6· Plenning,.Mi::lMlnlging
indMdllll Allignrnlllll .

ChIPIBr 13· SupeNilion

ChIpler 14 • AgenQy AIIaIions

6.19 Chapler 6· Planning anctMlnaging
individual Aaignrnenll" ,

ChIpIer 10· Me1hodOlogy
6.22 ChlDter 13 • SupeNilion

e-.lhUllIl .... , d ........-8ep _1_ CJ



.ChIPlIr 16-PerfarmingllW'llti;atianS

GAOJOP.....1.2 -Aae. ...... ..'..'
~ceWltfiAfi!I;.eL.aWsand .
R.pUlitions > ' .i:, i.

Chapttr 8 • Collecting Evjdftnce
GAOIOP-8.1.3 • Assessing the Reliabili1yof

··CcmDuter-ProceiiidJ5ara .'•.•.........•' ",~. ....•......

CM:chlPtlr 12.3- Audit MdEViluaIion
.~pons ,., :. . ,. >.. ..

CM. et\Ipler 12.~·PhysicII.'~~or
....~Repons . ...•...... ,

Chapter 3 • Supr:xnng~'Con~

'. :.' ,'6.39'"

RIIIM..f....·
~WIIh' .
LawlIind~'

o

~hIIllI."'IIII.-MaaaJ-"""-'- 1111



Aeca1i'_.aDcN·,

VI8WS·af
~
CIfficiIIs '

HoIIno",,",.
ccarnpIishrnenI

MOAS .......•

1.9
7.10

".17

'''.10

7~'7

7.21

7.24

7.38

7.~

7.45

eM. Chaplar 12.1·Baic.~.·.'..
11:1'_. . '. "nlllWJ ,. •

eM. ·~r.'2.2.e.ty ExIMIII
~"".c.c ...

ChII*r 16."rtemIng 'nvelligllionl

"·~~W£
Liws ana AegulibOnS,

~. Cl'llpl8r 12,11 •.AfJerC'iCcn~.

CNpIer 14 • Agerv::y AelIIions

ChIpIBr 5 • Progr"" PIMning .

....4.1-1. e-IhUe' , •.,., I I I • 1IM8l-1c; _l1li
'. "

U
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QlaPcerU
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7.50

7.&6

GAO ...__

OM. ChlPl8r12.1 • Buic CommuniCatiOnS
POlicy . . . . <t"

"OM. CftIPlBr 12.14· folI'OCIDng eriC'
I&ributingGAO A.pons .

Chapter 3 ·SW~ttleCongreIS

o
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o
Fieldwork andReportin.gS~dardsfor.
Financial Audits

PO~C;Y""
. GAO', policy.• tDt.pSUIetbatAIpPA(Amencan Institute ofCe11i6ed Public
AceoUIltan1B)'''dards,'~{Jeneralb'aa,ccepteel'ovenameDt auditiDg
Itarldlrds)~lIIIidGAo'sreq1Jinlnems~;;fOJlowed in perf0l'DliDg8lld in
nportingthe resuitS()f~ci8IauditS~chinclude 1iDaDcialstBrellleDt
audita ad bamcial-related audits.

7J&e.addUionGl1Jl4""itig't4""'ft,r.firum.ci4l~Gv4it.7 .t4t4I$:

.~.~~apOl\~'~~iInd.iaP IIId nc:aaInendilioas fnDJftftcJllsaIIditL-·.. .....:1..', ... :.. ...,:.'.. . ". .
.-i:·-',· I': ,":',',:i). ;

..' '1"', :

Fieldwork',StahetamS ·· •••.·.I ·.••·.:e.;.·,·c:P..~~..~.·.~·.·A'·'.·.•·,··.1i", '.e1chrQik..-.•...•.•,•..-.•.•.•.•..•....•.'....•.(..~.·.·.·It··;~_\aee.·····.·.·.·.8PRI1.·•.'.·.··•.-.M.i.".•~_•.' :'.•.•.•.'..~.•.•.B=:;=:=~
fa.·r·~o..;""'~cii.1..·*·;:u~:+~.. .. ~....... ~ . " -r UIi::LlI .A W-., ..:,S1;an.dIz'ds.),;:,',,' ,,''' ". \ ·"H·,· ,·"c·.;,,:;.··

o

IhTegulariti.'. es,.·.me.g.'alAetsj
and Other Noncompliance

-Aic:PA'sUi7ld4'1'1isliftd GAGiS··.""'tlUI7jtliia::

·a.AuditGr$ltIould dt!lIiInlheaUdittO~de ~lIlIble a.nnc:e of det.eetial
irftIWIrities tNUIe IIWerial to the banciallWmlenla. (1rresu1arities aft ilMDtiClDl1
JnisstIIem_ or omiIIiClllSofamoams.ardilc::losUres in 6Dandalltalelllen&s.)·

""""1



QuIP-"..................., ..................

"'b.,.A,adltOn IboaId dIIIIntbe'" to JIftI"Ide.........-.rIDCe ofdelecdQl..eft!
.j=t .-ubUllfnDcIncs.llldmeteieJlIlepllCla.~ad1UMri""'1Ie

.·.. yio1"' or adl'flU1llioM.,.,adiNc:lud.·er:iel dec:t aatbe de« en' "'0'"
oflMaciel«'_em- _01""")·
-c.MdltanIhoald be.....oflbe,......,. iIIdirIc&m__.....oc:aaaid.

Ifll*SlciafanDaliaD~~tbe~~ CI'\~pmvideI~. ,' 'RC1be_..~CIt~II1jII CDIiI4 ··etierte!JDdINcl& ............... ' IbcIf.IIII...., ., .
.........., IDeplIel occUrnd.(JDdiNetIllepl ,....."'..aflnl·
_~.., ~__ca........ - r .

fteCNfdi&1tmGl_jIIicmoI ~.ftn-/ifttJ'N:ijll~.-u."-...:.. }." ,

-.ADdltan Ihaa1d deliln1be adlt toJII"IIde ~.detecIbtI-.tIl

.;· fnD... : ..i.i_ Ui ~cwa.....JmPt

.......1bIl dIac:lllld••jrit!1&c:t calbe deCemdnI!tan offlnpc:tll
-.aaem MDClQIlIlL IfJPeCIIc infCIIIIIMiaD CICIII*. Ibe 811ditarJ'~ tbM JII'OVil*
ftidenc.eCl!'ltCi&aiallbeaill&DceClt~~ tbM could baft.DIIIotIiIl
~ deet·Clft the1Itandalr-.....1lIIlIIan1hDuld IPPb'8IIditJlftM*l-

==-=='.=::~::==::-=af_ 0
Eeepinginlllind the possible direct anc11111terial effec:&s aD~c:ia1
-..meldS.llnd 011 the 1'eIN1tB oflDlDcial-related audits, auditors in
COl\iUndion withlep1 coUDle1, JfllecellSl1'Y. should do thefoD~

I.. ldalti1Y.. lnsllUl.'ftlIUlati..OIlS.·' tbIt. .1IIiIht...' ....havea directad IftIteriIl elfect
GIl the dete.rlninmClll of lIIloa:nl:s in the financial staremeIdB. .

. . , .

• According to that understanding aDd ISS! 'heDt, designad <:m7 out
audit steps to provide reasonable IISSmmce ~f deteeDDg izregu1IriDes and
.otheJ:' noncompliance that moe materiaJto the banc:ial-..emeat. .

I. Evaluate the result ofthaee testa _d report instances ofnoncamplimce.

InpursuiDgiDdicatjons ofifteluladDes and Wepl &d&. auditDrs lIbould

~...,:t.~ltlil .......-... br1l8l



·1. .u.edueprofeiaion8l c:are notto"uu-.eDere with onsoiDlorpotentUl future
UrwSipticms and . .:\,,",'

;"-::""::
')":.

• promptly coDSUltwitb cliVilibltzri8rillemem, the OfIice oftile General
Counsel (OGC),and 1heOflice OfSpec:ia1JnvestiptiODS (oalon whether to

..·.·proceed,withtheaudit,··whetherthe~tl!lltBshoulclbe~.~j( ·
., ·the·IlUltt.irIhOUld.tii~;toJaW'_ofcemeDt or~Y:;'" (;..' , ..

autharitia, such .:the agency's Inspector Genezal orthe Deps:tm.c!
.1 '.' Jalliee.:·,'·/,;',' .!\,.;:',..' ;:< ,'" ., .,

'~'.:;Pid~';A!Is .iii,QompJjjftceVltthAppliC:ableLaws andReJulaQOni .
(CiACWP""l.2); providesheJp·in CC#IIP~ with this IRaDd8rd. .

AlCPA .ftd47UcmdGAG.tS~ifi,th4t .
~::,,;' .:',\;' "', .'.:;i;" ': :.:"\" ,-",- .. , ,

aAudltan Ihauldobrlin .lUf&deat~ ofmtemal canII'CIII to...udlt"
1i)........... tIadIiIi..eililntot_tobepedClDDlCl..

o I .~malcingJudlmentSlIb01Jt'aDdlt~.d the evidence needed'to
·:·surJport·auditGpiDiOns,_ditcD~bU1~cobsider

',. .".' " •.,' ..:. > <{!;:,:

· ';~ec:ti~~JC1&e~~~~ill~l~,inc1uding
·t.belaitudesoflUDlgement.ndtlnpl~eesand the &UeIltion •.pvm. to·
'J)IOglamadfiscalemenmOD8-tbheIP~'overaIljuclgmenlS ahQut
auditliskadabout,theauditWOrktObe p4!ri0lDled;

;'':',;,:'"<':':':','.>' ,.", .

• US!lS1jlents abo\tt~l 'Vk 'beltnDthem=mum for a given&.ancial
..mentasSerti0ri4.c>d~e the tests ofconlmls needed to obtain
.dcientmdenc:e'aboutccmtroleffeetiwness. .

.
• the .qfegtl4nliflg eor&Irots. that the auditee uses to Prevent orde~
;muwth°~~~8rllfa¢ce",tO&lletsttijlt.COuld~iD'.' .
materi8110lls~ .tOhelpiLSseSs.the~ttuitmaand81'statementS cOUld be'
'm:~~ated;:"'" ., .;.. ',.

• .the auditee's...nessof, ad interDIal controlsproteding ...jut

~b1e~oflllwClftd~thathaw a direct_
material e1fectonthe determinaSion oftinancial~entamo~

..·.!:leIpd~ thelWdittc:l reasonabl1:1SS\n tbatlaws IDdregu1lti(tlW~
beirlgeomplied with; and .' . . . .



n

Woricpapels

At",JnizlimurA"j;ta!~,~J;ted."AJCrA." 1CaDdard,-Ccmsiderldcm
oftheInte.malCODmai~ inilFmanc:ill Statement Audit'
'CStatementOllAuditiillstllldatdsNo.65),IIhOuldbefaDowedinmeeU!lg*'__ ...,)),~~~.;~t7,),i;X1;';;\'.'

,.,., ;",:.' ,:::,:+;-";~;:~,, ,,:,;:_~·,,:.,,~,·,\"::, ..:.df7·;:#,(;f'~:_;,:rJ~;d ;'::ts:~::,:~ ,:;:,::,:";: :

fteGliditilmcll~~jr".~ItGtemerIt.CIVtIUI
atGtaI:...... ." 'j';;'~;f'R{i,;",,;i;,,;!jj,n/, i .

Au~lhoulclfa1icrtr~.e~.standlrdswhen conduding
finBnc:ial-re18ted au~,JfA,l~A.lltan~ do Dot lIppb'tD a speci&c
fiDanc:ial-re1atedau~ lie1dWOrlc~dlnlSfar performace'audi&ls
d~in chIp_4.2.~ ..bf: faDowecL (AlIo,1ee Iedicms4.39and
~.4Q,ancl~6 ~~ ~entA\ldit;iDgStandards: 1994Rmsicm).

-w~PIPl!IIldIoaIdftl"'~;"'~_r ..1D-.iH.~1IIdIrf'r
.....1IO.~«:'·Ii_...Ibe.lIIlItlDllClllldDfnBtt.alie.......dIII
.......tbe 1IIdIIGn'..curCllllC:l1llicMD-~·

-. i<':;:~,:,~;:~~,;:::.,:,-,:':" "',

W~_theJj;k~';'6e1dwodc and the report. They.me the
reeord ofwork done and ofthe baIis.far OpUUODS apr_eel in the npart.
'\V~~~iDd.ude_iip1ionsottnnsadions and nccmIs
~t:ei~.,t.be)'Oou1dbeUllDlilledby another aperiencedauditor. (~"\
Wo1'kpapezs'&18o'provi~ethed~entaaiOllfor othezsto rmewaudit W'
fIU!litJ~(fl.Jidpc:eon~.Jm!panltiOll.andleYiew is inc1udecl in
c:hIIp•.ll.;W~,.AesjpteDt~..' It is not nee '. r,tD
~eCQPi.tsof~clOCUlllel\QlIeViewecl,butworkplpersm1Jlt
ideDtif1tht!IIpeCiIc.doc;ameDla, 811Cb'. JistincwucherDUmberI or check
numbers which werenmewecL

IFinancial Related Audits

Reportirlg'Staridards
for Financial Audits

AlcPA.~standardSlPP1YtPGAQ" blncillllatemeDtaudbs. (See
AlelA.'S Codification ofStatements on 'Audi!iDg Standards.)

,: ":,,::' ,;},:;:"""i<-'~:: ,:;". "'?~:;::.'

'nle .standardSthatfoJlow~~emal to thOR orAlCPA. (See
CommuniCltions'Manual(i:!)IQ:a.·.I;l~, IIfbumciIl·StatementAlldit
Repon;s,- for guidance OIl compbing with· them.)

.f',:.;'''''.'''' '.



o
CIIapIer 4JI " ' .' . '
PieJlhNrtud ..,............,.
~AadiU

TIIiS~..,.s llJ)J)Ji. inll11 ldt1111dons.'Irhceel~ the auditM __ lin a..dit
~,arthe"'isperfanned1lnder'coritract.1besespedfic
~oDs,....,<~be.e*.ofGAOaSsignm_,'but,commUllicaDon with
lIUIDaIementar other oDic:ia1s0fthe auditee is nonetMJessimport.aDt..
Au~ Ihoulcic;qJllllJ1II1icaream thd-responsibi!ities and the
,JiDdtatiD"'C)fthPR~es,espee:WJythosereJated to the testing
and reportiDgonimemalCOD1Z01sandc:mnp1jance1rithlawsand

~Or.+

I -A1IIIIIinIbcla1d~eertIdft~ __to the caaductud ftPClItiItIof.'==~~..aadtCcriII"_ arlo tieiDdl9icllllls WiIh wham the7baw~ far

Cormnunie:ation"'WithAudit,/,, nisft~n:pot'tiftg.t4fIdmd..tvrft:A4MiDJ~ cwdit8

Conunittees or Other .-.:
Responsible Individuals

o
~uditing Standards '
"atement "

I 7J&iJft~,.m,.,.tGndcmtforjiMftCiAl.CtJternftt cwdit8...
I ·Audil.....lhouIdllaletlul& the aadIt.."'inlCCardlNie with aeswnD1 accep«ed

puaimeutlWdi1ill&.........•"

When applicable standards were notfoUowed, the statement should
discl~the~.lCUdardtbIItwunoi followed, the:reasons for the
~,adhcJ'!r notfollowing the andareS affects the audit resWra.

'"%be npaft on 1be 1nInc:ial .........-IeIe:Ither (1) deIlcsibe the.cope of the 8IIlItGn'
~of~cewtlblaWs.~lDdiNmWc:oNrOIaUdJlleleM1he
ftlIlUIt.s,oftho..tests or (2) ftferto~,..~that illfODllUiClll III
...~ IheftlQltsof1h*leIts, IUdlton 1h0a14n!part~..mep1aC11, odIer '
IIUIIaial DOD~lIICe,and ftPOI1Ibluanltiti~ in iIllemal CClICnlILIIl JClIIle ' '

~"a..anlboaldnpart~lNlmepllC&l'direc:dJ1D__
GIema1 to 1be audited ...,.- ' ,

Reporting on Compliance I nis.su~~ing.tG~JvrjiMffCi4l.t4temmt lWltits
With Laws and Regulations .mta: '"
and on Internal Controls

Auditors should prepare a 'wzU:ten report on the·ecope and nsuIIs oftheir
testso! compliance lrithqliClible lawIt~dregulatiems8l\dintemll
c::ontiols. 'The Scope should include the eztent that,auditors tested

Q-.nI I'DUdvTs ••• I•• II.IaaI .........__ 1111



ca..p.,u

~"'''''''IIiiI'''''.'''''~AiIlUIa .

c:AmP1i#c:e witheenainJanaclregu1lricms, obtained..and-.._
ofiratemalCOldZ'Ols, ud..esaed c:cmtrohilk.

~.~~aD~ormepl8Cl5d1ateltherhaft
OCCiIdedarareJikeb'tohaftCliCCWied~tdlOle thatare c:1aIb' ..
iDc:oDIequeIItW Matezial iDStancIlIOfIlOncomptipnceallo lIhoaldbe
nported..ln addUiOll, auditors lIhoald~ ddciaciesiD·intAaaJ
~Cbatthe1~~~OJls.Jn.~J'IPQ11able·
call..... .udIt.om1boaldlde:nttftt.b08iu.,t-individUlllrar
CUlDalIIiftb' meter:ilJl,....••llf - delinediDauditiDllIaDdIrds.

~~arclejl~tbltme.~~.~.battblt
~i:ouIdliaft'lIIlhniJletrec; DnJUlmcia1 JtltemeDISor OIl the
.....of.~auditlhou1dbereported.lastances or
cleiciencies that are DOtmatmal·~ orc:mnul8dftJ)r8hoald INt
COIDlI\1IDicIr.~ 1'.0 the auditee in wriIiDg.

,GAOnponalboald eWlrKtlllilDcielltirLf~ontoplace aradizlls iD
properpersped:ift. GAO'. repon;s an c:ompJiancead intemal COIdI'aIs-
part oftbe eMnD.repon. The "'POIJ. OIl ~.baDcialltltelneids is.. (' '\

.iDchldediDGAD'_~~hOW'~,it..,. beissued.iuepazare .,
Npalt when the aUdlted'~wm aJs() publish it &I pazt ofits aDDu.!
report.

1
·~Clrm...~&1Iro8hoald-repartedclirecdytQ pm1i., '
.... OUIIide tbe auditee.mC:ertllin~

~ofJlO~ MIP'ipU6~""'t IICmClWApUca,.orClbueallOul41Ie.,IN'ro QSl.osrtmilorictmUt6e.~JDrAJ'JI'DJi(iGte
~ caM 1HdM'e otlwr CIdionI CItW.14kft. ..

GAO'-IId"#' .. sit!(OompIbm~WlthAppJiC8ble Laws andRepl!!iODS
(GIDOf'.I.U),~de;s procedures for COJIlPl1iDI with this"dazd.~
~12.19,WAlCPA'S ltItemems onauditing standards, ud
~ofthem,liftl"icLV'ceonrepormag condiUOIIS related to
an__~. iDteDuIl CODIZ'alIUucmre.(See St8tement on AudiDnC.
Standards No. 63.) .

PrivllegedorConfidential "1 nau~~.for~~A1UIi&s.t4ta:
Infonnation"'. ..'..C.• •

~"'·d."". Pew ......-.., >Irllll



o

'!be nquimnents oral,~ 12.16,-spee:w Co~d~01liad .•.•.
HandIiDg or Qpssffied, Resrzieteci, and~IDfClnlll!~if!C~{.,:i·
reports,-as~ Under therepordDgstaDdIrcJs forperf'~ .•_ ;
auditA or f!V81uedODS,alsa "PPlltnfinancialaudim. In additirift~·r.M: '.>' .

cheptet12.19,.esandlhould~revil!Wed. -
:." ,:",- ," :<' .

",,' ~ ,i;",' '_:'{""'~-\:""c,,',;;,' ,j ~:-;;,':'~;I~::;'\:;~~,,,~"";\ >-.'< ': ',: 'I:::' ;",:,':;'~ .

Appendixlcross-~ GAGAS standards to GAO IWdanceon
compbingwittrtheIIL .' . "," .. ""'.'

AiCPA fieldW'ol'kstanciarcb~ applicable Ind should be followed; the
ltanclen:ls included here supplementthose ofAlCPA.
l,',:. '.': '... ';-': '. .- "::'. ",. ,,','-' ". .,', .. ,,': "";"" " ,

If relewntto the audit objec:Dws,specmc AlCPAreponing ItIIndirdSgl1, :
to finaDcia1re1eted audUs.Othenrile,~ It8ndanIs descDbedinWs
cbepter.lndfor·pe1fonnance·auditS.I:I.t'··ewllt,,~~··in&:hll)~;g_~d,be· ..·
followed. (See eM, ch. 12.19.A1so see Rdions 5.36 and 6.37 and chapter?
in.,~Govemm"iitt Aad1tiyStan~ 1994 Revisi,OIL) .

····.. I.···?i;~ .•••~.~~J'*~;~~ij •.~.· .....
..~', ", .: ~;';.".-' . ,',', _0 '.' .... , .. ;' : I', .::,:'! :.:"~.

'"W~~~'" ..•...••·1In!,~~~'~ta.e~ca ';'i"rClllu>~::Sj":';'i,"t~ ';'; ...
"./., ••.•w •. , ••,.•.~., .'> •..•......,., .'. . ' .. ' ~9i'*
alIlc:iMl.oUbe.IUdltee·lIIdtD.~··oIIIc::IIIIotlbe III"CIIII~"'·.·

'. ariiI"Dirar~'iU·;lIida&t!li""""it'~ot"'tf'''9i,,~''''~ __
JlftwatIL Colli-orllle apaftubauldlllo be..toClCheramcillswbO... Iepl·'·····
~~ arwtlomay be J'IlII)ONIDIle faracIUII an audit.8ndiDll1IId
recaauDendaliana adIDCICha aattoari.Uo IWCIift -e:h~ t1aleII...-icIad'"
law CGJlia IboaId be IIIIde~ far:PIbI*c "wpeeIior.W

" .. : ""'., .. " '" "::, ",r ,. , -'::'~"':" '. ,,,':'-' _,:., _,.",' _. '. .. . ";, ,_, -',n.' .. _.:"" ',: ,,:- c' ... " .' '.;'.',"'," ....... _.. ',:. '.' ." './, ,: :', ' .. ,:,i.,~, •. , ',,, :"'- ',,'-',: ',~_t'_, ,L·.".'," ,.'.- .', .,. .. '.••• ",

Reports o.nFinJmciaJ
Related AuditS ' .

(J



Appendix I:
Cross-Reference·to
GAGAS.··and..GAO,- .- -. .

Guidance on
Stand8.tds

GAO......... ·...............
~.' •.6'

'A1CPA stanaard • Consideralion of 1he
lmemal Control S1ructure in • Firwncial
Statement Audit

ChaptBr 16· P8tf0rming 1rMIs1i~

GAOIOP".'.2 •Aaes!inp
CompIianceWilti
AiiiSllCibie tiws and RepuiationS

FinllnCial Related Audils ••39 None

ChaptBr 3·Supporting the CClngrea

Ch,IPter 1.·~~II

5.11

Report on CcmpIiance With L.8ws and
RegUl8lions and on Internal Comrols

5.15 Chipter 16· Performing InvatIgatiOnS

=1c~;{~:ca_

~ar ft"'"Cilllldrl, IdclbiaaIJ I1idInc::e is tnd''''ed in 1M P\Mncial Audit~
GACtiAnlDoIUI. ud .-Volum. I aad Do

e...INoIzt.'PI 1..........-.".._1111
;' ')'..

\~



c::uPcer.4.S
~ud"'._.""""for
PIaUaa.lAIIlU..

o
....,.
A."arll."n'"

.~ en Financ:ial-Aelated Audits

5.32

.·5.36

CM. chapter 12.19 - FtnancAaJ StItImInt
~d!tRepons

AlCPAandard- CanpliinceAudiling
AppIic1b18·1D.Governmllll Enlitilai..d
O!!-..'!:-:~.ot'Cbr=i:.:r=!;p-.:.'-
~

CM.c_r12.1<4.... Proceairig Ind
trlllribulin'I~OrepOns . ..... ...

lIFarGnInciIlIUdiCi. adcIlUanallllidlnc:e II included ill theflnlnc:ill Audlt~
CiAl)'mlD-lUAad....Volumes I adJL

o
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Pr()grairiPl~g~

Policy SummarY

o

Policy

••

Issue-Focused
Planning

,,,
Components

·GAO'.pQ1iey~istD_aJllQlnlmplamq.,seem W·UIIJft·UuI1,.1D
themuiJmllnGtelltpetS'dbJe, its limited nIources are dincUld tD
.............IIIdaIIIl towbichitcanJD&ke.~
~.UId that It ecm,r.s1imel1pmduCDI tbat_
ftSPOI'SM to its zaeeds. .
;-~-'~,' ;~:: ",_".}:i:-·;,~:~t~~'/'(::(:/;';t\;,.:.:~;2:':;~i,~)fA>;,;:-:~.,:,,\f~'i~:::::;:,:;{~;~~:X~~,:.~t:,:~~':':~) :\'::.~,t~

..GAOIl1o....JIIIPIft)lJailllinlI)'ltelll tD aupport GAO..budpt
nquestslDdftlOlJlCee,m,deeisiaas. GAO IDIIIIIe5and-.d
~.•.I/5t~~tlQ,iIIIpl~apjUDvtcl·p1IDs.

;Jft::::::;liIldI\IPZOli.Ii~objecdws, GAO

.•~=~i;;~It.Ii_.w/lidlIi""'•.. iilnUicant cana:rfbu1ion.•developSplIIIs toaddNss diem;

.eItIb1ishesm~audttleva1uatiDllobjectiNSaniSteat ill
lUbsr.anCeandUminC1ifUhtheneedsGfCGIIII .cmaI eat.amelS;

.• deftlops ·aIDIeIies.to accomp1ish braid objeedves·tbrouIh
in1en'elaIecl assipaJnera1rithin and eras dmsianI;

• communicateS I'eSUlCs a:pec:rer1frampIamecJ work IIUl pmrides an
elfedivebuis to meuureJUOlZIlIS,assure~, ad
evaluaze rauhs;.and

• fostelS the development and applicazion orita upen:iIe and
imeraction With outside .cpens and oDicials.

(

GAO's. planning sysIeJIlisbuDt aroundilsueueasad issueLAil
issue.ue&.is a topic.ofDatiOlll1 importance.to wbich GAO.can IIUIke
a contribution throuIhtheURotils resources.1ssues aft~
accountabllity.unitI within an issue ara-are established b1
identifyiDgandnspondinB to iaues.1tIfttnlJy1tated • questiODli,
tbat.mast.~. uswezinI.1ndmdual usipImen1s are the_or
-vehicles by which iIsues are developed and issue area objedives are
meL

WiUain the issue azeaappraach.GAO's p1arminc 8)'SteIIl hatile .
faUowinI IlllUDr~.. . . . . .

.. )ioe -lie
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a ..... u
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• .1BJe area plans (leech. 6.1,~PJanDinl-Jaue AID P1IDI
_Updates").

I

• ....pllnupdve(..c:b.6.1).

• ..AmuII1 nrkplaat-cb.u,.~ PJlmdnc-Baoaree
1eqaiI....._AIIDulII·Wark PJans").

, .

• Di'filianwide~GIlillue"1IIOUI'ce...aiI....<_.1.1).
• OmsiptblGAOtap...........

JIJInIIiD&·1Oftwanis anDeble to ftc:IJ...CGIII'.·PIPez•••.·
.~ aDdtoproride1be buIs farGAO~~pl"""'n1
dIsabate. Mova," ofthe JocIIsad~attbepi......
docmw'. illbcnmiD aaure·1.QA.

Moo ..1112
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Development
Ccmsideraticms

,,
•

GAO,.pIamdna aWide__'arJlrpua;··tb·~.··tbltjfs

ODIPUllazeCblracteliled byaGAO-wide pempecdveaDdabilh
--~~ .

·'lbe._....'~.\·."...__II,·anddivDliaftlllllllJfllUllt
_rellKmslb1e for dev'elopjng.....pJanalupc:lat.sandtbe'
IDD!JIJ WorkpJus. with adive PIIti'-anfram die .....Pc JD
cIMlapine.p1IpIJ, ·tnpat·1bDaJd billOVlllt frQJn.~if'aoun=iI
incIIIdinItbe·1Iinomyaad~m'"~~.~
ditii1iaa18d om,.bavIDInIatedJeFanslbDIdes;._·· .".., , " ",., 111 .. . " .

,·"·"~··allllideki2i&tL~ftrk1D.~b1:ioMto.JrWItT&»OIdif',tJifirlth them. .., ;

CWInIl. .thefocal poim.a.e....directar. batpia
deve10pmeDtllldovmiJbt1J~ .. lI1uIrzatadbi·-..6.OB.' . .',.' .

(~
/
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L .....--Clew................-....c::.n._..................
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o Moriitonng
Implementation
and Progress

PPC

,,,,,,,,
'JSG,

" ,

,

a'~ 1.0 ·'·-:.:b::,'i<

....... P'...f..~j......,.

Mani&Cldnl~aDdproeresofissUeareaand~
work plIDs helps to'ensure that'(!)plU~work is that which
mast needs to be dane, (2) appriwed objectiws IrebeiIII
ezpediUouslyllCbieved, aDd (3)timeb'modlfieationsue made where
~ ..DI!IdecL JltIIIUI:1I'iftiaoul4 be~art4tM u.
n d.itw:IlIranll diNicm~ Of'epriftl4f'Uv~
/r1r fIIJI!I'I1IittI ~:.. '

WhDethe~·Q."'bU.pc.,sjbJJ" is wUb theiaae lID
di-=torand dtriIion~ GAO's PiopunPiIIminI
C'AuDmJUee;~ GAO'aJDb.....Graup (JSG),aftdthe Qtliceal
PIogramI'llMina (OPP) alsohaft~J'IIPOD"N'#i •.
. . ,.< Co; >\'~Yf!i'::'

=~~~-:;._..r
i.!A!mi~lpPIo_.iIIue''''p1IDs,lIId (3)aDOC'lte' resoarca fa
'iUn~,tAe~••CIf~plans. MembezI OftbePPC
'1I#:b",,"~~'the Specie' Anisrant to the . '
~erGenen!;theAnj~ CGaIQ'JltlGDerGeneral~""
~~(.ACGlPH);_Am ...CmuptzoUeraeaez..t.far
·~1:i9J"(ACXiibPsj;itbe:Aei" CmnprmUer General;
A.",."e;dI~ion,rGtDeral(orPoliC1(ACGIPo1icy); the Gener8l

..~ &beQ\ier.~.-Dinc:tDr, OJIiceor CcqresIianal
peJ@i"'(~~~the·DiIecr.oriOPP.

~~lbtil~b1JSGcompc8ed ofthe
~et~~~APistlnt totheCompUQ11er '
~tbeACGIPP;ithe,ACGIOps; die APistlllt Camp'tr011er
~~,~C1;.~.,GeneraJ Counsel; the ChietEccmamisc;
tile~tQCl; and.Dinc:tDr~ ow.

;\'

•. GAO's proper rule in the usipmt!Jltara.

• ~with~'c~.~.~warkp-
, . .... '. <

•.~ ardle Wark.

• compliance With theComptzoUer General's work priazUies.

w......JIII
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SmaD'G1'oup
MeetiD&I

OPP

a......u
....-~......,.

.~
, /

....."arlNemlJ..eaemat~

• ............,.... IDIthDdo1o&Y,

OIltbe builarlluetiecr,J'S,G1IIVale the divisicm A-isrm
O.F".G"'GmerIl1O~.to quesUanI or CCIIDIftIIda at the
t1i.wIclr....~1IIIeIin&orit.., nqueIt.....1eDIdIJ
diIm·i•••8luDGMp.meetiI.,.

.8IaIDGJaap DllltlulI.. fSfaI\ heldtDdiIcIaI,iobi ofpulicUJar
caapJ..,......ar~4rItt"*". A1thauIb theyIn"dell
"1"'b1".JSG,thef""~be held at the reqIH& ordmIiaII· (,~"".
~tDd ·~Jit...arother......wmanUIII_ ..........IIIIIsII:iaIL '..

OPP~dlelllidance~,iIsue area P1lnl. apcI·tes. and emmet
wart__ '~I.~~anand implementaaiClftDfU. .

.J)1ImIiDc~""·~.PIuminI cIoc:aII...uaatr IUJJpoItto
tbe~.o...J,PPC,IDdJSG. OPP helps facDit,I&e!be Job
Stanaanc_ IbdSilUl1l GraaP Meetinp, providing anaJY.tical
supportand h tistica1,,-af'iIIue areaand usiInment .pedannanc:lL ..

......~ lftdupdat5.PPCaessicms, dMsionwide
zeeouUiillNlltiDftS. • Dft!IlI11I11OJ1ltorin1 ofiaue...~
pn:wide the bats for PPC decisions an howstatrNIOUl"CeI' ClllaIDGlt
elfedively be med.(See app.I far an ovemew ofthe IiIIIin&afthe
.,J)1ImIiDc ctoeamen&I mel pmc.a. as they re1aJe tDl'eIOaIte
docatian decisicmandt.o~ orspec:lfic UIiimtEi-
ill azma1 work p1Ins.)

"PIIzIIdnI ck»CciuddB and other 0UIPUDSIn desipedprimlzib' for
intemIl UIe. Bowever,·.iIsue areacIin!dms are eDCOurapd.tD...
them wtCb apfliuprill:e ezIemI1puti-. ReI..outaide GAO....
beapp~b)' Opl. .

Use ofPlanning
Results

.... I.M. ....d ....ce.....M.~ No, twua \.J
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ApptjidizI:
Overv!ewof'11miDg ..
ofEeyPJamdng
Documents.and
Processes

November

,-~",:"" ',:, "t:,":;:,Q"'·~·':':':;. ~:,'.:-','<'<"': \
"',' ••~',"';'...:,.:'~; ,'Ct

. "; :.f,f ':~~,;;~s: i.( ,:':.'>:,\}?::'~:.}: :), .. \):~:;.;;,

:"':", ;-:~l:~'::'~~:::ir:.<" ',::. -.. ,""' ,. ,, ,r l ,

.-.~:\~.,'~::.i~~;~/,~~:.:/::{:'::'~:':i~:; ,;.'~;j,<-j~,~'::;;~~!),: ,:'::L:',: \:,";''-,,<~:;.

r:i;.,;:::;f.1:~-·};{rfr::. '. ': . ,:;,.,;,,~:,:::,";':ii;_/;:,'.\~~~0<; ;::',:

.. ": --.-·,!;~tf'~i~j(,i::~t:/:~;·.i:..:;,~";t.f~t:-~:!/i<~.: ,< .. ',,-,,}:~;,::::/::~.,~ '

:" -, "":~:~;~ -:):;'t:;;~}j~~~~~~;, l{;D:~:;;;:-:i;{~;_:p::-i~~:~~::::;~-,;: .•~~.:'j~~::'~-' ;"::,

• .....~bIj:D.._ nmtarJIDIIP'.pacpr I ow
pmvidIsliIe_perfaaDlllCe clllalD each.....diNcIar.

,l~!. :,·"~,i.\-:-~::,;!;:{,~';~i'~j~;\~~:~~",,,:~:';:::::;~;:;t~'·.~i,~:>}:; ~;~~~~~~.:iii~;~;,:x:·t; ;.,.::

..

Februaz7
··March

Aprll

May

June

July

August

.ACGIPa'~@c'P1IaniDlpidlllcefar~,...JIa
p1IDI. ....InI&diI~JIIIki....1IIIJIlbm ofthe!r
.......IIIIdP1lalilnJ...receive·capjIs.

,''.: ,~';;ff<~:~i~~~::~:;;~'i;~'~ ,':',j::~t~?:<'",i\:;:-':"'::n:)~"":.:;;':.;;'".'-. ';

.:.:,'::',"'.-,'" ""';::.':'''''',-'

.0PPpmvides.'..iord,MiiClllllminar"..plans.s
....upcte..... ;•. ':. .,.,,,,.1,,,.•:,':

,..'.,;-; >'.~{ti;;":\;' ;':';';:,';'-'~',~:,::.~ ':./;,;',"::':',:r'" ,;

·1IIIue....subidtflldiiiip,...... (hanI CGP7.m disk)1D OPP• .
~ . .. "::-::,:\:::~/,:~.~':;:~;f:~;?'. ,.}:',<',~:\(" j'.i' :~ •. ,.i ':';,'):';'

e submit liltvpdl&_toOPP.

e laue~ begin to ,prepue INlUIl workplans UIin& 80ftwue
pnwided by OPP.

e Dmlica nbmitlllt!lllCnnduml requestinc r.ouIces to OPP/ppc DO
..than the third week

.•. ., ......., I. .
ePJallning.m repoztiIII diree&ozs --eonraicm1 \lIcldOCdltatoow. .

e PPC meets to decidefilclJ·,..19= laue...rtbudpts and
. reriew iaIue area proJrIlIS apinstplms.

',":,'-, ',:, "",',: .. ,,'.,""

• 'DIe CGmpU'DUerGefteralpubUshes laue..mtr.,earbudI-

e Jasue areas startsubm1UiD& amaa\workpJms to diviliaa.

.0' _un
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o

September

OCtober

Ch"....a.o..........··.-PoUcr......,.

e ·Dmsicms.dimibu&e~ annual warkplans bribe 30th.

-Dmsianssubmltapplo'edUll1Ull wadeplans in both IIIIdCDpf8
e1ec:uonicfarm toOPPbytbe 30th.

efte1datlicesad divilicaftelDtilte COJIIIIIbmenII CDJIIiIUnt will
.-ourc:e JeveIs and jobs in IPprDYed wadeplans. .

e DiviIiaaIandle1d otriees·IUbmltJllOJmed~toOPP.

eOPP~ lPPfoved IeIioIII1 aDocdGIIL

o .., .... 111I
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Program P18.niilil~=- < •

Issue Area PlaIls and Updates

Policy

•

GA()~_~eyiStD ·"throUPan multi)'earpJanninI.,.rem, &hit'
.~iI~tp.~.aIUmpol'Wltllldcmal issues to whichjt
cIrl'ml,basilldbntandUmel1.c:anuibUCian.

AspaztafGAO'.~~.,..rem, Itprepares issue area
plans to ideftUf1.- focusweUCIIlIl8ti~ __
IIId updlte'lbeIepns""".

•

'lbning ofPlan
Prepamtion

Cooperative Plan
Development

.··.~PIans:helpG40'''V~cantllld_~ci•
......·..·,"faO:BtGAcr.1imlted.ftiOat""tD&be JIIlIIZiJraum.... ·iZteat " '.'...~" •.. ,."' . .' .... ...... .

~., •.~.imparrant .•~apatllilJ&

·····~'lfeap~..GAo'·Olijeeu.. lndp1lDnedcamzibUUoDs
~1In:iIIIae ...1II*IDtO9If~~tDa.,ar period. .'Die pJlDDinI
period for each iIsIIe ana,bowevei, depen4s on faetQIS .eb..
cbanles or IIftII'IinIln!ndsin.Jep1'tift ar aec:utift........ '!be
J'l&I'I'~/"'tDbe~eiItimat.eresource needs, ad
cleiine~,groacb.tDfaD,,*~ .'

~~ft.he~~GeneralforP1&nNrlland
Iteporanc (ACGIP&:K)pvs tbeclivisians a 1Cbedule1lltiDl1fbell
~~tJIl'II1',~COmmlUee (PPC)wm boldamearea pIannina
llelSians. .The sessiems usuaDyare held from mid-Febnlll)" t!uouIh
1Ia1~ ..~"'p1anprepar8ticm·isKeyed to ensuriIII divisian
.aa.DIbDltt'tIrheILPPC,,-ansare·.held.

Tof~tbisprepaatian,#leissue area dnctorDuld.hCild.·
pIannina.cOIlfereraee(.),~to atlic:ials both inside aDd OUUIide
GAO, ..~.~theissue'" '.1beIe sessianslbould.becru=red
to dOw • free ~o!ideas,infarmaUan,and '9iewpoinCL
Partidpams could include:

·····~-iitS~_~·chUkeyGAO
~1nd1llicma1 CJfricemmager5 and sWfworkiDI iD, or

N••• ·-'_JiII
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•,
•,
,,

,
,
••,
•,
,
• Plan Summar.v•,
•,,,,,

"........ 1.1
!'ninapa'.'ua-__......~

Pft"idinIapporttD, the iIIUe....

• EeyDllfralDnJatedillue.....

.Caqr tCJIIII c.....m'"aellllldfhmboCh~andMin",... " ,

~ itIIUe IftII,p1aIl CiOIIIiIII or(lla....1!pJ1"eDI...~(2)..
~'..pJlDlIP'PJIIQ';;'(8)arllmdivelldial:l••""""
...,thepJm'.deveJopn..and ...... -ftIOUItSt 1IIId(4)
"_triD&JJl'QII_lIII&IIiD~..area ob.ieetiws, ill the
priGrp1In. The iIsue area planahould be DO men tbaIl20 PIleI
(erc:h'CIinltbe&U:lcbed.....tablts) and 8bouldbe1rIDtmiRed
b)'a-'CGnI'IIMIIaO'aDdIJID - eueedinl fcnIrpaps aDd
'tDdUdiD&

• alIiief~adzeffftlllCltDtbe laue Area PIan'Summaz7
.aachedtothe lIIf"'Iomld"m; ,,

• a8UJIIJllll)' ofp,........1be prior ,lID;
.,. .~~ ,.,'

• 'biIbJiIbta,af-uar,c:bID&ts"fmrA Iilepriorplan;

• abrierdiripjcmor~eaaphaisto be placed on warkaimed 1& (1)
\ ~~(2)PftllrlllllbiIbIYwlnerableso fraud, wut.e, ad

abaIe; aDd (3) otherapeclBcillitiltiws c:aDed for in the p1Innin&
pidance 'iaued aDIUIID1b7 tbe ACGlPU; ,

eanquest far~ inc:JudiItcaJllSdficadOll for any requested
cbqes;,"

• ~ordanllleeded to buDdcapachy Within die iIsue...

Thelllue Ne&'PJaD SunuIUu1••amIIIriZ*'willi. far each issue.
objec:I:iW!S, U1:icipltednsubl, 1CrateIies,and.don.'
UIigameDts to aChieveo~ 'n.e e1emems or. issue CIII\

bedescdbed.~

• lIIIVtAn ialueisatapi~ozqutlll:iCtl! of_OIII1 importancebt
W'IftaZIIa,die _ ofGAoretenac."duringtbe nm8 JUZS aDd tbIt
CD be e&loected to I-wtinJIIijor improwmems in aovemmeat.
c:amribute submmiIDy to conpessicmIl policy and dec:ilicmmakil'l.
ar result in1IrIe doDar IniJIp. 'J7piClDy,1ft IISue atreclS a~

.~

I
t

~

I
!

No, _1111



.c:h,pe.til
PnIIruI.paen'''''
~.~ .........---

,...

~~_~".ilUed"t.C»tbe.lIzIe ~b1d1e,:'/
~. arhls ..~C&IIt~cmalaudienceiDdIe.fonn
~~~.~~r:jerttlllcammt1't:"Sar.....cythltc:ould
be~.~"acIialum*buisafGAO'.wozk.

;i)l;,.~~';,j.j,:t';.,~C'C>i"i;;'L;:;'FV ...,.t'. . ... '..', ." '.' .... '.......•

~"~''':}J~;-=lti!c-;tbe'l:IIaI4p~afGAO.warkOIl

~i!~,~,ia;~qfsl.~'~ach.•~pmn
.,;!;!••P'if~,'''Ml1'',~&_CM!QCJ,ar....__ to the

···;';i;'i~)~••' ...1t1.~~:·.IIe.,~·
/.i!~·'r;;!).·;{::,'·:'(i":·',';"'i'iS ' , , . . .1IIQC1

.' ~.~~i"'''.''1D1'''··';IbI·'In!·tI. ..~··~·:ar
·····;······..:iRJ~*ji;~.'~,,~~.~.~·i.~.~ ....
~·~t.oOCCllr···~: •• lftIUP,tIIi1lha1J14c:a..iJ!iIB''e~

....·.·.!trM't!j~!'~\~:~ .•~·:...,CIi',..~·,t.r~;;i!:···.".
'··il7iiC*idtD~."~,N1ImbeaGf.• ..... -u..beilllllied
arilsdn~tb'be·~ed··"~;·.nsia1:rare::··DGt·~1e
~~JPrsu ..:·~i)~.~~GIl."'C1arPfOlNlD
r.'all:e~.=e:=-"lt
~~!"''''~;,'P!~.#-.a:peded. Far flDIIIP1c -We
~t!~~.~.afdup1ieate~

.. 'ct'f~;.'" . ". <t· '

.~~.~,~,,~~J)JIDafacdaza,ar~
~'.~~~)~;.,.··>.p'i__ acbieviDCtbe~aftd
1IIIt:i~~~~.-1~I;i'. iauL StraIeIi_11Io include

·iIl_-;::C'='~~
·!~lf~:EeYm&,a a.~,,41JUftt1d1t or_orblacbaf

work to be 1IbClenakm overdlePiIn'. Ute. .Ie>' doftllil&ed,~
tbaIe~.to.; ... '~1D1Iltetingthe plm'.e:tbjIcdw.awl
·thOSe·.it1OUld,~.be:~·~ inamml....Pl-
andjobstartclecisionL" ,.' .

A.mpleof~J.asgeArea.PiiriSummar,. is 8bown as ap....Ito
tbis~ter. '0

'1heilsue IlnlaJlllza,.raC'Jud1ttI~ mould be COftc:iIIe 8Dd
diSC~.IS'aDlrlijrtm~",~hsbDuld cantaiIl (1) uow6niew,
(2)~-=onGllplanclM1~IDd(3)issues,~.ud·.
JI!IOutc:fjI_edL~__-'beclarly·identi6ecL 'DIe
foI1cririn& Inicfli\ce abDWstheijpeasarillfODlUltiallthitshOuld'be
c!Oftsidered far each eediGD . .

>',,,

lssue.A1'ea Plan

,
'.,.>".' .,,,,,,,,,,
,,,,,
,,,,,

o

(j

PoIl~M...,.
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8ection'JD: .Issues
Identified and
Resources Needed,
,
•,
•

"'.pr=Ll......"'.......
..............0..-.

/'\)

'DIe.......MSicmlhaaldllddr8ls the faIlowinl elements:

,. ·'DIe~atthe.Wark,hacludinl (J) the mantBc:anc:e...s
,Papecsaftbe·tiIue -.;.(I).IIIdana1'1OI!sad objectives; (S) the
f.d••hale;(4)potenti'lCGllt,~ar~bene!b&tIIat
am'be,ifJIe:red flam workPJanld in1be...area; (S)~
.. .draaJ JlltlertltlDtheillue IIa, IncludiDI neent QrpJannlld
............" """"-1'I"ttaI7nquil....(6)'"W'.,..*.. taa-=ta a.r1lll1illml tbltbaft bem arwlll be,
81d1d1111111;IIIId('l) tc.~ arotilerccmdUim..
.....ar1ZlDdstblt~··"'"arwlldecc, the.....ad

...lI!IItiaIIIIdpattldl~tD__iIIue aNII arachea' CIIIIDiDI
..pl.N'*'wart;

. ..

'Dds1IedoIl~~ Cl\1IIIIlJ tIIe,...u1lmllopetL It
lbDaJd'cIiIt_....1IICb·•

... ..---1II!IliIreor"""" c:oordiDdaa wItbin the
cIi\'iIidD.WttboCbi!r.di'riliOllS and reIionI;

• die....1IIMI··1IIIIIfttoreaenIaJ.pIannin& ad coontinat:iOll==:f===.:t[;mrer..eDCi~ ~
. .•.•...,..ar......cn1 eastmners,.Ibowin&PzinCipa1

..........·CIIItOIIIeISframbotb tbe _orir.y mel the minom"".-c:me intensts,.ad the nsources..responding tou.e--amen,cturiDc1beprio)'lscIl"'· Appendix n........mp1.
ofCDftII'IIiSlcill1lmenstlftd aPPendix mprovides 8Il enmple of
reourees devDted to. fulfD1in& 8 ..t CQftII'eSSional c:usc.omer
.nquss.

'DdI-.etiOl\·.....·iIIur~ 0ftIl~ uetl«I It
maaJd inc:lade:

• ~.iftiaue.C7'lIIClJOl:UAU~ ,

•~ IMldiftg f!lf/tIfU, i:nChJdin& a dim-on ofplans to
improve ClplbWties to meet issue area objedives tbroUib ftlCftIitiIII
aDd bIrin&. usmc.COI'IIU1taIIta, handling unusuallyqe..dit-reWed
CDIIII'aCt needs, II'ainin& emplOllSt·and usiD& new teehnololJ.

-OIIMrUatt"',..........JDcludiDc warktbat does DOt
~ cliseetJy tQ the iIsu.. tar'leted, mch as----.et-or
oppanunitt' asipmems and 1mUdicipated ccmaressional requesta.

-
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Issue Area Updates

,,
,,,
to

'nming ofPleparation
ofIssue Area Upd;¢es

Contents oflssae
: Area Updates,

...'With wroPriIteeaema1 parties. Beleue OIIISide GAO..
be approNdbyOW.

Bec:m...~...DI&1Jj~decteve'#\e beltofpllDs, ....
' __pJaIIj'•.~ ...~1IPd1ted 8IID1IIII)'. --ana updates
.(1)pramoce~'tlbIUQrby mJllP'dnlperfoJmanc:ead
·...·WIIh.JIlIDs..(I).. the pJIn cmrent b7maJcin1appzoftld............
The focIlpcdntfar""'nevaIuIUaD.dIe"..director.
'DW.~~ ...theiaue..telmud,tothe
__tlult'~~.·waJlllltedmaparticularilsueor
IIIIIeI,wiclesPradjlrticiplUaDlhouId be obCIined. it is widl the...... .

owWIll protIdespeetk.PllfoaaaftCe'"to eICh ana
dileerar. Tbis dlralbauld be to maIae a -.ell"'?! .
wIIb..e!.'lIinIIiaIlofev prDlniSlIt......~..
ob.)ectI.....hep.prDViIletbe~ forJll'!PfdDli8le..·.....

~~_iBleanaupdMts..leIs esteI.ve 'v,i;
tba.far....pJlDl.The1a1low·farDeeded additions, deleCiOlll, ..,
orIftiIicIIIS to pardcWar iIIues

irnftlluatlan aranillue..1ItIbJishesdie need fararensift
cbaqesorp1al'uedireeticm,a..,pJan-ather d1Mn l1li upd...
DauJd bepreplll4Wh11\a-.p1mis nqaired, PPC IIIIm be
DCJUed -.ad aweft'SSi0ll1Cheduled.

1IIae"'~"1IIUItbe.prepan!d lllllluaDJ. ezcept1rtaen the
pIamdng~~ar.ezleDSige c:tamaes require anew issue area
plan. Jsstae....~ae-raDY1lepnpan!d in dine 80 tbat.dw!.f
em be reviewed'in MarchadApr11.of_~year. 'Dae CompIroIler
General, ppc. orqpp1U1.--ver, requesta ft!View and update or
)lllrtiC'&1JMrbsue~ • ..,dme. .

1BJearea updlteS iDclude a c:cmY IIIIIIIlCmIIIdu that hiIhliIta
sipUic:ant~(Ql' amsiden1ion by !'PC,..1IIue Area P1MD
Su1nmaI7.sbOWin&aU modlficatiaas, tables Ihowin&JIIOIRSS iD
'meednlthe ~'oftbep1lll, and a nsctun:e aD,.,.tjOll·table.,

'DIe ecmtf'l\V!IDOrMIldum pnemDyabould be Jimit.ed to three plies

and, asaJllirlillwlD,mustadcinIs the four sedicms for wbich
~ Is Iiftnbelow•.JafQl'JllldcmiDcluded ill each -=Dan,is, 8&
th&!' dilcredan alb issue area directGr, bued an thole mMUem·1hIt
are most sipdficant and relevantto the issue areL



0'.,..1.1"
........u'8.···

... --...........~
.... -.tI'atadI:··1!ais~D"hiIbliIhIsdaeezreattawtdcti'C%)

· JOI1sand objec:Cifts.h.P'e beeIlacbieveel,(2)pJanned
.- ~(3).micipltedCOII1'.ributi-·haft·beeIl,
made, &tid (4)cleviItioIas~tbeplan hafto=urncL~nsan

.. ~·"""bic:J."lpeIled ..·(See·m.V.).-m.e tab_
IIIUIt be preparecl~~providt!cI&!!!~I!'1.Pl?· ..'.,•.·.···.:,

·,·,··,··~";'i~C=J=g~.;( ..··s«Ucm:;:;';~···'.
~jfp:.;~,'..'_.·P1Oj)C1lid·cbaftIes··illdade....
.-.cb• .cl)...... lIeiDIcll0P~~....~~~(S)

.·,~~~,,....'"",~ ..illuetDlIIGtbIlr;(4)~~""
·.... ·.·....'·.- .••ii-~i~~~ilMtiDc.~~:~·~·· .•~··,·.(I)

c:biftIesJD~"'.tlti~"·~ .."'(6)..~,tD.· .
·gr,p",m.!~i',~CDr!RI{IIId·..-=,y.-f:iIIIaIcIIl....

- '" aladba.· ••~...CIti......lbOUIdbec:le&rJr1llaltmclmtile
laueAl'eaPJID S1IIIanIl)o. ' ,

,,,

•

n

o f",
•,,
Review and Approval
ofIssue Area Updates,,,,,,

.Jlaoamle~ 'naiI.GIl issapp1eme1ltedwtdl a .
wiUUll11able(...'1V)1iItInI the ilsuestbllthaft beSlarwJII
be panmed daringtbe period covereclbytbe pJID. TIle Iable ndl....",,.....S,......'bavebeenllled in prior isca1,ems and
tbatWDl be nquired far die d1ation aru.epm "

•~bIAl4m,tIIl-TItisIIdiaIl~the'JII'OINlIS
beiD&lIWiein.~ the~bu.i1cIgmateDarthe1at
8PJ4ov8d isIue.,.plm. ConIiclerltioft Ihaaldbep.tD·
recruiting -birin&..consultams, UlWPJeJly.1aIIe audiWeIIted
comrac:rs, uaiftin&md new tedlnolol)'. '

'!be issue area direc:tor forwards a drd of the update to OPP for
revieW. OPP works with the issue areadilectar·addivilioD
lIUIIUIIement to reriR it, as needed. Afteo this.nMsion, OPP
dislributesit, along withindi,..un artheissue area's perfonDlllCe,
to the PPC where it is reviewed by -.leered members AICbouIb
thesePPC membezs maymeet·. the issue area directDrto.~
die upda&eand issue area performance, morettequent!1OPPltd
discussthePPC membezs'concems with the issue areadirec:t.orand
the update is modified.

Related Matetia1s

Other Chapter
ofThis Manual

1~_
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Appendix n:
Sample oftbe
Congressional
Interest'IBble for
the Issue .Area Plans

tm.rn"!iIa*."TatpgJlsiaDcl'-;'iD;
"·r,·,F.J.:"'. ·i'.i.liti;'f:';:~·ii'iS,·c '-'-,~'-",.;",,, ,,' 'J;"-\ ~ 1" ~ ,~

Ma:--o- "('," :Y"?''''I;,'/'(:,,; ..... Mi.•.Orjty.".. ,. "'.'.M'JfY", .';':"'";t,, y'" . _ ....~

: ....:": .. : ....• ':- 'C",'

('r'·''''''i'r:;'~~;:.':~,li'':''':i'~'}':~i:,.:t.,;·,..i/., .\"~' ,'" ','

Pusive·I'al ........

Tapp

~or_···,·
meuurements utedm
~tab1es

lIIIproriDClntADaJ
.tameSl!mee ,...
(IlS)emci~, " ..

u.e ofccmsultInt.I
CaI1ec:Iions.~.

Perf~··,

indie:auD'businels
review ProceIS

"""'11\nsource' .'--
mecttve·auGnal
1Umtes~

CDUIIIries

NGDCDIIIPlianceofU.s~ '.' '"
citizen livin&abroad

~""""'"
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Gotemulillt
OpmItionl,'
SubeOmmitta'GIl
~nwce, Cansumer,
811dMcmetar1
AIraIII

A,.,..",p,Q1ty aDd
1ninirIIforms
M'i"Grl

IIuIiness iDfonlUldan
JePQI'CinIpropn

CoonIiItatiIII·~ .:.,eQDectInri;......... ;'.,." .. ,

Pusiveaspruvisicn.
~real __ '

Burdenof~~
prepuatiaIl

SuIamaI7...,ar
apiriItc tU beneDts

u.r·fee iIm!ntoJ7

·ms notice cIIrity

BudgetandfDiDI,8euon-.nna
TlZS,..
Modemizatian·(TSM)

." '" .c:'~/::.. -

CIiDUrIIl-'!jGll ,
Jimsiaa~\ ; .•.•.....

w.,. and Means,
SUbeommiltee GIl Oversighto

Jm committee

Home equity 10lRS

Pasivelass rules

inYeNol)'valuation
rules.

. .



.Appendix III:
Sampleof·.~
·Congressional
Customers- Table for
the Issue Area Plans

...Bnera'·and
Crmlii.me

MuJtip1e~........

·t>""Li.......PI··..,..,
J-.--.......~

JImDcial~I'ni...aDd·""
~ CaItomea (Pf 1891)

Std:X.,. p,recm orTgtaI

290S 24.0

.26.8 2l.8

20.8 16.9

19.3 15.'7
Q

6.4

SeuteBInIciDc.
Baustn&and
UzbmAtflils

..Govemnaent
0penIi0III

aou.e Member
Requeas

5.0

3.'7

3.4

2.0

0.2

4.1

3.0

L6

...., ...un

".
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r:,n..~cWtcn,
)h#rtti......
PQjiiilZ)'

~.~SCi4lDeealld .
T1w~

slnateGcr.raallldlttil
A!fIiaI

0.1

0.1

C) .

Note: .StmJtoriJyllUlDdlSed (Congress) and self-iDiti·tec! usiInm&ntswere principlDy of
interstto the Banldng·CommlU-.

Me.._e.-a__U.
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.Appendix IV: .
Format for the Issue
.AreaPlans and Issue
.Area.Updates
"Resource
Requirements
'lBbles-

e:a....-u
!'nINa1" .....
__....JIJuI .....

..-"... w• e*.. " ''Y_.... .IS - JIll

Ad sir"'" ("II) IS IS JS

Airpaft -1titWfI1s,.. JIiIpIue = (tar) 21 21 21

s.,..TJ., nil..S*J ("If) 21 21 21 0
SeN TIM. llIIiaia Jafa__(M21) 23 23 21

C'i4'1e-w.e [ttl' . (CZ) 15 15 IS•
c:a. GIIIId • MAR...u> BE . ,.
• -rf_ (fiQ3) . If • •

en.-MadII (6D4) 23 23 13

0IbI=r ...Ala Walt.
Up"'ki,-'"a.r- (81) .Jl .Jl .Jl

Teal J!! • 15

".

PoIl~'I.d ....""'"



o
o.pterl.1
PJropua pte.......

".AnaPu.UId~

.Appen~'V:
Salnple ofProgress
Tables.for IsstleArea
Plans and ..Updates

p!l'
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:.... :".- ~ ,',:; .;,,!~~(~:;'~':';j:'.~,~:~ ,~~.,: .:.p;,~::::<;,:.;t1;::t-:\,:~~j,~;(::,i;.;;.~:)t;;,:~i~.~~ ","'f.< ',<:: ."

,~p~'~·bi!'.1IIiUed tD we tbrauIhtbeomce
_.~ P1aIuUDI'(OPJ'}'iK)JIt.er' thaftthe tbifti,weelcmJ1IIIeo

"~"llllisleCti~dilcusses bow theA••m
ComPtroners GeneralWQU1d allocate'-""" tD iauearasmUle

..!iIc8~J.•smin&Qc:robIr:rJrthere were no chIDps framthale
:,.•..~!o@.~~~,m' ..Cllm!fttyear.. Gmm the prospec:JS for

"fJIe~,~,~, ..,.Assjstlnt Comptroller GenenUar
.' P1IDniDIand.~(4CGIPe)·aIsomay ask in'anypuUc:uIIr
,...~. divisiopSprovide·aDoeatjOllS·~upan U"overd
~~.~'~~~'~~""'lboWdt1ilCiiiStbe
~~~~.~'r'~ons,wbicbWouldfocus on(1) 1111

... ~a.r~~;~~:Cban&edraourcesfar an issue .. 1;

~,,~)'~~~iilemphasis onaistilll__.
~!" ,;t!o!iiDl!,~•.~witbinanissue area; and (3)
reascms.·far'recammended~......... .tD the headqwut.el:$lfi... .eldSId.," -c, ',.; .. ,',"

mi1.

Pdli······.··':·····,". q

Q

o

• ..000000~...-r:: ..~Rc:ticlnailc:aslhlle~~_tO··,
bUDdorpr.'D!,mw'.·~~ed;to 11aP~iIIue·",

.. Ia'ateIies.'. "..·.Assi5tlntCOiraPtroDm ·Genelai·should disc:ussather
nsouri:IS.tbE'mai'beMectedbi the division tD carr)' autplanedit:IUe"wOrIC;bidU_IDJ'Silnificantnew requirements far

"'1.1-1 N.. E....,~
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, Review and.Appmval, .,,,,

,.AnriualWork Plans,,

(1) eahlDcede..n.aonsIdIIs tIIIouIh nc:ruitiDIlIIIdhiD.nlltd.
UIiDI CCIIISUItmItI; (Z) 8JM!Ci"tHd IaiDiIII to build .esperIiIe; (3)
'\1IIUI'!e1b"Jazae~~CIIj(")eaban~ftIi""
.~.lriclewllopin&·care"amt·~iBlDd·lDI;and(I)fIIIIeI. .. .... .. . . < .'

specie"pIIPGIIe'COIIIP'/tte&II auftwan, ordata bases to·be purcb"'tl

.JI""j(J,.J¥c~ID Ibis1eCli0D, the Am...
c:prt,tl~.~•..~.,m...tbeppcabould mmrider
.iD:~,.",eILt! ..,..,"N ·'DdsdilC'r-anc:auJd..elude
... ,........~ICd-tbecanp iOllll
"'~f""tie1""1mwm IDtHlfilllcrlical baicJeP'1fift
NqUiJiD1IIIDt........... ·lII)'odaer......the cIiviIian waWd De
.blialt.OdIePPC'.IbatiaIL~.""i."I&~GeDeral
~fllChrtletlbeleve1af"'eeldidanal~belGi.cl.tAe,.....,...JeveI_wIII..lIlllIed~~,~ .... 'lbe1
"IbaaJdJdlbUIbU'-"'ClSwou1d~9PJled and_tileDeed"".,,"'I"IJ'o+eUnaexbdiJcleIOlllca .

• ,........~·Geural.,.pitirezllOrll~_
~fOr~ditUin:JDaaeparate one-pap
aaadIment, tile A-stant.CoInp&roJlem General Dlustprovide a table

=cIl-:2a=::::;:.~I:m=,=~-==UD 0
doeali- far theemeotyar'stating headquanem and field.. ,
,.......,..... (2)di9ilian.. 1'IKmIIIIIeIIde srd.,.ardoc:etfGll far
1be,..-tD·beIInGIl OCtober 1.bmkm dowIl.by headquut.eIs aDd
le1cL'1bedivision'. recommended allocation Ihou1d be based an die
appau'ed c:misat1llcal ,araDocation as a ceiJin&.

I

'Dds''''aIm8bDUId·staIe resources needed for work not within
tile iIIue... the Assist.IntCampuoUm General office, and
-.pptUItlld.hllhaUld,therefore,ale the division'. total resaun:e
DIIIII.

'DIe c:liviskmwide memorandums aze·prepand so they CIIl be
.....bJPPC.Incaijmu:tian with issue ueaplans and updates .
.~ InJaftual7, FebnIII7, and'Man:b'ofeach Jar. ·opp
IbaaId be.eonsulted ••In.advanCe nprdinc any~or recommended
IIiJDCIrCe..or lJ»ecial'needs 10daat all proposals CIIIl be
callsic:lered. .

·.AII.IaUI1wOrkplanSidezulfy individual assipunents that wW be
undenaken to implement issueareaplans or updltlS Annual wade
p1aMalso~jeablsisfor Ie1ediDg a 1imitec1numberofkey
~_thepropallllllillg divisions COIISider particularly

(J
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,,·0

No; .......

;:'.. ( •./'.:

_ ..A1ItfIhDldd·bejiIa:~aboatand~dJe
cante:ntsofdteiranUl111J'Ork.plan.~~;#Mdr ....

•,"'..'or......·.SO'~·,..,&boUId-bl*Iu/~riICiI.!:,i·....
,~~""1IIa '''a. from PPC iIlJUlJar A..-ti» fInaJtaie,abeit:..~'J,· . . .. .. "

O~lbould~~ aDlPPJCM!dp)alLt-cln computerdistad bird

~=~~89_t~f~
upcoming work em be ~mizecland..tD·-.r·ai)d··acd9IiiL········ .

1beanual~planf'!,p~,issue..sbould~~~;JrI •.
i. 8bOrt~',ltiDIStGbetraCludecl_lefttG;....ar

the issIaeareadirectOr, but couldilldude~({l)\abJ~'tD""
meetinltheilsue..pJan'.ob~v.(~~~ .
.4UrihIdJej)1lmli1c,.·tii,"'e desipated Is.key_.tiI..
1sSueAreaPlmSummarJlanci.(2)dlatadclzea the CaDJpIZD1ler
~'s..·piDZtl;ies.;jid.ti·.jobs with siIniJicIIItpotential
dollaravinp and jobs aimed at signlficant fraUd,·.... lIIdab...

-t~. - ) ~ j u' I ,~ ~:<~~; '; .;- -: i,': "7;'Y':''; ,

i~...'~..'tbeUpcommg,.tDacbiefttheO~ES
Gf~;~c:~~'C':':..' ..;, . , . . '.. . .

;iA'~f·~~I.nj..~b)'~baue..cIincior.far~dI·
iIiIIIie;~·!Iai'·.~..~tObedoneclu.ftnltbe·~

!"P1iiiP\iri''!i';liiirjtrij'';~l-.sfllldinl&epternber30far·.peh
····iIiIUe'·".iIid,bI:.'iiiiiJe......'ftMr.y debe..iDdmduI1.....
• 1'IiiIGiI~~_~~to~~. .'
obj1!divls,8Iad~·~rittld....,..a;~__1IId

otICii;&o·Pc*I'OifWlBi.-,lIIellltrDt»onmt·cWc·ijHn!lltOf~· .
. ·IeId,......wll1_..h;.....~adthe1heJptD~

p1IImed. work·ttuaupoa& GAQ'•..cIiviIionI,.eIICOIIrIIiDI'CDCIrdiDIIiaD
.,.... avaidiDldaPliciJiItitj:t:·:,,;/;' .
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• "'KltCafGu..............andplanlled: Tbe_COftdnIa
1.,.rpedod1lalllJalyl tDJane30, iDcludes.tlaellllDe afach
aIIiImDeIItW$teD,·wheDeverpemlb1e,.ill the fcmn·afttae ....
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Introduction

o

"What Is the GAO Job
Management Process?·

Job;that&ntpJ.lDned';'beshortill~ol\ (5O~~9i'i~),. .
how~,neecJnot_th~jOb~ementp~~~jot»s.m1lSt
(l)CC)lIq)l11Vit.hthe~~poliey(qrp~and~jobs8nd

•.<2.' .. )be ~rOpriately;,dOc=tent.edin..1:he worlcpapers. .
'. .', - ': ",', I . ", ';-'~" "',,', -'."., .. _'-"'_" "'," .".. "',', ,': ", .. '/ .. , '.. .. .."

The GAOjc)b~ement processJS'Ilf,~standardized, and
dedsiOlMHient.edmeth()cftorp~;~d managing jobs coDaborariwly.
The'emphasis mOD'eari)'lIUlIuIgem~~vement and rigorous,
systematicCOnsiderationoCkeytnatt.elS:ThisProeess and emphasis help
~tbatjob~are appr.9P~(q~GAO,well-Planned, effe.etively."carried
out,andeftident1Y"~ed ",,,: .,.

The job process. shown in figure 6.0.1, includes1:he seven gates and the
tools used throughout the job.

lin raft c:iI'clIIIIaIaI,wbenalP8CUk: ........CUUlIIC be idenWiId --Jab. &be.....Of&beJab
proclII& &bitdill With~do -applY.
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I

:..... :wh8.t.AretheSeven·.GateS?n.;jc)~~e11t~"indudessevengatis;;eacta,W#tl~c
/~~de; ...ecttq\fmhance.theo\'el'allqu8ijty ofajob. . .....
'~01dezs~;1l!0*~_~1tOb@1one ormoreactiOllS to meetthese

... .~.ir~~.c:autindude the team (the pssjsbiJtt director
"ahClf~·~.1f),~tlle\'~e~.cIiI'ec:tor.01'd~~(U'U"Jb' •

",' .. "..,'" "'!i';"';~l~>i)Qtb~~~asdivision~ezs(tllepssj-nt
,~~.j~'~;~~ ofp1anl1iDg 8Ildrepmtin&8Ildthe

..,<\J,':~~\~""""":,,"'~=:rae::~C::Il.
1_~iIIUe;"":·In'·sOlIle()fthe , eDts aDd for

';'>:TiII:;;~~a&~~~.iI(~ ..
,:: ~',:: :::\ ,; 'I,:-~ ;;~ ~,~:,,;,~ ;':,:; ',,:s~:{,:..:',~;.~';~::,;, .i:.;'::::.,;,;,:":' ~'~~:;;}~::::':'E~:::~::'~' ~!, :'~~ ,;;;t,t~,:)Li-':~' ,~',:Si,:~>j~~((, :'; .: i: '

·.t~J;Il.'~.~~~Pte.·theissueareaclilectDrordesigDee
,.'••!!S~:a~.~ftitherconSiderati°~c:aIly,.
··~,#.~£b'",~,~fl!~~:OfGAOauthOlity, .feasible intf!l"mS of
available ftlSOan:eS. 8Ild,sumCieritlyclear, To help with thisasseSSDl~

itll~~!,,~~9fi:d..ee8llSWerssiXj~qiiemofts.
"'~~~:~;~"~~imayindie:atetbatnegotiati0nsWith the
'.:~~I~~JQ (*!!~'the request orrdnetl\ejobquestions.,
'tJ~~~~!~ftb,e,~lnayjndie:ate that GAO should
,,:d~~pr~;t¥~,j.

l
ii

•

1'~I9~~,~Jql>~~~cepte, the team and other stakeholdezs
~)!!,~~;~;~~dob for8llticipated expenditure of ,
~~f~~o~J9b,q1l.0DS, possible benefits, 8Ild aPeeted GAO
~~:~~po~~C)I}.F:~~c assessmmt, the team answezs 24
j9~_~~CItl~~~;~~questiODS ·~.help identify·,(!) ·the Iisks
thatshoUldbe~asthejobprogressesand (2) the le\'el()f

~;J.~~w::~=necessarywhile~ejo~~;tH!iDI;~()nellDd
. ":" •. ,t";;" ;.,l"".,':.e:r!;;-::·;·',,: ,.. ~.;, ,Fr-,.'· "." ,.":" >:' ~ '.. ; - , .



Job'~

.JssueAreaApproval

CUp M " ....
&ec&IOA Ow tOt .Iob
M=S'_.&~

Tomovebeyonchbejobdesign-commitmentpte, tbeteamdevelCJPSajob
design lIlIdaproject plan for delivering a product by a specUic date. To

. develOp these, tbetamcanies out enough work to agree to a design
mmix,aprojectplaD;andaprelUniD8ryproduct developmentlllld review
(PDR)PJm.ilDeatx.,.,outtbe design work,tbe team should test the .
esseeH.l'componeDt.stoeasare that tbejobdesign is feasible and
camp1ieswith~accepted ,owmmentauditiDI standards
(QAGAS).,Thist.eltillgiDcludes 8SSeSID'ents of lD8ll8gemellt OrinterDal
.e:aatroJsaDd data re1i1lbOiO'.Ulingthe projectpJan-especi8Dythe .
'aCtaeCIa1e ofketllll1~'1ind dates IIlId thec:ost.~ the
clelilDJIUlIriX,tbe team,illRlema. directDr or designee, aDd other
IitIkeholdeJs reacta.....entonjobquestiOllS and methodaloc.v.Far
most jobs, tbisapwmentis reaChed ata design summit.01lce,the
qreemeDtis racbed,tbeteam uses the iDfomaation intbecfisign mamx
astbebasis forthecommitmentletter to the requester.' (Formore
infOftlUllioD, ..-.'6.3, -JobDesign-Commitmellt Gate.,

To move beJoDd them"'~entpte, the team, issue area
diIector.... OI"desiPee.. ,'..d'other stakehold.ers agree.' on the m.essage.. This~.
aStJaDy talceSpJaceaameetiDg after1indings haft been generally ,
detenDined (including tesIiIlg of data reliabilitY to meet GAGAS, when
IIppliCllble).IUsesRlllialthBtagreement take place before the team
commits atensive.time to. writing the.draft. Decisions about bow thednlft
will bedeft1cJped and reviewed, including how agency comments 1rill be
obtllined,mdOCUlllellted in the completed product development and
review (P1)R)p1lD.

Iftbe.iBle...din!etor t!dnks itnecessmy, the team mayccmclucti an
.·opticmalmessage check meeting before the message agreement meeting.
At this meeeing, the temumd$takeholders discuss the diredion and .
PI'OIftSS oftbejob-inparticular, message development. (For more
infomaalion, see Bee:. 6.4, -MessqeAgreement Gate.j

,To move beYond the issue8re& approval pte, the team prepares a did.
consistent with dec:isiOllSreaChed during the message agreement meet:iDI
and in compliance with qualitY dimensions and reporting standards. W"Jda
the issue 8re&diI'ector'sorde!lignee's IIpproval, otherstakeholders,'
IOJIleIimfltjdivision lIUIDIIeI$, review the draft. The team and issue area
dir'eCtOrordesiglleel'elOlvedifferences.1fnecessmy, a review summit is
lidel .dthedlitt~.cb8ra1eCL"The issue area director or designee then .
appmves the draft. (For more iDformaDon, see sec. 6.5, -USUeArea
Approval Gate:, -

.........
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:" ... ,
'~..:II,""",.,.".
·:·.&'"~uet·JSSUance"·'··'·:

TOJIIOVe:~~tJle'8IeDCy comments .gate, division managers,.• ,agreed
to Ult.he:!'.DRpl8D;(IiVi-iDd approve the draftforatemal·~ew.1be
dmSi~mftcldi8tt'iSthensent to the agency.for comment, alSo as
agreed to in the.PDRPlaD.'(Formore iDfonnaDon, see·sec. 6.6, '-Agency

, .c· '.. :C .,."'=='=J~;;"i;!(:~:~i;;~;i;~i~

""-'-:',,',,',.::.'.- " ".:.. :.,',:.,.,.'., ... '....:'
.,'" ,~~:-:: ,:' .;: ii. ;'.:'<' ,:;,":;.:;.:.::,·>;~,;'.;:;t ,'.:(;:~~,::;·.:.:':.i:·_~::f/j, ... ;:'!";'::'2~:jf>\~\; ";;)'}'::-'-~; ...,

"1beem-line~quesrions aresixquesrions thatdle issue area
directorord~m,ust~forcongreSlionallY ftCIUestedjob&"1be
tool is used once, ollftC1!iptofarequest. Usingthetoolensures early and
.~identUie:ationofrequest5'that maybe inappropriate for GAO.
(See sec. 6.1far.a.diseu.ssi0n ofhow to araswer the six quesrions. "1befonn
with thesequeslionsis.shownm app; 6.0.n.)

The on-linejob-a.S'ean\ent;,questions.belp the teaIn identify risk factors
t'or,t.hejob~~de~~itsoveraU rlslc • high, medium, ,orlow.Riskis
definecl8$~~palicy,orother.con~rDSthat·coulc1preveJlt't,he
rain frODimee1iDg1tirieandCost esamates mp~uc:ing acrUa1itY'proclue:t.
By discussing and 8l\SWering the job-assessmentquestions Itthe

.·.seven'tools'IUPPOrt~Job'Process:·on-linejob«:reeDing quesliODS,•.
.OIHiDejOti'eatSrsmeDt,queStiODS,·desiln.maIZix, projectplan, PDR plan,
~r-ilitint.~j..dcommitment lettertempJare. Thesejob

.::toolS, aVaiJable,ontheGio'network (excepUorthe projectpJan),help
ta8msd~vel1;"dtd!ici~planand manage jobs. (See apps.
6.0JI..vmror~14!S()ft.tiesetooJs8l\c1,secs.6.1 througb6.7 for their use
throughout the ~pres.JTIaeue oJthae.tDoLs tIlso'M/.1Js·~:, ..thtIt

.·GAOjDbS"""'.ift·;IJOfi&~WitJ£GAGASjVld1DOPi~.':"· '.
..~,:~I~iftth.edeSitm 1I&Gt7"iz.tmdl1uJfWTJj«:tpltm
··tJnI'~ft1r~tMGAGAS f'f!t/UtmMfttftwll~
~emdtDG$-'~twu.sigJmwmt plD.n.AllI1uJ tDols,IatnDftler,'
G7'et'f!lJ'llir«llll.triMnts(t1r:lill'mdiob pUmftiftl/ lind~ On«
'eom~,itMtools'lJectnne:ptJrtofl1uJ UJ07'kpcper$. (For more .
information, see ch. 4.0.-S~dards. j

",.,., ::"j:.';'j,

WhatArethe.,Job'I'oolS?·······

, ,'" ", .',

Q;n-LineJob-Screening
Que$ions

On-Line Job-Assessment
Questions

o

......0.1



PDRPlan

Statement-of·IntentTemplate

CII.Ip"~P"""Mil;M"''''.J''''
......0: Ova'. itt...."'.M···__,t......' ,

~ofajoll,tbe _determines the overaJ1let'e1 of_The
"quemoDs shouldbereVisltecl at subsequent gates to help the team idendf1"
cbqes in liskas tile jobproceeds.

,- ',:",: '::':)

0JHine gui~ce jspmvidecl to help teams 811SWereacbjob _tlSliieDt
qu_OIL This guidance defines the tennsad uplaiDs the'e:aateJ:t for
~~~~.In addi1icm, the ~pidlaa~prov1c1es
auclesliOlWOIl cIenlopjDg,mitiptionplan, .wbich includes..to help
~thltlf._isPJe,'1ftt, itjs p)allllecUorand addresledconecd).
(See 8eCo~for.~ of.. ingjoblisksad developiDg a
mitiptionplaD;8eeIeCS.6.3,tlaro1J8b6.1foradescdpdonofreviSitiDgJab.. ",a_aDdMe 1FPP•. 6.0.DI forjob ..t ,SDleat questioDs.)

, '

The desipmatrizhelps the tam_other Ita1ceholdm ill tbinkiIII
1'.bn)ugh.n the CC)mponeDIsofjob desip, IlU-cb ajobquesdODS, ovenD
d-.nstrIreIY. datacallec:dan inethods, d8fa8lUlb'BiSmethods, IFDd
m"~JimibdiODS. 'Jbe eompcme:nts are arranged inatable with
col~tbatdescdbetheiDformatianto be included. 'lbelogic oft:hejab
desipjs thus available far team andstakeholderdisc:ussioDS ad

~,,',','" eDtleVI,·ew.,cSee8eC.,'.6.3 for a discussion 0,fusiDg the ciesiID r-"
ID8tzjXi,IIee~.6.OJVforthe design matrix templar.e.) W

T1leprvjec:tplan lisrs.'key,lIdivbies ami tasks zequired to 'caD)' out the
methodalopesdescdbecUn thedesip marm and tomOft beyond the
pte&; thelCheduleadcl1ntian ofadivities, the staffad other resources
needed,.adnsoeiP"ed COlIS;,Software,(such as MsProject) CII\ help

( -,' - - .
t.eamsdocumenttheplan. (See sec:. 6.3 for a ctisc:ussion ofhcnv the project
planisUlled; 8ee 8pp. 6.0.V for ml ezampleofa projectpa) .

The PDRplan consists ofa one-pace fonn, shown in IIppeIldix6.0.VI, that
p.ststhe teem, issue..director or designee. end diviSionllUlDPlelS ill
making decisions on how to best,develop and reviewprociuets. The fozm is
dyDamie-the,teem'recants ,information as decisions are made during the
,coumeoftbejob. But tile plan is usually completed at the message
agreement pte. (Seesecs. 6.2 through 6.5 for disc:ussionsofwhen end
hcnvthepJanisused.) ,

The stetementl'Of-intent temp1ete, shown in appendix 6.0.VII, is av8Dable
. on-JiDe.1t cen help the team develop a letter responding to-ajobrequest
tbatnqUUesaeztensivejob design pbase~'1betemp1ete ensures tbatthe
team iIlcllidesall Dec ': ry infannatiOlL

e-IPeUIlI-'I'n II:liil.IIaeu1~"'-"'U.
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<1be COmJnUmemleuertemp!ate, shown in appendix 6.0.vm, is available
·······:cm-JiDe;toheJp;the;,~devel~alettsr--which CIIl be one oftwo
ftl'Iio.,~a''''''elltof;intentand without-tbatc:ommits GAO to

.pto9idingasjJedB¢:~'tiY a certain date. 'Ihetelr.lp1atA!,indudiiag the
~~~'that'theteam provides the requesterwith all the
.it,.,.h'if~_;\··,··,'· ·i"':"l

o
GAO and Division·"a ft:· ..· ""tjem... ·····

TheJobsSWtsGroup(.JSG), indudingthe Comptroller General and other
'.:JDP ~e.l:ltreviewsallJobs·· except those ofshortduraUOD srztiDg
'amdtbQJeJDQViDgbeYoDci ~e-job design<ommianentgate. The .JSG,
umst.f!dbytheomce()f~P1a.nning(OPP)'revi~jobiJ1formation
~'.~~~questiqDSor concerns I:Othedi\'isiOn. "IbeJSG JDeets
~:'!ittt.4t*i~i~e.rsto diseu.ss job • job progress, and
repGr'lSSO()D f.C) tH!issued.lnorder f.C) provide advice andOYeESilbtforjobs
~.,~~~cant,theJSGordivisionsmay also request
~grq~,,,~,1:C)discussjobpJans or proposed messages.'.'-' , - - ',' " " : -- "" " "- ')

ISSUe .Area.Di1'eetorand; .....
he Team

~on managers·&reresponsible,.overall, for job approval, job
4~ezy.,~ .•~~ ..prpduc:lS..I>t!pendiDg;on..dlej~
'lISoIIps~ru~~diVisiOll~maydecid,to~):~~
~Nh()ut the~~perioclicadviceoratten~ ~r

"'..•~O~D\~~8lt$akehOlders..M:o~·spec:i1ically,the.8ssi""JIt
;~~I~pst.l1e,~ responsibility to ensure that diVision
.~~~~,biIl,l~~,;and thatthejob~ementp~isin

place and ope1'3Iing~~.Thedireetorfor:p1anDingan~ rep01Ung
ensur5that the job management process is implementeddivisi0nwide
~~~ust,tJ~~~:tDusit&g tAis pt'OCtJSS. The dftctor for
~()ns~,~.,.~.requirementsand re&OW'Ce needs are meL

. 7Jae~~tl~cm,~m.surestJi4ttMi06 mc~
J1I"OCSSS is implt!men.tIJd ~ectivel:JI--'in pczrticul4T, th4t ga,t,e

.ea-.l PoUdMI'!'fa: Id..·1IuuJ - .......... lIH
'j,
r
~ 
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Expert Stakeholders

Cilapw.............. M " ..
&ecdGa'.O:,O,. ,lewet oJoIt
.....,....t ......

nqKimMntScnfUtcmd~~The issue area
,directorordesilfteealsohlstheoverallrespollSibiJitYforthejob,
ensudDg that the (l)iDfODlUltion presented and products issued meet
GAGASad the.dimellSiOD$ofquality and are delivered to the requesters
on time and (2)job·llUllUllemeDtprocess is as e1Iicientas possible and
used colllisteDtJYwit.tdIltheilsue area. The issue area director or designee
provides supportand encouragement to sr.fI'and feedbaclc to division '
~.onbothtbeDeecUorprocess ~8Ild.speciicid,ellsJor
iIIIproV'emeDt.

To CIIrIJ',01Ittheiob,theissue area cIiIec:tor ordesipee-psta1rto the
team. GAO encouragesan_eareateamf()WOIic.~wileD
(1) ajobmone issue area or division Oftriapsor is diredl.YnJ8tect to
anotheror (2)-.affinanothetissueareaor division have apert

ilmowledgeofthejob. .

The issue area directoror designee and the tum sbareill

• ',' ensudDg duIt .nappJicable dimensiOns ofquality and GAGAS are met (set
cb.2, "'Basic GAD Objec:l:lves,'md ch.4, "'Standards'), ~

• c:.nfuIly moniliorillg progrelSsojob questions are answered withoutan
1IIUleCeISIr)' ezpenditun!,.ofresources, and

.-,'

.enc:ourqilagaCOOpel'ld:ive atIIlOsphere ill which the team and other
stakeholdezs, including 'division managers, work together to reach key
decisions lit the seven iates-

'Expert stakeholders are caD '1tI1f, in addition to the team and issue area
direc:torot desilftee,who play a subst.anIive role ill the job. These apert
stakeholders may,include methodologists, economists, IIttOmeys, BDancial
auditors, bUdget lIIuIlysts, infOftnaDon systems analysts, computer
scientists, commUllications anal,., and subject matter 9P!l'tS from
other issue areas.
The early iJIvolftment ofthesestalceholders should help the teammalce
iIIfanned dtK:isiollS 10 as to '&9Oid problems,later in the job. The
participation of these ezpert stakeholdelS wries. Some ,may help the team
with a clisc:r;eteproblem; some IDaY help the team continually,b1pmvicIiDg
adviCe tbrOupoat the job. '.'

; ),
~PoI"""".IIII~"""'-1cp -ukJ
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M"'__I'ProeIiII ' "",':,".,!.'!!]":;: ,.'

\~~JSG,'ctivlsicm,mabag~1ssuearea directDrs ordemsnees, and tams
;·IilOllitortheprocess~ch.commendimprovements to ensure that GAO'S
work is bighill qualitt~includiDgttIat it is timely and wrefuL

·1t)e;titie:at~&1tbQh\iiitttie job,theteam reviewsselec:ted process
lIteaiins'(iJtdd~~e"if'thejobis on course to meetacreeckm . ,

'''·icl~'d,:~,j~t.o·~·az.y'.Dec:esa;uy·cori'ective'8dioDS,and·.(3)·to
.·····.··ta~~.cOmiDUIlfeedtil:ckforUSe'singtl\e.needfor·futun!process
improvem~ .' ,'.

.. : .;.;-;., ...:-:,',;';r11.-'" '~~-"· ..':·;>:·;i::','b.""., "'.\ '., ,..' j-'.' " ,-,\;,.,.,

.··tmlefrOtn requestrecetPt~~,statement orintent or commitment letter,
':F,:"'.,"· '",:

'.' dine~reqt1est·ftCe.iPttO~estaclcnowledgment,
"'J"':",":,':Y':f i'.' '~'f~

•.••.•. ::.••~.~;:;~;·~the.taIl\ ..u.e·'~~~,~~OIl
,'" -~':; <:',; :' ,',i': 'I"

··,'l'e&m;.LeVelPrOeess{' ."MtUUliS ..... ,.

)1'0 help monitor teamworkand expert stakeholderagreem-' the tam
may use the teamwork questionnaire and the stakeholderapeement
questionnaire (see apps..6.0.IX and 6.0.X). The results ofthese process
measures are ~bytheteam and may be shared with ehe issue area
direetorand division managers.

These team-level process measures are not intended as the overall primary
measures of GAO perfonnance (SIleh as timeliness and job duration
descriQed below), which are~edat the GAO leveL The useoftbe
team-level proeessmeasures is described in subsequentsecti()ns in this
chapter. (In addition, see GAO, -rraznework for Managing the New Job
Process,· Aprlll996.) .

GAO-Level Perfonnance
Measures

GAO-leVel perf0mumce measum;wiIl focus on (I) GAO'S service totbe,
Congress and. impact of work, as QWUltified by financ:ial.benefi1;s, .
non#rLanc:iaJ'·accoIllPli$m~,~QIIi~ ••~d.~ommendIDOIIs
implemented; (2) the efficiency ofGAO workprocesses,'u measured by
product output, on-time job delivery,job duration, and job cost; (3) the



'1iJcldng Data for
Measures

qualityofGAOproduets;8Dd(4)staft'teamworlcandcoIlllllUDiC¢jollS
·~·.CSeeGAO"tlf'rameworlcfor Manlging the New Job.Process,-

,. ·Apdll996.).
, ,

In measuziDg on-dmed~, GAO COIIq)IIleSthe.~ ..~~procluct
iS~8cl1Vit.btheiSsue'ae~ to by the~~""~
(rer~~as,~ ~~issue date- or cagreed-on d~'dIJ:e").1D
m~)o~~~~~~job cycle time, that is,the,1lUIDbt!r of
.,~thejOb~accePiancelat.e8Ddtheprocluetissuance pte.

'·~.l,;\·.'· ,.\. '. ,. , ,", . .' ,.:'.:" '.', " , ::' .', , " .', :, -,', ," ". "', ' -.'. .' .,'" . ~

To~tbe.•forthese~8Ilcfprefomuuace measures,GAO uses
itslll.aDag~e.#t~ortDati,on~MiSsion AaignmeDt Tncldllg
S1*JnCMATS), Job Starts Software(JSS), 8Ildthe DirectorMaDagemeDt
~oi1DaIiQIL S~(Dl4I$) ..,~systems provide IIUIIUIgerS, issue area
ctirec:t.mS, andteaios1rithon-lineacCess tollUlDl88lDent iDfOlllUltion about

.jC)bs..To....the .-.qet:t~ofthae qst4ms, tlul,.., iaue'cmrcI
,tliNCtDr ortlaigMe, .. tmtl tliNitm~ftWSt~ 1M GCCImICN
tmd&i~,~ qttlul.~.(See Mission and Assipment~ ,_.
'SY*m~ Users' Manual.(GAOr'OIIIC6.1.1l 8lldJSS:JOb StartsSo1tY ;'-\
Version 2.0.User.Guide, July 1993.) , ,.,

........10
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JOB SC'!REBNING PO..

Tbia farm is UMd to be1p dM.enDiDe wbether GAO abDaId do &be wart, DII'Otiate &be wort
with &be~. eWer &be wort., or dediDe to do tbe..t. Ie ia UMd CIDCI, upaD~
•• nqwa.

JOB SCREENING QUES'l'IONS YES NO
1 fa &be nq..-t oaUide &be boaDda. GAO'. mieeicm••~.

or priority~?

2 An &be obj;cti.. or .... aDdear!

3 no. GAO l8ck clear.lepl .... to Deeded data?

.. Will~at f-.nllOM be aDafti1able?

5 Wall~ .cd'with nquisita UillI be azaaY&ilalNe?

6 fa ..... apDCy orlaapect.or GeMral cIoiIIc the ume job or
are other _uties man appropriate far -1:iIac &be
Nq\IIIStar'I' Deeda?

If aD)' "'i....~ is cina. &be bn. Ana &eaa ah..w .u.... &be iteaa
wi&b &b. ACG ....... if appaopliace. ClOII&8ct &b. nqa.... to (1) aeptia&e
I'ft'iaiou to &be nqaea or (2) declia. to do &be job.
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CIuIpMr M··....hM
Iec:tlaD '.0: 0 of ....hIJ
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1.O.V1:~tTem

'I'M BoaanbIe P-tNa.)
CIIIinna, P-'l~ ""ii,iIIee Name. DelIle liM If Not AppIiC8ble)
('.mgntttee GIl P-t Coa-MMe Name. Delete line IfNot AIJpticaIlIe)
U.....s.. SaMe (Select OM) Ha.e of Blpiwaari\W

IMr Mr. a.Inaaa:

CoDoa.... JOQr aeuer of la.-t Ieaer dIIe). to the~GeaeralI"'qI"C".
GAO..of liNm..--J we met wtda JOQr ltdGIl lu.en meecinI dIIe},
to pin. btber ......... ofJOQr ....

Due to the Idle JOQr ad,... -=b • conlPlaitY of... or uncertainly or cIIaaI. we
need to proceed With • ....-e desiIn phae. The~ or this aremem of iaIeat ..
to - forth the..otiedMs Dd provide J"OU With • ccnpIetioll dale for the deIiIn
JII-e. We ....... tbal the ownD~.. of our work wiD be to (iMert~).

Tbe...JlI- wiD be c:ampIetecI by (iMe't dIIe). We wiD remain ill CClIlIaCt db JOQr
ltd, Dd at the ad of the desiIn pbMe, we wiD protide J"OU wteh •~ COIIlPIeCiCIIl
dIle for the tGCal-..,. U J"OU IbouJd haw quesUaas, J"OU ma,y CGICad IDe Oft (2OZ) 612
(iMen atenIion) or my MIiI&anl Direc:cor. (iMe't ......J. GIl (2OZ) 612-[iMe't QleMioaJ.

Sincerely JOUIS,

(IMert line Area Direc:tor's Name)
Director. (1nMrt Divilian)
(IMert Name or..Ala) __

c:c: (1aNrt N.-)



x 6.0.VIlla: Sa

CIIap&er 6-P aDd u .......""-
SectioD 1.0: 0. ofUle .Job
........eDC !'r'oeIIII

ru-e Division Leuerhad)

J.. %7.1~

Tbe Honorable (l.-rt Name)
Qaainau, IlIIHI't~N-. Delete line If Not Applicable)
Commaaee on (IMen CoInmiaee Hale. Delete line IfNot AppIiCllble)
UaiCed Stetes Senae (SeIecl ODe) Ho.e of RepliWiCIItiww

Dar Mr. a.innuI:

Tbi:s Aeaer c:oNInns oar coaaaiUa_ to -..ely (iMert ItUdy --I tIMed on 1oar'
Ieaer'Irequest of lu.m ieUer dMe). to the~ r....... In oar scatement of
in&eat of liMen cII&e of.-ement of intentl. we oudinecI our appi~ to desiping the
SCUCIy. a.ecs on dw cIesiIn ...cs m.c:a.ions With )'OUl" air of liMen diK.-ion date],
we will complete our work and __ a wriIIeD product to you by liMen product delivery
ct.ele). The eneu.ure eeu forth the unctencan4in& rached With JOW' IWf on the key
aspeca of the -.ady.

We k»ot forward CO working with J'OU and )'OUl" IWf on tNs MIipmenL U J'OU IhouId
baYe questions, you may con&ac:t me on (202) 512-1insert eDension) 01' lIlY~
Director. liMen name]. on (202) 512-1iMen extension].

Sincerely yours,

(1Mert _ue Area Director's Name)
Director. (Insert Division Name)
(1Mert l8ue Area Name] !sues

Enc:losure

c:c: (Insert Names)

Contents of Enclosure: Terms of the Work
OBJECTJVESIICEY QUESTIONS
SCOPE
METHODOLOGY
PRODUCT TYPE
PRODUCT D£lJVERY DATE(S)
SPECIAL CONDmONS
REPORTING ON JOB SUnJS
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aa.p.............ud."....... "..
s.cu- • .0: 0 ••d".. of fIa. " •
............tPr-..

JUDe 27. 1186

The HoaanbIe P.-rt NuIe)
~ P.-tC~C[iii 4". N--. DeIIte IDe If NClt AppIiClble)
ee.r.miuee OIl P-t ('.anmjItee NMIe. Delete IDe IfNot AIJpIicabIe)
Uabed s.. Seu&e (SeIecl OMJ ao.e of......-t..

DeR Mr. a.inau:

"....coaInIa oar 0"'''4'' MillO IIUdy 1a-rt1lUdy__) t.ed OIl roar letter
of la.-t", dI&e). 10 the~ GeDenL .... OIl diIc...... wtdl JOIII'Itd
OIlIa.-t.-eu.ion dI&e). we will CClIIlPAete oar wart and iIIue. wriUeft product to 10U
b)' lu-n product deIMIy dMe). The eclware ... forth the ........, r-cbed
With ,..ItdOIl 1M ke1-.pec:1a of1M 1IUdy.

We look forward 10 workinI rib 10U and JOIII' ICa!r OIl this UIipuneaL If,. IhouId
U'I't~, JOU mq concact me OIl (202) 512-1in1en eDenIion) or my M8aIIIt
Direaar, la.-t ....). OIl (202) 612-(a-rt a&eali0ll).

5mc:enly ,...,

(1Mert blue Area Dinc:tor's Name)
Director, (Insert Division Name)
(1Mert __ Area Name) lines

EncIc.Ire

c:c: I1nIen HalMa)

Coatents of~ Terms of the Wort
OBJECTIVESIICEY QUES1l0NS
SOOPE
METHODOLOGY
PRODUcr TYPE
PRODUcr DEUVERY DATE(S}
SPECIAL CONDmONS
REPOR11NG ON JOB STATUS

•

.... c:u:u
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CUpcer 6-PIoIIuIiq &lid M .............

SectiOD 1.0: Oftm.- of CIte .Job
......Ulutrroc-

dix 6.oJX: Teamwork Questionnaire

TEAMWORK QUESnONNAIRE

The following teamwork questionnaire is to identify any unreaolved
teamworkerelated inue••, oy GAO , that GOuld edvenety ....et job
commitments. Therefore, ........t' of Ib any GAO at8ft whOM
Invol".......t or decIaIon m8ldng ooukt dect thIa job. It .. for tIIlIm only.

lnetruetio..: individual "am members completing .... form ata" who do... ..,11.,.,,1ift wo'* to comp....... job; on a job4y-fob b peop" are
.dentlfied by ... IADlAuociata andlor ANislant Director. Members of"" ..am
Individually comp form and retum It to ......latent Director mauglng ...
lob. P..... comp the information ,.......ted and proceed aD ... maasured
......L

(1) Teamwork Dimensions a. (2) Your Perception
Related to this Specific Job of Tumwork

Have an ....... ralated to ....
dime..lon ...t could adveI'M1y 8ffHt
job commltrMnta been resolved at ....
tim.?
(Cltet:lc -,..- or '1tO -.J

1. CIeIIr, ....red goals _Vn __ No

2. F...lb.. ro'" wI1h ct.ar _Vn _No
••pectatlona

3. Support, collaboration, cooperation, __ Vn __ No

and commltrn."t

4. Enectlve communication. _Vn _No

5. Recognition for contributions _Vn __ No

6. Re.pect for Individual cllffentn... _V•• __ No

and In"rpersona dynamics

7. A positive "amlng anvironmenL- __ Vn __ No
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oIobCode:

Your UnI:

mKEHOLDI!n EyALUmDN AT MeSSAgE AgReeMeNT Am
u.s gENERAL ACCOUNTltG OffiCE

...... ar.:----____~ of ......Ii......-.: _

",,"uG!lpn

InYoI¥etMtrt of ataUholdera critical upect of GAO'a job nagement prooeu.
"-ching agNetMftt on the Ie. ..,..., In ..... pro ThIa qUMtIonnaJre
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How<IsJob Risk
Assessed?

How Is a Mitigation'
Plan Developed?

What Are the Job
Strategy Altematives
at.the JobAcceptance
Gate?

, The team assesses job risk--e:ircUmstances, policy, or other concems that
'could prevent meeting time and costestimates inplOducing a higIHpJality
produet-bY discussing and IIDSWering the 24standardizedquestioas in
the jOb......ent tOol <aeeapp.6.0.Ill). EDmples ofpossible liskinclude
"lH!Wad CCIDIplex methOdoloc.v, sadfunavaiJab_, and u:ce sjvejob
cOSts. '".jc)b_' ,. "'eat.too1 autolDldcaDy calculates a lisle IIVIl for the
job-low,~um,or high ',' based on the answers to the questions. Butttae."" ~judIrDeat aboutrislc level, weilbinlaB faCtca tIuIt
eou1d~ectthe~'labIJit1tD meet time, cost, and quality
~eIds.·nae·,c:ompletedjob IISHSsmentis included in the
~

The'te8lnpl1!pansanridgmonplmbyaddressing8lljobass m.ent
queslions that indicate ,apoten1ia1 rislc.SuggesIions on howtomitipte
lisk.,iDc1udecI wUhtheem-linejoboas! SsD.entqueslicms;··

There is no presc:ribecffOlmatfor th,emiti~onp1llD. .1tcanbellSshozt..
a few sentences orparagraphs,and it may refer to mtormation,included ir
other tools, such as ttledeSign malZix,projec:t pJan,or PDR plan. The (\
mitigation plan is discussed'beforethe team moves beyond the job ,.
ass! TlleDtpteancltben revisited periodic:aJly as the job progresses.

One Way to midpteliSkiS for ttleteam and managers to decide-from
such factors as complexity, sensitivity, and timeliness-on 8IlappropDat.e
levelofllUllUlgeri8J. pllrtiCipation. For example, bigh-riskjobs DUQ' require
extensiwparticipati0n bymanagers; low-riskjobs may require less
partic:ipat,ionby lIUIIUIIem, iItc:luding'fewer reviews.

At the job acct!Ptancepte, the team decides either to prepare (1) a
statelnentorintent to provide for a design phase, dming which sUm.c:ient
information iSC)btain~to planac:o~entletter, or (2) proceed with a
~entl~;~,the'c:ase ofa c:ongressional'requestoral~
mandated job1ritharequester, the kindofleu:erthet.eam chooses
depends on.two factors: hOW much is known about tbec:oncems to be
*1c1ressed and the answezs to the job-asessment queslions.

For abalic: legiSlative responsibility (BLR) job, a legislatively mandated
job for which there is no specific requeSter, orajoborshort duration (less
than 50 staft'~), neither a statement ofintent nora commitment letter
is required. However, such,iObs should also be well planned 8Ild desipled
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Preparing a Statementof
Intent

Deciding to Sendthe
Co~tm.entLetter

""c:ostdiciient,'and colIIPletedwithin established'1ime nmes. Forsuch
~tbeJobStarcsSoftware(JSS) paperworkis~ to record and
communicate infonnation to division or COp lIIIDIIerI. ,

'!beteIIIi:~a stateIneftt~f-intent letter to the requester when the
jobwBl reqUite;aperiOdoftime for job design.'1'hispedOd oftime will be
ueecleGbec:01IuIelittle'jjrknOWllaboutthetOpicormethodolOltV.'1he lettA!r
ar.esth8tGAQ,iDteftdstozespcxtd, to the requester's,questions and
aplainS·ttlatGAOlleedstiDletolidequatelycielilnthejob.The,statement
ofinteDtshOuld iDcludetbefollowillg compcmeDts: ,

-the jobquestions lind

-', the time needed tocomplere the design worlc.

The,letter further indicates that a1tercompleting the design work, a
proj~comple1iondatefor ~eemirejobwDl:~pmricled.(SeeIlPP.

6.Q.VD for an eDmple and 811 on-line template.fora.~r-iDtellt
,'!eUer.)T0es1imlte. forthestarement ofmtent. th~~eu1VeJ18S,
,nsourcesneededto complete the design work, the team may cIevelopa
prqject pJan(discussed iIlleCS. 6.0 8Ild6.3). The need for 8Ild the1eftl of
detailinth~,pmjectplandependson thejob's~UJ:t:e~•.
c:omplui1¥,8Ilchislc; and the team's prior experience.

AsCl'goA/., the tam Ihtndd..,.CI.~ofit&tent to the ""fluater' '
tDithiftRO~ da,JIS (OftClWf'V{Je) after tMnftlU&'t is ftCriwd.

'!be ,~JI1aY.decide'toSend the, commitment letter (committing GAO tD
~diIlgaspecificprod.uetbya certain date) to therequester-without .
i$suing a.stateJnel¢ orintent-when the team is certain of the job ,
questi~. methodology. 8Ild1ime frames. In these C8SeS;tbe time for the
jobcl~Ptlaseisabb~

Completing a commitment letter-without a statement ofUat.ent--ma, be
most appropriar.eforjobsthat '

• have ~ck time·frames W#h pc:.mcjob qut$ions;
", .... ',~~



How Does the Team.
Comm.unicatelts
Decision to the
Requester and'the
Agency?

• are,zecmrinijobs withliUle,change, from one time to the nm, in the
"objec:tiws;scope,acImethodololY (OSM); or

• update artier work.
.,..\(,', .... ,.,,,,""'

ForthoBeJObs,proceediDgwlthoata~~qf"'tbetealll
(1)m_'~eas,pzeparea design matlixlDd aJWjectpla-.d
(2)lh9aldcOnduc:t,.clesiIDsummit with aJlltakeholdem. ,IfapPiCpiate, a
)t_UII~1IROJ'modif1a:desip matrix tbatwascampletecl for aP!"'ious
job.(iaidlnce OD<completingthe design IIUII:rix, projectplan, design
8U111111it,ad c:ommiImeDt1ea:erispnMded inBediODS 6.0 and 6.3.

As,1& goA/., 'tDUft",the,,.., tIec:itles to emIlmit to thejob withDut'l&
slGtemeJlt oJiftt4mt, it Mc7ul.d Uliwr1&}ifuJJ ClOmmi&ment 1sttIr"'(tIUJt U,
__,~'the;ob tI&rign-com~gtlle) tDiIhIft 45 t:tI1enIJ4rdl1.lls
(em I&werage).

"
1be tam should meet1riththenquesterto discuss GAO'S intent to accent:
the job.,Daring themeean,cs),the team should discuss and obtain r"\
qn!eIIIent on the c:onteDtSofthe SIate1Ilent ofiDteDt or on the decision ..
proceed diftctlyto a cOmmimaentle=-. The team should also be Plepared
to aplainGAO'SpoIic:ies:,c:Iisclosillg the requester'slUIIIle, iDformiDg
agency ofticials 'Ofrequest wor1c,c:mrying out audits~ evaluations and
reportiDg on them, obtaining agency ,comments on dIaftproduets"lIIld
discussing thensul1s with affected parties (see ch. 3, -SupportiDg the
Congressj. '!be results ofthe meeting(s) should be recorded in a
memorandum to theOllice of Congrsional Relations (OCR).

lnthose rare instaIlces1Vhen a requester objects to being idenUfi~witha
~the~..directorsbould not agree to do work on dUsjob
undlthe mauer can be addressed by GAO'S top m&nagezs. '0DlY in limited
situations, lUCIlu nalioDalsecurity orsensitive jnvestjprjons ofagency
ofIic:ia1s,wiIl the Conaptmller General consider startiDg ajobwith
requester anonymity.

Befaft lIt8I'tingajob or shortly thereafter, the team also Should notify the
agency, genemlly in writing, of the job to be, undertaken. The time when
this t8kespw:e depends On the job, the team's knowledge of the issues.
and GAO's ongoing re1ationship~theagency, u wen 8S other factors.
(The 01'7'5 Belies ofGAO orders deSc:dbeshow toprepare~notUicalion

· lea:ers for speci1lc agencies and eM. elL 12.2, "Early Eztemal

.....LW



Communicaaons," provides general guidance on tbec:on1:eldS~~these
letters.) , . ",~.

'h\8dditia'ici nmde.overYieWOfthe'·obmldtO;~' ·····,·ODS,the
_'Shb~ h~d~'~~ ~Onftnllce~ .,erit-Y~mam,FJ1.
J"J,~~Q',,~~~~Agendesand Other~ent81

,EDUiiei·concermDg·GA~aDfgencysdwho sho~d generallY attend
entr:mceconf~ncesand~·topicsthatshouldbeeliscussed.) '!be resuJts
.qf.~~,~~ceshquld be reconledinthe "Wkpapers.
";,..,,,',,_ ".~" ;, ...... .. ,'.. ..' ';.,:'... , .. " .. ".. ',; ,-' .'_:-' _, .,-';," .. , .. ':, .:-",-' "', .. ',. .1-:. ;,:-'J:, .. :',':.. _".";' '.:' ......:,' .. " ' •

Wha.t:Process
Measure Doesthe
Team Use?

J()bcycletime,a~~~~9fIIl8Dcemeasure, starts at the job
~t1IJl~gatA!.For~~~~that start with a statement of intent,.eycle'mn,'starts Qn theiiati'ofihe statementofintel\t..!fajobproeeeds
without astatementofil\tent, cycle1ime stan.s~en thed~on is
~withtbe-requestertoI'roceeddhecdYto~~eDtJf!~~For
aBLRj()1).,c1c1etime~~en the issue area cIilector or designee ,
submits the informal:ion toJSS..(See app. I for the relationship between
ope~jobc04es,maJeing c()_tments,and cycle 1ime.)

.... \" ....,

Once the job is accepted, to continue the assigned job cocie,theteam
completestbe inputs for the Mission Assignment1'rac1cinI System (MATS)
lind Job Starts Softwan! (JSS). When ajob is notaccepted, the team
should ensuftthat the assigned job code is clOSed and not reused. But
when ajob is defemci until some later dat.e,thecode may remain open.
Deferrals must be documented in an OCR memorandum, which should
include an estimated time to begin the job. (See the GAO manuals on MATS
and JS5.) In addition, the team should use the Director Man8gement
lnfonnaDon System (DMIS) to track progress in meeting its intemal
schedule for moving beyond the job acceptance gate.

(-,\,u



Related·Materia.Is

OtherPhaPters .ofThis1l.__••~, ....
,.jAl~~,

3,-S~th.CoDIfess.-···
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~ceaDcUheCcmpIIsicmalResearch Senjce." .,

ChaptelSlIt the
Comm1lllicfationsManual

Other Publicaflons MjssjonanclASS;gnment 'A!cking System (MATS) Users'Manual
(GAQIODlc:41J.). ...

J5s:Job StartS Software,Version 2.0, User Guide, July 1993.
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"ConmttrrwIt
Request Request Statement
~ Ackraowledged oflntlnt (SOl) lAtter (CL)wlo SOl
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.& - I.·

.,i.. """"""'"
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~~I! "I ! ....... II ! D....... iI .-,----'-----.;1

, I CliJIIn.-c. I.
~. f:~;1 ..,---------------..:....

• If 8 job bypasses the SO!. cycte tine will.tan on the date at which the decision to proceed dif8Clly to •
Conmitment is ntaCh8cs. Such ameetn; should occur. as 8 .rget. withI\ 20 calendar days of request 18C8iY8d•
.. For jobs that start wi1h an SOl. ancIlIIe to.owed by. CL,cycIe tine will stan on the date of the SOl.
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Ch!pter6-PJanning and Mar!yinIJobs

GAO'spolicy is to (l)desip and plan the job SO that it is methodologicaD,y
"sound _.(2) include major details of the job in a collUllitment'letter to
'the requester. .

Polic:y'

The •.~~ou1deJtSUfttbatthejobdesign includes steps nee: pry to
comply~ generally accepted ,ovenunentaudi1ing standards (GAGAS),
such as~~fdatareJiability,.management conaoJs in performance
audits, and intemal controls infinandal audits (see ch. 4, -Standards-).

. .The ~lihou1dalso~it.s8DSWersto the joJ>.usessmentqueStions
and the~mil:igartonplan.'In addition, the team should continue to
prepare the product development and review (PDR) plan.

"" What Is ReQ1.Iired to Move Abr the potentialjob'issc:reened,.ackDowledged, and acc:epted, the team
, Beyond the·Job' must finish the foUo1ring actions to move beyond the job

Design-CommitmentGate? clesipoc:OIIImieDtJat,e:i.:PI='._lIIItZiz,iIlc:ludiDg80JIle tSU1gofits elements.

,"" ~ •. PIepare.prqjectpIaD. .

·Q~lItalceho1derbuy-inOllthe design mauix,usuiIly duringa design
.~ .

.,, ~.COIIIIIIiImeatletter for congressionally requested jobs.

.. ()~'requester agreement on maJor details in the commitment letterand
send the letter.o

What Is the Design
Matrix?

"'Ilaedesignmaaix is atoolto help the team and other stakeholders
(1) coneep~and pmr.,t4~joband (2) BUlIU1larize methodological
decisions. 'Ibis matrix explicitly links all the components of the job design
andenco~the~tollCldnss the dimensions of quality (described
in ch.'2, -sase GAO Objectives"). This matrix is also an essential element of
the "'wriUe.nauditplanWrequireclbyqAGAS•.Alljobs V1ith'more theft 50
.t,qffd4ys must haw II dssigntrl4tr'i:t, although the matrix may be one
thatwa,s.used earlier and simply updated. In addition to the design maaix,
the team may provide other documents, depending on job complexity, to
turt.nerexp1aillthejob.d~

'0 .&.MIal Po"d......III_IIuuI-.......1IH
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The desipmatrix toolCOld8iDstbreeldndl; oimfozmaUcm: (1) a •...•.........
desc:dptioD:.oftbeilsuet (2) details about tbemethodology, ancf(3)·del3ils
.about whois to be included. expert stakeholders and wbat the time
frames me. ( App. 6.0.IVincludestbe template for the .on-liiae desip .
matzixanddescdbes the iDfmmationtobeillCluch!4'~er~
COIIIPCJIleIIt). . . i.:\

Delf:ri,ptiDrl..".tMiuue:'1heteamclelc;dbes....mcl1ldillgft.he
c:cmtat,wbic:h isee=al to 1IIldentanclilll the issue.'lhe foDcnrinr tJpes
ofqaeldoDslillQ'helptheteamtD~. such a description:

• When did the ilsuelrlt1Urface•• issue?

.. ltTodI;yancUnttaeplst,whlthllftbHntbepea;pedMs-oftbegenenil
public, spec:ilUnterestpo"_GAO-OndUspaztic:ularilsue?

..To aaswerauc:bcpielltiOllS,tbeteam and expert stakeholdels need to be
knowledgeable about "Brious8SpeCtSofthe issue, such .. .

• the issue·environment;

.applieableJawsdd replaticms;

• progr8llu.·...eiOperalicms,iIlcludiDg c:oJlSlDints and resubs; and

• prioraudit,evalUlrion, or reSearCh 1indings and recommendaDons that
cOuld affeCt the jobq\iestions.

Det4ils About th.e fMthDdDlogy: The team fills in the foDowmg
components, which·are arranged.iD column format:

,

• job questions (column 1),

·mtOl'lllltionnqu,ired (column 2),

•.. infOl'lllltionsou1'ce(s) (column 3),

• overaD design strategy(c:olumn 4),

• clara c:oDedionznethods (c:olumn 6),

• data IIII1ysis methods (column 6),

....u.a



n, .)

•..Jimitaticms, iiacludiDgJeSU1ls ofclara reliability testing (column 7), and

• •what the IIDIIlJIis wi1llDow GAO toay (column 8).

I
I
-I

'.r1le~ .••~ inforllU,lJ:i()ninthe de!iignmaaixto detelmine whether the
Plazaneddesigllc:al'lPee:atriedC)ut Within ume andcost coliSQ'aints. '
T~the~eJJl.,CC)Dtn))s for an agency'sGata, for example, would
;in~9c1e~~8Ild~Comp1iance with the policies and
,P~~o~~.~.~implemented to ensure,witJlinreason,
fJ:aI;,valid;anci,reliaI?l,dataare·'C)btained,ID8intained;·andfairb'°~OSf1d
Ulag~cY~:TIletestr5WtscansigDifiCant.lyaffeCt the job
d~more~ec:Uvethe ,controls for collediDg, SUIIIlD&Iizing, and

For column 1, the tICIm MDuId. uti thejobfIUIS~
·W"""ID'GS,'theCltUU4~or,..n:hflUlStitms-t1uJttt'"10"""'"tlurifigthejob. 'JfIaejob tJIIGtim&8 enn cqlicit tDGN of

i .'.~'thejcJ6o~abey area c:eIl1Dl componentofdte desip
-m~c':::':·:··'·· :-:-.'

;.~):,_';',:":~::-.<t"c".' .' -; '\\:.,: .',:;.;;'::;~~:::'. :i~~ ... , '...

ProperfannuJttiODC)fttiiScentnlc:ompon~erfhejobque,stiOllS
.,be cielM:liP1De,~~,JJl'OIl'&tIl iInpact,CJrp~critic:ll to
d~opiDB'tbe.oth~components.ofthe· .design II18trix.Infonnation on
~ofjob'qUeStioDsjsdilrcUSsed brie1lyincbapter 9.1, -Pmceclmes far
Developing PUadillgs, Conclusions, RecommendaDons, and Matte!s far
~QonsiclerIiicm,·ad~esc:dbedmorefWlyin~
Eva1uations,(GAQIPEIIDolo.U)~,Jnaddition, chapter 10, "'Methodology,·
c:ovezs'desip and methodolocy topics.

~~....~2,3;i;";and6t:thtfteamshou1dno~sources and methods of
data collection andanalysjs,lnakiDgop1DQa1 use ofBPPropri8teGAO
'~~kIa~edge,wbich is.gathered from ezi$ting,orPreviously
comJ?l~reg~:~t.eaIn,however,shou1dbeconfident that this
knowledge meets GAGAS. 'Ihe team's use oforpnizaUonaUmowledge

.·J:t.to,(1}~.thatJ\ellV"dara·coUedion and analysis are focused 'on
filling our knowledge gaps. (2)reduce the data collection burden for the
.~~~~~,.(3)4!DSIII'ethat produetsare deliwred in time to
'aDSw~coi\lressioiw questions. . '

~~ilJ;aboUt 1Dl&ois IDbeinvolved GM V1IuJt the time.frr1.rMs moe: 'Ihe
.~.,~~.~~srakeholdersand sunuraarize,fromtheprojeet
plan, key milestones,aswellas dates and cost estimates.

o
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• use ing c:mnplianc:e with .pplicable laws andregu1alioDS;

• det.ermiDiDg the depeeof'VBlidityand reliability for Ofhas' daIa;

•~ tzansadions to determine ifpolicies and procedures are followed;
. .

• .pretesdDg quesliormaitesandSlruetuted interviews; and

• .verifying and validating model$.

As preliminary dataad infomumon are obtained, ana!yzecl, IIhdtested,
tentGti1Mconclusiems (mclucting poten1ial savings, bendts, or other
·ilnpact) ad,somemnes, ~mmendations emerge. As evidence
accumuJates,the results should continue to be compared with~
conclusions. In aIlin5lallc:es. the totality ofeYidenceobtained must be
()\j~'~li\dmterPreted.At1imes,tentative conc1uSiODSan

.Jat.erProftd nolrvalid. 7fae·taDn must tMiftt4ift cmobjecti.. CItt'UIule to
lI!UU7'8 th4t GAO~ JIf"OII,Ut:ts. en based Oft solid·eD'itIence cmd aotmtllDgic.
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What IsaPro"ect. ~ ..PIan? .

What Is a Design
Summit?

Apzojeet plan isatDOl'useClby the team to 8chedUle8divities8llcftlsb
amllUllUlleUmeand~.commitInents.1bep]an provides the,team
and.other _Jr.eholdelswithashared wulerstIIldiDg orhow their
.c:oJlec:tifte1forlS 8I'e88tiSf3iDg the job requirements and meetiDg

:'.Pc:oJDJllitlnents. . ,,,,'i."

.;::~fI&OI1iftI"""th6;joJJdaign-etm&mitfMnt If*, 1M...8hDu/Il
'f'JI!I.f8'tMJ1rOjfJi:tpllm;ftJr·comp/etiflg thejob~ nil J*m, ~ CI

mift~~(l)k4]Iacti11'itW CltullGsks;~)"/r1r
,<""",,~.tNJrrI:;,(8J"'~ ~tD.CfI.r11I them tw.t;tmtl

.(").j,CIIIOCIGtat~~~thejob,theteamshou1d ~theproject
"'p1In toJlUlDlll1!their~..o.nviewiDg and updatingit.n~to
zeflectli@lific:ant~tbatoceur. AUhe end ofthe job, the project
plan should generaJ!y reflect the'timefrallles, nsouree&, and costs for
compleq.the work.

TorealisticallylChedul~lIdiVities, the team should review and update
·.theiranswemto the job-UseSSl1ient questions and the risk miUgationr"
To~ til, costs tobeincludecUn the projectplan, the team she.
"CW)~$·IntemalGUidelinesfor New Job-Costing Pladices" (See 1be
New,J'ob Prooess,1be GAO'TraiDing InsUtutePal'UdpantManual, Releae

.3,February7, 1996.) .
':",'. " ',' ';' .;, '-:"":<": ",'::'"

The fOl'J:lUltfortneproJeet p18n isnotpreseribed, but the levelofdetail for
describiDg the 8Ctivitiesand tasks depends on the job's resource
~ent, compluity, and lisk;andtbeteam'spzioraperienee. '!be•.

.so~ is also DOt presc::ribectbut the team is encouraged tOUR .
~(SeeIlPP·6.0.VforanexampleQfaproject~)

Towards the end ofjob design, the team usually holds a meeting to obtain
buy-in fromsrakeholdezs on the job design. Most, ifnot all, stakeholders at
the design surnmitwill have been in'Volvec1,tosome extent, in developing a .
design matrix and the Pl'Ojectplan; their input should have been
incorporated In the drafts of these docwnents. Thus, the design SUIIlIftit
should focus on (1) ensuriDgthat the design mauix and the project plan
are complete and (2) reaching tinal agreement on them. (See.app.6.3J for a
list ofthe requirements forprepazing, conducting, and docmnen1ing the
meeting, as well as suggestions on who should aa:end.) A/WrtlUJ dtJsign.
summit, the~Gf8Cldi78Ctorortlesignee,tlUJle4m,Clnd otiwr
$~i1&itiCIltlUJdi:.ngntftCltr'iz, indicAting AgrWtr&etLt wUh. the
job daign, iftduding the project pltm.

()



WhenCODHllSUS~be achieWd,'then~ltakell9lclershou1d
,esPJ"',hisoriat!r.concems,.preferabivin~. '1ridIin 2'~.tqthe
J'WOIISib~,..~dRetor.The stakeholderand the issue area
~Qr;desipeethenctiscuss and auemptto~ the concems
promptly, nomaaDydNn;a'fewcIQs. When the concerDS8ft.resolved. the'
stakeholdercantheniDitial the marm, usuaDy within 1week ofthe desip

.. .JPIII.~,If~nsoluti~ltresultsin a c:baDge ill the design matrix, the
....,.~!otberlQakehol.shouldleViewthis cbaDge.

.' " ~ . ,;i'" ..";',. '. .,.' .. '~:""

~ .•~IeIIIIin,anresoJved~lweeksbouldbedOCllllleDtecUDa
..•.... m~QnmdUIIL ThememQl1irlcllmuDUSt beprovicled-tothe diVjsiOIl

......CQlIIPtZOIler Ienemlifthe issue ...diftctor eleeas to·procet!ld
~,thejob despitet.be stakeholders' CODc:erDS.

ResqIvingConcerns '

Complying ~th GAGAS The team is responsible for compl,mg with GAGAS, which includes
deterpaiDiDl thosestBlld8nlsthllt~y to thejob and thejob IIteps that

,'1ViIlbe tabntoeDSUrec:mnPJiance. The issue area ctirectoror designee,
b.owever,isnspcmsible:fotasUrmgtbat the design IIUItrix aDd the projer

,plan.. comply...•.• '.•with...". '. th.. eappJi..••.... ".cabl.e GAGAS. (Beech. 4, -standards...-. For.m /.".-- '\pidaDce.OIuneetillg,the llta1ldanls, see MsessingCompliance W"lth ,.
ApPlicable La~andR!fWa!iOIW (GAOIQP",-1.2),Assessing Intemal COntZ'oIs
in 'Pe!fonnance AuditlJGAOJOP~u),and'Ass ring the Reliability 'of
9oJnputer-Proc:essedDam (GAO'OP08.u).) .

W'liatIsa
Commitment Letter?

TheCOJlllllilmentleuer is GAO'Sprimary method ofcommunic:aQng with
U-JeqUtSteraboutthejobdeSign and,plan. The letr.ershould be bri.c,
with an enclosure containing the details of the job. The following topics
lIlust be discussed:

•... jobquesricms;

.•..•.scope; ,

• methodology;

• .product type, such as report, tesmnony, or briefing;

.........
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• a agreedoon sc:heduleformeeUng olcotnmume:atinlwiththerequesrer;
and

,
I. " -: ,,' ~-"'" " ,

BeforelR~beYondt6.jc)b'design.commitmentpte, theteamU5eS ODe

process measure. For the job with a statement of intent, the measure is the
difference, in days,~eentheaCtua1date that the team completed the '
commil:ment letter and the projected date, identified in the statement of '
intent. For the job with a commitmentletter, but no statement of intent,
the measure is the difference between the date ofrecejpt of the request
and thedateofthecommiunentletter';fortbis .k:indofjob, GAO'S goal, on
average, is 45 days.

As a second process measure, the team may use a briefquestionnaire thIt
mt!85UnStheextent of teamwork achieved. Team members may complete
this questionnaire and give it to the assistant director (see app. 6.0JXfar
the questionnaire). The assistant direc:tor may share the results with the
issue area_director and division managers.

'IbereamshOll1d_~thereQu-, obtBiningagn!eDlent,asthe
clSln~~d,ttifPfojectPlanevolve. '1)le teatmthenPl'eJ*'!Sthe
draft COIIIlIlitmeI¢letter, as well as the job assesen'!ilt fona.. miDpdon,
~cl'>';, '•.. ' ········'tilne8rld'd:is'testhn8f:esillthe'~P18n.iaDcfclnltt

,"!'DR~~;Reii,Iifts·.thesedOCUlll~tD~'iSaIUe'.""'diJ.eetar

:&~m%.~~~~=:n:iZ~
the1'1!ClP~,.~.~1Igreement; conanuing consultation with the
,requestAi'asarestlultheorlihegets J;lO-smprises- in the comnmmeDt
l~. 9n~~~~,~ed, the commitment leueriS made final and
sent to the,~eStet~:;,¥i;:,"""'.

. '. -

• if ..... "8DjsPec:ill coDsideratiOriS. .
P~."" ...., ... "..."\,."-,,.,,

Thecomp1etedd~~.~jnc1udes most oftheiDf~~~;foi.dtese
topic:s. Ail,exceptiml'ls the.aireed-on schedule for meeting or

'.. ~~C'JI.,~,~,~~~~,.ster~

How Is Requester
.Agreement Obtained?

What Process
Measures Does the
Team Use?

.-o

In additio~ the team should use the Director Management Information
S)'Stem (DMIS)totraekPntgress in meeting itsintemalsc:hedule for
moving beyond the job.desiglH:ommi1ment gate.

.~P"t:l-"'o crl_....... - .... UM
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Related·Products

Other Chapters in This
Manual

4,-stand8rds.-

9.1, Wfroceclares for Deve10ping Jl1ncIiDp,.Conc1usiOJlS, RecommendaIiOllS,
and Matters for~ona1 Consideration.-

10, tlJdethodolo&v.-

. ..."WDesigning EvalUalions (GAOIPEIID-10.1A).

The·New Job Process, The GAO T.raining Institute Participant Mazwal,
Belease 3,Februar,y1,l996.

Asst:ssingCompJi8nce W'IthApplicable Laws and RepJa!iOJlS (GAO.OP-&.u).

.AssESsi"lIntemal Controls in Performance Audits{GAOIOP-&'U).

AWssing theRe1i8bilitl of Computer-Processed Dam (GAOtOPoI.u).

Other Publications

I" -',

e-l"U:'~lnil._MeaaI_...t .....~)
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.Appendix6.3.I:.Design
Summit'

Preparing for the Meeting

CoUaboratively-the team, issue area director or designee, and·upert
·stakeho1der&-reach agreement on the design mamx and projectpJm

Before the summit, the team providesall stakeholdezs with the pertinent
documentaticm,'wbich ~iIlclude

o
:ondueting the .Meeting

Documentingthe Meeting

·lIlee1ingP1I1PO'e,-,enda,and.1ength(pAL);
.Jisto~the stakeholdersandth~te1ephonenUlQbels;
• l'eQUestlette!', ocR meznos;8Dswezscojob'"'Bessmel1tqueStions, ad liS

~g8tic:)li:pJaI1;.. •..••••.•...••. '. .•.• •.. ..•• •......•......• ...• •••. ..•........ ..
• cti8ttC)ft!ae.clf!IlipIII8tr7:cIlUl ProjectpllD;
• dmftJJroduC:t deve!GPDlentand rmew(PDR) plan; .
• .any early drafts orseetions ofdrafts, foresample, the objec:ti'wts,scope,

admethodologyHdiOll;ad
.• draft ofthe commitment letter.

• 'nleissue areadin!dtor ordesipee reviews the PAL, assigns a recorder,
ad review, the job &sSeSSIlIent and risk mitigation plan.

• Stakeholders comment on the design matriX, including whether itnfledS
the dimensions ofquality and includes GAGAS requirements.

• Recorder notes the keypoirats mised, agree!nena; rached,8Ildrmsic:ms.
• At the end of the mee1ing; the recorder reviews the !nIjor dec:i$i.ons to

ensure. common 1Dlderstanding.ofthe job desiln.
• The issue area director approves project plan and updates the PDR plan.
• The issue area c:liree:tor and team consult with the division assistant

comptroUer general.or the director of planning and~and GAO top
m.anagezs, if the job is high lisle. .

• Completed designmam, initialed by stakeholders.
• Revised project plan, job assessment, risk mitigation plan, or PDR plBn.
• Draft of the commitrnentletter, ifused.
• Completed teamwork questionnaire.

I

I

I
t
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Section 6.4: Message Agfeell1.ent Gate

C)

PoliCy

What Is Rt!quired1:():Move
BeY09~the~~e'·.·.,.,·
AgreeInentGate? ' "

~! ,,'.: . "',',' '.: '_",:' :,,0' .. _ :'.,:.',,'.:'.' ',:' ',:_,'"

'. GAO'spOlieyistDtUnyanSwert¥job questions and, when appmpriate,
.rUchsupportableeonc1usions and.recommendatioDS. To do this, GAO uses
its',relevant ~0lUl.1,kn~ledgeand ensures that new data are
','e1BcientlY'eoDeetid'.nchmaljzed.

AftB the team co~to, undertaJdng the job, the tam coDec:tsthe data
aDd.ssembI.U.mtOrm8tion~for message agreement. The
t:eilftlftustlniib't.hetonowijac·.~bnstomowbeyond the message
'.~-'pt.e:' '>.

!:'?!~/::'

.MOnitor~CQllection~d~effoltS,inc1udiDgtheuse or(l) the
job desiln mai:rix and pro,;ectplm, and (2) GAO'S organizational
knowledge.

• BalCiaoPtionalD(i_fii Chec:k~eeting, ifnecessBl)'.
i "

o
• .Obtainstakeholder....ent on the product's mes,sage, usually dudng

the message agreement mee1ing... ,,- ,

• ,Revise the,plociact dmlapmentand review (PDR) plan, if necessary after
'1'ec:onsideriDgthe levele:tfriSk. '

The team should also ensure compWince with applicable,enera1ly
acceptedgovemmentauditibgstalidBrds (GAGAS), including confirming
thauhe steps for camp_ee, '8gn!edto at the design summit, have been
completed.

HowAreData
Collection and
~Ysis:Sfforts
MONtbred?'
Asking I{(!YQllestioPS ,. '

The team·monitors daracoBectionandanalysis efforts by asking key
questions about progress in implemenUng the design mamx and project
p!an.'lbepwpose ofCbism0nitoling is to e~thatjobque!itions 1Vill',~
answered--leadingto'findings,conclusions,aDdrecommendatio~
risk factors willbemiSigated. , ',

.As.j,obpro~,teamIl\~shouldconsider the following
4UeSUODS: .

• Is relevant GAo orpniZarioIlalknowledge (for e:rample,wol'kpapers and
daJ:a~) beinSusedapproplilltelYto milWnizethe buldenotcollec:ting
addmoDal.data?

e-.I"'fc:l••'I'r.c.Ilaz.IIaaal-~1111



.Using the I)esign Matrix
and Project Plan, .

Qaplerf..;-1'.IlIuIiII Ul'l N ......, ....
&lIc&MID''': ......._ ••-.& GMe .

. • .Areal1adclitionalciaraandbd~Ollbeingmade&vaiJable?IfDOt,must
GAOellforce _access authorit1?

•.Do;thedlltp~cI~t!IlCe"'_ed meet GAO'S standards of
COJiipetenee, relevance, and suflcienCY! (See cb. 8.1, -CaDectiDg

Eviden~'

.~d,,;~;:~~~:tuni~mthe~.~~
~.~~~fIS,~.~und~e,.~), ..
nlevant,accurate,8IlCI~ reviewed? (Formare illfomaadOD,
Recb.l1,-w~, .

.Bawl~iaC:O_~inthedara oriDformadon been nsolftd?

• .Ifdata and informationare not readily available, are altemative data
.. co1ledion~es ferr,,~?Wbltcbanges may be nee my in1:he
design matrix orprOjectplan,.inc1uding modifying the job.questions,
~'lIlethodolOlY,orkeylIIilestonedates?

• Me.. the e1.. e.m....ents..... ora. fin.ding-eo.•.... ·ndition, c:riteria,.• '.. cause, an.,.d etfect-b (.. "'''",'\
identifiedanddeve1oped·:tothe a:tentappropdar.eto answer the job ..
quesli~?(See~9.1,~uresfor~opingFindinp,Conclusicms,
RecommendaaiOllS, and Matters for Congressional Considepmon.") .

..AretheemergiDgconclusicmsandnc:ommendations consistent with the
evideD.~1eSJ)OIIIiveto job questions, c:onstruetive, and convincing?

• Is the work progressing on schedule? What is the elapsed time to date, the
.cost to date, .and the time estimate .for..colllpletion?(See the desaiption of
the.projeet planmile. 6.0.)

~ughoutthe job,thetealnco11ectsand analyzes IJf)tll"listiftC
laaowlqe and .new.data thatWill allow the job questions iIlth,d~1D .
matrix to be answered in a timely manner. To do this, the teAm tis. the
datgr&.fI&CItriz tmtlJ1rf1iet:t 1JID.ft.. asdyncmdc'~ ~ act to
tr&CmGge thejob.FOr·eDmple,thed~ maaixshould heCb8ltled
promptly ifplannea work will not8nswer the job questions or is mare
eDensive tbannecessary.

When deviatio~ fnmtthe I'ro.ic!ctplan occur, dte team (in coJ1aboraticm
with the issue area cliftetor or desipee and affected stakeholdem) shoIIllc

.....u.a
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cliscusswa)'storespondto,aDd recover frV~t.heevelltsorc:ilcliRstances
tbatme C8'!siDgproblems. TotheeztentposSibl~i,1:be tealUshoaidmake
modific:ID0D5tbatwmlltaYwidIin the original time and cost esUmata
"Ihe projectP1alllboQ1d:beapdatecl to reflect significant modificaDOlIS.

o

WhatIs the Optional
M~~Check
Meetitlg?

The optional'lIleSsi,ejcheCkmeetiDgis held between the design summit
andth~message~entm~toeDSmetbatthejcJb isODr.argetllld
~lea.&l·~;~~.Dl~ FlQm~ons 1rithth~tAIIlon.
,'thepri)greaoft1'le'job;:dle~8rea directDror,df!Signee.decidesifD
optionallllessage checkllleetiDI sho111dbehe1d. An optionalmfSSlle
check'IIl~.advis&ble,menajobhassignifiClllltdluaca11ectiOn, '
i»roblemsoris'lJiIhriSk,complex, orcost1y.Such a meedngshouldtake
,p1ace,ead)r enOUlhinthejOb so 85 to allow time for any a4juStmems to the
clesip IlllllZizllUlprojectplaD.

"At'the ap1'ioDalmessage check meeting, stakeholders conmm orsuaeit
c:banges to ensure that

.- ... -.".: .. ",:. " .., ...',.... ':

•ithejob questiODSlndjobdesijriare well matdted"

• ,amessqe~ iMdngdevelopedtblt wm zespond to the job queslions, and

'Wh~the.~djDgshavebeengenerally ,developed, the team, issue area
directDrgr desipee,.-nd:other-.akehold~ agree on the product's

,·"~~(~.a~~tinI)"btJ~ the draft is 'completed and
disait;)11ted.for~ew'.Th~sta,keholderscheck that the evidence and
potentialm~,including c:Onclusionsandrecommendations, are
CC)~'~~o'~~.()r~c:lence.(App.,,~4-I;1contaiDsgui~c:e

()~P~"COl\9~e:tiIIg,'.~.'c:l~~,~~!'~fiinI.;cs.!':~t~,~
~Ouldllttell~:F()J;lI4c1iti.()~'~clanceoncondue:tin$Dlessllle.8Il'!t!Il\ent
~ee~.Me5!aJe'COlUerenceS:AGuide to Jmproving Product Quality
md TimelinesslGAO/OP43.1).) " '~

(~app.~.4oIforguidanceonpreparing, conducting, and documenting
,'.,~optiona1messagec:heckmeetiDg, as well as dedding who should

," attend.) .

What IstheM~ag~
AgreemeIltM:eef.mi13

....'I.U

[
I
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Recording Message
.·AgreementDecisions

Updating the·PDRPlan

Complying Wi1;h GAGAS

,......agreemeJitdec:isiOllS, usually.made at a meeting, must be
,ftCODiecl'tominilaize,thecbance ofsubsequent misundeEStaDdiDgs.
.Ccmsequ~, the team shouldprepare and distribute to stakeholclema
memanaadum(wlIDotberdocmnent) desc:ribillg the follcnril1l:

...... ,'.:: ..., _,,"'-:":"',"

,'.' . :"-"'''' ""'';'''''',1,·' ;~-;r7'it:?'f.~3P<~,~..{:-,':,:::,~";ft·:/,:'::::','~~ix~:·

.cclec:isi_~m~eclinthe PDR p1IIl, COIlcemiDg~
.......... productdeJiv'ely dates, IIDdproduetprepanadoJ(aadzevi.ew.

The.team.lbouldupdate thePDRplal1, either confiDniDg orrevisiDI11,;.)
IIPPropliare.Ez.amplesofrevisions to the plan include dlaDges ill the
ezpectedprociuet1lPe(for.aample,c:b.Inging the producUrum aletter to
a chapterrepmt)8Ild the degree or timillBofeditiDg. 1bis PDRpJm is
ret1IiDecUnthe worlcpaperS." ",

/Je M7ieIDoptiDft;iS.~ that ,.iNS1M IISNtcmt
c:ompt7'Dllergmeral'sc:ot'lCllf'P'lmCe,tM .issue eNG tliNCtDrordesignee
6hDultJ./t1r'&rI=IIuJPDR plIm,.' with. e briIdc:owrftDle e:zpl4iftiftg 1M
naitmGlejtWtMdaoice,ltJtMdiNitm~. Other material
deemedappropriate .'. such8Sacopy of the job uselsment form,
indic:aring the job's risk level-may be attached to the PDR plan. Direct
communicarion between the issue areadireetorand the divisionIlUIIUIIS'S
mayalsobeusefuL'1be assistant compaonel'pnerai indicates.
concumncewithtbeissue..dilector's.seledion byinjalljng the
reviewop1ion onthePDRplalL The team should also share the colDpleteet
PDRplan with allsrakeho1ders.

. . ;.;-,', .
.:;~;.

At message agreement. the team and the issue area director or designee
shOdld (l)rmsitappliCllbleGAGAS.and (2) confirm the steps included in
the jobdesip toeDSUIe~liancewith the requirements for U!eSSiDg
management ormt.emal.c:omro1s~ data reliabDity. Itis important to

, /j
"-IhI'd"~,,,ulI..IIaaaI-""L _1~
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c:onsiderthe,eireI\t·orcompJianee, becausetbis infOnnaliOD will be
cIisclOHClin.theproduCt;

". "V~

'1brougbout thejob,'tIae.t.elllicommUDieatesjob statUs, especially nuuar
cbanges,with,other~" • .hoJdm;, iDcludiDg division and tapJlUllUllelS,
and the requester. The team should meet with the requester,asagreedto
inthecommianentletter"Bat,eaution and disc:retion m1l$t be used in
clifenssingj~b"""f:spec:ia.Jb'a tentaive message,Witbthe,requ~•

.'l1IiSis~.d.UiOlUl1dataand evidenee,obtaineddvriDl the job,~
I_Up.le..... D.atofeadier evidence, resultirlgin a c:hangeintbe
m~'

'1be~shou1d avoid~IIIIqJlises·t'ortJlerequest.er1lbo1ltjob....The
nquester.m.bekeptjnf~edabOutc:ircumstmees c,usiDBsipmcaat
c:banIesinjobquesti~1COpe, orUJniIIg. .

'Ibenquesterfor coqressicmally requested or mandated jobs, or the
'''';israntcomptroJlergeMralfor BLR jobs, expects the product to be
.~ onorbeforethedar.e~to.at the job design-commitment
gBr.e.Sipifi~cbanges,h~,mayocCUl' when the requester asks for
changes in job scope,additional audit data notccmnd in the jobdesign, a
red.irection·ofGAOnaouteesr.o a higher priolityjob,ora later delivery
date bec:auIe Qf..speci8l circmnstanees sueb as a congressional recess. If
the reque$terasks for,asipificant c:hange such as these that leads to a .
delay

• of30 or more calendar days, the te8m prepares an amendment tcithe
commianent leuer or

~~~gEX,Pec;tations.for
.In-'1im~De1ivery·....

HowI)oes1:heTeam
,ComIriunicateJob
Status?

o

• ofless than 3Odays,the tarnprepares a memorandwntp o.CR from the
isSue area cIirectOr and approved Of the direetor ofplaimingand reporting,
indicating the reYisedde1ive!y date.

.. '," . "'."'" ....... '.'..,

Similarly, ifthen!CIu~asks for a c:bange to a hearing date, the team
J)RP8r'eSa memorandum to .OCR from the issue area direetor or designee.

When a delay is caused for the reasons described above and documented
accordingly,mee~thermsectagreed-on delive!y date will be
considered an on-tirne delivery:""whieb is one of GAO'S performance
measures (see sees. 6.0 md6.7).

.... 'AoI ~'PoJfd""'III' ......._ ............



What Process
Measures Does,the
Team Use?

Related Materials

Other'Chapters in ,This
Manual

ForBLRjobstbatCbepssjstmrtC01'DptlOuergeDeralprO'POHSsipiBcent
,c:hengestoO"leedillgtOa'delayinCbe ,egreeckm,deliftly dete,the team
prepares a memorandum too the pssjstant comptroller generel from the_e..em.:tar,clqcmJl~the~~~,~~4~

,der.e.Jfthepzoduetis~bythis~_,~wiIl~,~end
,,' aD OIHime,cIeliftr)'. i;

,JnthennnaciDi_cewhen the teem 8Idicipet.esaclela)'~~"
.-s-onde1ive17 date farnascms otherdum those descdbedaboft, the
t.am1lhoald:discuI$this with the ncmester' or the, pssjstaDtcomptZ'ODer
lenem1and'documeDtthis.nvised .,cIeIiver.Y dete. DeliveriDIthe product by ,
dais nMsed datedoa ftCJtqaalityllS lID OIHime cIeIiftI7.

'1beteammayaset'WO qaesticmneires. proceSs meesures before moviDg
be1oud:themessege epeemeIIt pte.'The teamworkquesti~,which
measures the level ofteemwork, 'me,be Oed oat by teem membezs-.d

,.proyided too the assistent cIiNct.or. The stekeho1der,qllfSiOJlDlire,which
meesmathelenlofsrakeh01derpertidpetiOnlllldegreSne.atacbieftd.

may,' be, Oed oat,'by:Itakeh",'"' ",oldtrs lID,dProvided.".toOdIe_stant direc:ta, \("'\
1'he:essjstpntdirectormay;sbere theseftSUltswith the issueerea direc:a. '-'
mcIdivisionDl8ll8lers. (Seeapp. 6.0lXand6.0.x for the questiOlllUlires.)

In addition, the team should use the Director Menegement 1nf0000000on
S)'Stem (DMIS)to 1Z'aCkprogressin meeting its intemal sc:hedulefor
moving beyondthe,messqe qreement pte.

4.0' -Standards-Poli S ' .., , ,',' ,', cy ummezy

8.1, -Collecdng Evidence.-

9.1, -Procedures for Deve10piDg Findings, Conclusions, Recommendadoas,
and Matters for Congressione1 Consideration.-

11, -vt'0I'kpapers.-

13.0, ,-Supervision-Policy Summazy.-
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APpendix 6.4.1:
,.Optional'Message
Cheek

Preparing for the Meeting

Conduetingthe Meeting

CoJI.tt.o!itively-Che team, issue area cIirector ordesipee, amd ezpert
stakeholdezs.-..asure that the job is ontergetandwill.eadtoa
meaDiDgfulllld repmtable message. '

BefOre u.emeeang, the 'team prvvidesall stekeholdelS with perIineDt
dOC1Dllentation, which may include '

.meetillgpmpose, 8IeIlda,lIIldlqth (pAL),
• job 81M'SlO--lisle mitigationplan,
• design IIUIIZix,
• pro~pJan,
• ,commitment letter,
• 'product development end review (PDR) plan, and
• "draltmereriaJs, iIlcludiDg a proposed messag~

'Ibis optional meeting is conducted so as to reach the meeting goals. The
foBowmg 8lesuggested steps:

• lssue'8lelutireetor ordesignee reviews the PAL. assipsarecorder, and
reviews the job'assessmentand lisle mitigetionplan.

• Stekeholden;provide comments on the match betweenjob questions,
design, data c:oJlection,and possible message.

• Stakeholdersrmewmd update the PDRpJan.
• Recorder notes the keyPOints raised, agreements reached, and revisions.

'. To ensure common 1Dlderstanding oldie possiblem~e and necessazy
acijuslments, the ncorder reviews the DUVor decisions. '

Documenting the Meeting, • Updar.edPDR plan, for example, the kind ofdraft materials needed for the
message agreement meeting.



o

o

Appendix 6.4.n:
Message Agreement
Meeting

Preparing for 1;Jle Meeting

~nduetirig the Meeting

CoUaborarmly-tbe team, issue area director or designee, and ezpm
stakeholders-reachagreement on an.appropdate message, supported by
evidence. Forparticu1ady sensitive or complexjobs, dmsion IIUID8IeES
may also choose to participate.

At least 1week{when possible) before the mee!ing, the teampmvides all
srakeholden with pertinent docmnentation, wbich may include

• meetillgpUIpOSe, Blenda, and length (pAL),
·commiImel\tleuer,
· JOb"""'.
• design ma=,
• ···PIO.;ectplan,
• dzdPDRplan, and .
• ..draft materiaIs,includillg proposed message, that stakeholden haft rad

and commented OIL

• Issue area director or designee reviews the PAL, assigns a rec:cmler, and
reviews the job assessment and risk mitigation plan.

• 8rakeholders·provide comments on·tbe message, including whether it
Jdects the quality dimensions and required GAGAS.

• 8rakeholden review and·update the PDRplan and projectplan.
• Recorder notes the key points raised,agreementsreached, and needed

revisiODSo
• To·ensure common understanding, the recorder reviews the In8jor

decisions mived at.

Documenting the Meeting • Memcnndum documenting (1) stakeholder agreements on the messaie
and support, (2) any lD8jor areas of disagreement and proposed resolution,
and (3) writing assignments and other PDR decisioDSo

• Updated PDR plan and any other revised documents;
• Completed teamwork questionnaire.
• Completedstakeholder-agreement questionnaire.
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Ch!prer~PIamdn,and ManaBinS Jobs

Section 6.5: Issue Area Approval Gate

()

Policy GAO,PoIicyis. the issue...develops a tugta.quaJity draft that answers
··the.;obquesUODSlIDdmeets tJledimensions ofquality, generally accepted
govemment~8Ilditillgstalldai'cls(GAGAS),md other GAO reportiDg

..requirements.

,.: ...... :'.... -'-

(:;;~:" ';',,:. >'.:':'~ ", ..;:,,'.,,':';>. ~., ,,'

..~tJleteam C)btaiDs~eu.tanthe message, the team must fiDisb the
.... ,·,.lo1lC)wirlg8CtiC)~te»,mcrpe ..~,the issue areaapproval pte:

'",1(, .

.·~sralceho14er~OIldledraftmd agree OnDsequent
~es.. "", . ><".;\' ..: .,'i,

~~":'I'\~i;;):/'.';' ',., '-, .

·,·llcIlda~~""jf_ln."te»resolve comments. .

o
HowL)oestheTeam
Produeea .
Hig1l-Q~tY'iDnJ.ft?

,',",-;

• Make addi1ionBl c:bIngestothe~ ifnecessary.

..'1'J;le~e.~';;_tt;draftandp8SSesit.OIl foricliVislcm
.' ·~"hich~fo1l~b)'~review .

.;',': .> ...." .. ",.' '
;-,'-"'"'"".',/.";,...,,-;,,,,,':./-, ""

,"'1.''<','[ ",' ',"".',

···•. 4bi~lJIu~~~ns_ •.Cb~ •• team,issue area.directDror designee,
. ~Pt.l\eJ'~~~~~~apeementonthejob queslions,
ll)et!'Od,()}p&y,~P,.·"'essace, including recommendations. To
prodUC;e.dl1Ilts.~e~·~.~cient1y, the team and other stakeholders
~ol.1ld"orlc~~.'1lle,fQ1lowing practices may help the team
~q~a~ty.~...•.

.. ··Cle1lrfy de1iDeindi\.ridualte;i~

• Qead)rid~~~~e!~' including the giving and receiving
. offeedback. .. ''';.> .'

.' ~thetAsk$for~and~thedraft. Foreumple, when
producing III early draft, the team should focus on tDh4t isbeiDg written,
not how itis1!fitten.Once tlle early drafti!;~~uced,t1let.eal;Ush"uld
fC)CUS.·on·~··the·~lIe;·II1I?qal~'C;on9se,.~'#,.~~
mdnontee:hnicaL· .... , -·'7' '''''if';'';''" )·.:,,,,·.•:;c ';C" " '. . .

i

I
:."':'" ': ,'~- : -', , ':, .. , ... " '.

,.', .-:. :'.,: .,;\,:':.>";,:'~:_,':

o ~.hUa""'leI4....1IaaaI-""I._UM



Indexing and.Referendng

What Is COI\CUITeht
Stakeholder Review?

-To ensare that a:pedationsforthe productare~met, sbarelleCticms
-of'eady.dzafta.,Stakeholderswhoreviewthe draft should gift feedback
.that is.·appropDIt.e·t,o.the·dra1t ltIIe fizst draftftISUSbal draft;.

J

- Keep in mind that tbedra1t needs to CODf011ll to GAO's commaniC8tiODS
policy. {See tbePloduetBeview Chec:klistintheCommUllicatipns'ft4amIa1
(CM),pp.12.13-16t.o12.13-23.~teammay._thisc:hec:ktist as aclUick
nviewbefon dmftiDgbegins, an easy reference whenl'ftiliD& and _
_ eS5lnenttool far earlY drafts.) .'

The team is encouzaged to asetecbnology and coDabondon to efficiently
developtbeclraft.For esample, when IIPPropriate, comments may be
pruvicledmautomlted foilll (foraample,usiIIg Word Perfect features
such as red letter, document compare, andc:omment) and stuncl 'ria the
Loca1.AreaNetWork (LAN). GAO'S Data CoDectiOlland Analysis (DCA)
1IP.P1icati0ll antmIIltes and orpnizes workpapers used throughout the job
p~

Indexingand referencmg are impOrtant quality assurance steps. DeCIU /./''\
,thetiDaldraftBhouldbetildexed,theteammayapeditetheprocess b.) 'II'
indexing the draft as it is prepared. Referenc:ing usually stanswhile the
draft. is beiDg reviewed b1 stakeho1~itisasua1l1completed beforedle
teaIIlmovesbe)'olld theitsaelftailPproval pte. FWl refezeftcing is
preferrecUorIIIproduets;mnD'e cases when such referenciJlgis
impladical,the.iBIe IftadirectDrmay decide on seledivereferencing.1D
aD cases, theissuelll'ea dftc:tormustensure the accuracy and Adequacy
oftheinfonnalionpresented. 'nlereferencing option selected
(documented on the PDR plan) should be indicated to the sipler of the
product (see CI4, c:h. 12.13,.~ Product QuaIity").

To efliciently index and refeI'eDce the product, the team may use GAO'S
indexing and merenc:ing system Oil the LAN. 'Ibis on-line system
(1) provides unifonnity and (2) makes indezing and referencmg eaSier and
faster. (For instructions, &eeGAO's·Guide to On-lineJndexing and
Referencmgfor W"mdows,· GAOm Guide No. 1-95, May 1995.)

Conc:Qrrentstakeholdernmew expedites the jobprocess because apert
stakeholders review and comment on.the dIaftat the same time rather
than sequentially. In concurrent review, the issue area director or

....I.W



n\,
desipee;'iii c:onsu1tation.withthe team, determines when the draft is
"rUdy for miew.

'!be issueareadim:tor,ordesipee may also ask that division JIUIIUIIefS
nview'tbedatt'~is,atthe same time 85 apertst8keho1dm.

'., nus;optionllul)tfac:i1jtatePft)duC:inga'bigtl-quaIIty draft, .espec:iIUywhell
the draft issensi1ive,controversial, or tJmecdtical.

,. ' ;;,,,,It .~'';F'7,':)< ,,;, "~:",,~,- ... ,,,;.:~ "". "

~qre,~release,thenquirement for review'bythe .omce ..of
General Counsel (OGC) and Otherdecteddivisions ancloflices is beSt met
.~~!l.tbm~.~~~olcient·~S~~~·~~··tjle.~,.~

.•·t.h§·'~"9~~Q1cieES,theteamshould(1)~dtllellrthe"drIItt,tri#&a
·GAOf9rm;~.,:(~RepoztClearan~.~m:~"),.~),,~·~
~~froJll.~.CNicJdy. possible,"d(3)'in,Clude the ....ed·
"GAOf~124~~~(1Iee Cld, ch. 12.13). .

The team sheM,J1d~ .. stakeholdelS sufficient time to read and
CODStr,I1eti~.~.;oJ:lt.he'draft..This time.maybe up to a week, .

, d~~~t;h~,l~and,.complexity of the draft and the time
, ~ofthej9i;)·

R.~ol~g·Conunents
',-,"" .,,' .',.

Af,the~~c:o~~;itshouldanalyze and resolve them as
quiclcly.~l~If.thedraftbas already been referenced, the team' can
also~ those comments. Ifsome comments8l'e unClear, dimcult, or
conflicang, tiae teaIn mo.ulddiscuss tttem d.irect1y1Vith~
~olci~Jn~~, theCOmnlentseall be ~~f.brQ~:II1Ic::h
discnsci9IL .

To efliciently resolvecollUl\ent5, especia1Iy when the co~CODfIict
with.one another, the teamrnayhold.areviewsummitwith'theteam,1Ssue
area director or designee, and otherstakeholders partic:ipaaing. 'lbe issUe
area director, in consultation with the team, decides whether a review

......101 ea-.lPo"d-'hlc 111......... - ............



When Is. ISsUe.Area
DirectorApproval
Given?

What Process
Measure Does the
Team Use?

c:II.apMr t-r..........·Y·.·...,".
8lIcdaD 101: J.peAl-.£pPiO'" Gate

/)

.~is needecL·CSeeapp. 6.5.1 for guidance on preparing, condud:il1&
ad documenting the~)

'DIe issue..dIrectorordesignee should manage the summitand work
with the tam muI,otherstikeholders to (1) adhere to the agenda, (2) keep

'theDaeetinl,focused,and (3llesolve conflicting comments.

At the conclusion oftheSUllU'llit,the team shou).d haft either (1) a NVised
draft thatc:a be,approveclbythe issue mea dnctor or (2).cle.
qreemeDt-cxwstakehOlders on the cblnges needed to produce a
revisedclrd.'Dae isSue....dileetorshould sr.nv. t.omive. qNeIIleDt
;admay'decideto meetapinwidl the lltakrholdezstD resolveay
ft!III8iIIiDg.iIsues.

MrI!rcommeatsbavebeennsolved-with orwithout areview
~the,duUageshllvebeen inc:orponted in the dmA, stakeholder'
concurrence must be documented, such as by haviDg stakeho1delS iDi1W
the drd.1hedmft..toshouldbe retained in the wOrkpapezs.

'DIeisscie~cIirectD;~Ouldgive approval when. or sheissWfiea r;;;;
·tJuIt the tam has pnpared ahigboquality cbft that answers the job
questions, meetsaD the dimensions ofquality andGAGAS and other GAO
repoIting nquirements,and is ready for external· review. (See cb. 2, -Basic
GAO Objectives,· and cb. 4, -standards.'")

To reaehthispojnt,the team inCOlpOrates any agreed-on changes from the
review IADIUIIit, ifheld, in the drd. Once 1ina1 changes are made and the
draft is referencid, the iSsue area director shouldapprove the draft for the
type of division review identified by the product developmentad review
(PDR)plan. When-theciraft is sent for division review, anysrakel\older
diffennces Should be noted. 'lbedraft agreed to bY stakehOlders and the
issue area.direc:tOr should.be retained. in the worlcpapers.

1hetam should use the Director Management Information System
(DMIS) to tnLck progresS inmeeDng its intemal schedule for moviDg
beyond the issue area approval gate.



2, -sase GAO Objectives.·
;t~; )"

4;"-stIIii~·,\
~';..,' ,.,

o

ChaPterS·jn··the
Communications Manual

Other Publieati.ons

1AOFonns

-Guide to On-Jine Indexmgand Referencing for Windows· (GAOn1 Guide
No. I..e5, May 1995). .
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Appendix 6.5.1:
Review.Summit

P1'eparing for the Meeting

Conducting the Meeting

CollaboraDvely-tbe team; issue area~c»rdesignee,8Ddapert
stakeholdersresolft'orreconcileoutstanctiDgcomments on a draft,
espec:iaDy when comments conflict with one another.

Up to 1week bef. themeermc. the team pmvides &Cakeholdms with a
copy oftbeJatest ctid.

At.l.l~cbt!forethemeetiDg, the team pmvicIes Itakeholderswidl the

.meeciDlp~.,~~lqth;
• list ofthe issUes tb8t need resolution; and
• revised draft, ifpossible, which incalporatesay c:tumses based OIl

commeDtS.

e-l...'d.,....I..........-...,.....~



o
p·······Ii··~·············O.C'f GAO poIicyistoeamthat'drafts are high in quality before releasing them

torutenUl1comm_ UsUaUyby an agency.

··WhatIsR~to·Move· ...••AIJ2r.........._.'..' ..•... 'ara.ap.'.. rmMlOfthe!draft, the team must finish the fonoWiDg
·seyond.1:tte~el'lCy.·· '···lcuemsCOinovebe)oDdthe,.,ency c:ommems pre:
'''~:'':''e.····~h •.·G·····.~;f..6'>. ,.,.. ../.
\oAI1LUlIn.., AM;.>Obtaintiledivision~'nviewandapprQVIJofthedrd: for extemII

·,:ft!!iew..·(sm:n.'CImfts..,aisonqairetbe approvaJ.of the .Comptmller
~aat.thtf'Pl:iic:iPilAsSistar¢Comptro1ler' General, or the Assistut '
ComptrollerGellerl1for PWming and ReportiDg.)

~the_cythe'OppoltlUdtytD comment, either CDDiorili"'iliill, OIl
the draft. ' .

o
How Are DiViSion ". '
1eview andAppr()~
Jbtained?

options.for.'Division-Level
Review

Option 1

Option 2

To obtlindivisioh',nview8lldapproval. the team follows its
."dmsionospecilic~diOl1SlWl1ich include general GAo-wide guidance for

(1) obt.1lining thenecessarydivision-level reviews, (2)prepariDg the
documents for IIlC:hnviews;·1nd (3) expediti.ously resolving review
,COIIUIlenrS so -coobtain appmval.

'lbec:oznp1aitYand·BeilSitiYitYOfthejob; as well as otherriskfacton.
detenninewbichone'oft1\efourreview options, desc:ribedbelow, is
qreecito by the issue area director or designee, the.team, and division

'1IUID.8gel5 (the directorforplanDing and nporting(p&R) and the assistaDt
• c:omptroller,seneral{ACG»;''Ibis agreement isdo<:umented on the product
developmentand review (POR) pllln,which isusuallyp~beforethe

.. teamDlLmtS beyond thejQb desip-c:ommUment pte. 'nae PDB'J)lanis ' '
.nviseci,i!,DeC:essarytand~ before the.teammoVes.biJQndtht'
mfiSSlgeqreemempr,e. ..

A division'5 report reviewer, the directDr for P&:R,and theACGreriew the
draft either concurrently or sequentially, as agreed to by the issue area '
director or designee and divisi()n managers.
',." . ',', ....... : ..,." '.'/.",',-;','.

1beciireCtor'totP&:R,theACG, orboth revieW the draft. '!be draft is not
~~~,i:)yal:t!,PO~revit!~~. 7}&eAQi must 'coracurwith this op&icm.

I',I'·C'"''

\beils,ueattuJ..·~Ol'd~ reviews and approves the cIrd. After
~ 8IlinfQDllation ~y,iS provided to the director for PH or IJ:lJ,

....U.l



Option"

Documents for
Division-Leve1Review

Resolution of
Division-Level Review
Comments

as~draftis'preparedJorp~uetion and issuIDe:e:>UDder thisopaon, the
,clinetarforPU~~may1'eViewthedraftbut will rarely IIUIke
comments.· 77&e ACG must cxmcr&r with. th.is opticm.

".,~.:.;.;~'./.:,. <..... .. i'·:':i ," ,., ,

Theissue"~CIr~eliPeePrupoies8ll~~,which
.'-CObythe.AQG'ClrdaeclireetorforPu.'1bis~.•~
division reviewrequiremeDts could include, foreprnple,(ll ••~of
.esec:utiYeaQDlllUll7'J;8tbertbanan entire did, or(2)anviewby a cold
Jader,.8Q~IIS,aIl'."'SSOfi·.diIector who is nota stakeholder, nther than
thedirec:torfor,UorAQG.7lMACGtmCSt «mt:Ur1l1ithth.is option.

InprepanIIionfordivisiOll review, the team should assemble the followiDg
documents:

"aleferen~.drevisecldraft,m~COIIIIIleDtsc»fdae .
ltair.ehalclerspartic:iPBliDlmecmcurmitreview,thltbBsbeenappmved
by tbeissuearea clirectarfor atemal review, 1ID.d" .

•• a~.pacbge'ttultccmtaills pertinent congressiOQAt~e:tmm
,·;the'requestlet:ter;:the collllllitmentletter;a'listofstakehold~ who·.

reviewed the ciraft; ttae GAO forms 124, -DraftI1i1na1 Report Clem:ance
Statelnent,~&ipedby npresental:ives ofthe C>mceofGeneral~
(OGC)IIIldother atfec:i:edidivisioDS or oflces thltmllotlt8keholdeDi'
aDdthe.latestjob.ltItus.form.'i

'-'- .,' • ',::.' -. -'~,.~. ,',' :..'<: ',: ",':-<

Thet.eam shoald,.inac:cordancewith the PDR plan, Iwwanl these
dOCUlnents·tothediyisionJNllUllers for review.

:",,',',':

The division-spec:Uic.instruetions vazybut may include the foUowiDg
aclions.toapedite the resolution ofcomments:

linnft.~when refeftllCilll ,.beeII ClllIIlI*ad. ttlbaulclbe"~
WiIb cIIviIicm mieWudcoatpl.ed cIIldtis....... forGr8llal..... .

'As~~~ie*d:...~'1ftieW ud MOlutioft<_lie. 6.&), omceofo-.!
ea.DeI(OGC). ocheralfee:a.dcli'vilicll\saNI.c...bould be iIId1IdIIld. . •
• bb '11_ lXIIldul:Iia(_NViewI,....,..Cheir~ud~ wilblbedld.Jt
tbefclid 1ICIC· tbe·CIra!t dmiIlC ClUDCIli*W4 akMolclerlW¥ieWud.-ol....dle11bouid 40_
..., · tbe GAO.1anilI2lTbe GAO Ianil 124...,aIIobe-.d tID fuImllbe
~ to doclIIMillOGCaad OCherdec:&ed diViIioiIJud omc.CllIIII:lImilIlan dada...
..., (See C'4naaP1Di 1lIaIaal (eM), ch. 12.13,-r.-iItI Producl QuaIIIJ.,

......w
. /')'"
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o ·owAre Agency
\.iOmments Obtained?

.•••·.·~1:O.t.'ISO"Nlle ..e.periOd·forftrsQlaUoD·IJf'c:mrun..It········
ctivilianllPJ)lOVll_ Dot:,.been Obtained.

AtterComlnentsare~the division appl"CWeS the draft; for atema1
MView.·~...C1.dotheraffectecl parties are then provided an
opportuDity to comment on this draft.

~team,._t1uIttheagencyor otherpartjes affected provide
comments on the draft; orally or in W'riting.·Agency.comments help ensure .
thattIle~i$"C9l1lplete and..ob~as ..posIlible..For_lazieDumber'
ofdrd.s, cm# comments are an e1fediVemeazas ofrecl~ u.e.Cimeit
takes to obtain and address agency comments:in thedr8ft.Written .
c:omments, however, are usuaIlyappropriat.e when the issuesarelellSi1ive
orcontroVerSial,whenldlrdfi~disagremeDt~or~··~.i$
makingwide-tlDgingrecommencW:ions tD'tbe agency head or the
Congress.

'!be issue area directorprovides the head of the.agency with the draft; and
atransmittaHetter, requesting either (1) a meetmgtoobtain~ agenCY ~.ic.
comments or (2)Wriuen a,ency commentsbY~~ed.date, DOt to ~

:X'z~ral30days.('Ibe~ch.~l~,PlOVl
th
• ·des~lshetr8DSmil:talul·.d~....!~ ~..

nllCllocommentsareappropl'iate, e meeting .... 0 ~<;&---.7- f
place within 2weeksofrhe date of the tDnsmitaalletter.The isSUe ana l~

::::r==-~=:~== •
qency'so~commentsareaceuntelyreeordecL1berefCft, theteain .
should doc:ument theSe comments and obtain agency agreement.' (AM' ~.

discussion ofthe pollcy and proced~as tD agency comments is I
contamedin the eM, ch.12.1l, ~AgencyComments.") '\

-\," '.
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Communicating With the
Requester

What.Process
M~Doesthe
Team Use?

1'hereamusuallynoUfies thenquesterthat agency commentsare being
'lOughtIfaslce¢theteam'.mayprcMd.e the requester with the dratt at the
same time it is provided to the agency for comments. 'Dae draft to the
requestershould be accompani~ by a 1r8DSIIIittI11euersigned by the

·.· ...area director,poiJIdIlgoattbat the draft is IUbjectto cbaIlge and
must be lIfeparded Iptnstimprvper disclosure.

Bereftmoving beyond the.,.cy.CODIDlents pte, the teRm uses one
process meuare: the. cWference, in days, between the elate the draftis
ilPPlove4bY theilsue~andthe elate the draft is lent to the .,encyfar
CODlIIlIlltlS."11Iismeasul'eeaables the team to tmek its apelience ill
meeting GAO'S established goal of14 daYs.(on average). once the drift his
bet!IllppIOMby theill!llie..director. for ,e1:tingthe draft.to the
agency for COIIIIIleDt.

In Iddition,the team should use the DUeetor Management JnfOl'DlltiOll
System.(DMIS)to1Iadcprognss inmee1iDlitsinteml18Cbedule for
moving'beyondthe ateIley coDunent5 pte.

Other ChapterS in This
Manual .

ChapteI's in the
Communications Manual

GAOFOImS

2, .-a8sic·GAO objedives."

4, "'Standards."

12.3, "Auditand Evaluation Produets."

12.11. -Alene)" ConuneI¢L"

12.13, "'Ensuzing Produet.Quality."

124,~Report Clearance Statement."



Section 6.7: Product Issuance Gate
. C!ulpter 6-Planning8lld ManasD!S Jobs

()

PoliCl. 'CW)policyiSt.o~ thatItissuance '(1}produetsiDclude agency
'CODUDentsw~provi4~. (2)processing and disQibution are etJicient,
and (3)'appropftate follow-up actions are plaDned.

\V&tIsRequiredtOMove
Beyond the ProduCt
Issuance Gate?

.·~.~e'III~•.s~;~otherexwn8lpaideSatfecteclr.are'~
tht~tQ;90~entcm the draft, the team must finish tilt'··'
.fqU~".t.om~belondthe~uetissuancept.e:

!~~,~_ifPl'O\'ided,in the draft and obtain
·~()1cler..~cmfinalc:baDges.

o

.. ",; ':"." :', ",.,'1-' "<j.~~':-

Ob~tinalreview.sby~~e.8Ieadirectorand division llUlDagerSand
prepare the fiDal,lIPPl'OftC1.draft for issuance. (Before issuance, .BODle
,~uets lII8lalsol"!qUft.·review by the Comptroller GeneraLdae
PiinciJ»8lA~ComptroJler General, or the Assjsrant Compaoller
GeneIlIl for.p1aJJni",and~)

• .Jss,IIe theprodue:t.

A1tbOughpolt-issuan~aCI;ions take place after the job is finished, plaDs
. for thesce,acQODS are developed when the Procluet is issued.

How Are Agency····
Conunents
Incorporated Into
Drafts?

Wbencolrun~atj·~·.eitheroral or~thetA!lUn8lSt
ev;al~~e~ents.'1'heteain then incorporates them in the fiDa1
produCt, (1) Stating that a draft was provided for agency review and ".
inclic:ating1rilether;the.agency agreed with the facts, conclusio~,md
recommendations, and .(2) not overgeneralizing agency positions. The
agellCYCODalll~shou1dalso·be retained in the worlcpapers. (See
CommUDialtiOns Manual (cM),ch. 12.11. "Agency Comment.s.")

Qnce the alellcy cCmunenrs are incorporated, the team obtains and
documents stakeholder agreement on changes resulting from these
commentL The ()!5ceofGeneral Counsel (OGC), as well as other ~eeted
divisions and offieesthat are not included as stakeholders, should alsO
mie1V the !iDal draft~ ..&ignthe GAO fann 124•.•Draft/Fina1 Report
Clearaztte St.atementW(seeClt1, ch. 12.13. "'Ensuring Product QuaIity"). The
team.may QPedite.the Proces$ by using the stepS foUowed earlier in
con~stak~~errel'iewand.resolution.'lbeteam then incmporates
any Other CbangeSand forw8rds the draft to the issue area direc:torand

CJ' G-.lhU:lMlPrlel.II_ ....... - ....... 1111
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What Are the
Post-Issuance
Actions,?

.divilicmmanagersfC)l'llUIhlPProval befcue issuance. The team mustalso
'Nfenncetbec:b8llgislUde,totbe,dl3ftdudngthereviewprocess.

Fizstt,tbe team provides the divisioA'sediCiDg IDIitwitbanpaltJM.Icka~
·whiCll{~iOf~illulnl-Capfd~theWold.Pei'ectmesohdisks,
.'81 tWodc;'ad8ll)'agencyCOJJ1JDenIS lettezs.,'lhe.- 'oDotrB .'.
divJsi.ciHlpedDc'pidancefarprepariJII theprodu~p'~.'

"'d,theJ,rodue:tisPrOcl!SlecUbrough ODIc'S'PublishiIIgand
eommUllieatiOis~(PCQ)_theh1fOftlUltionSel9ices CeDtM (ISC).
'Ibis..includes proofr'eadiDg.lIUIking\c:amera-nadY copy, printing, -.ddiI:aib1Idcm. . .,

~PCC:ProaucesthefonCJ1rillg.dneproduCIE(l)a.blueocovm' repOrt
that is typeset lIild printecUn aceardancewith GAO'S VJSUII1
ComJinmicadcms StandBftlsManual, (2) an e1ed1011icaDY!e1rODtted
WordPerfect file, for use. ill GA.()'S Data CoIlee:tionmad.AlUlJysis (DCA)
applie:atlOll, _d .(3) .. elec:tromc file for use on the Gcm!mmentPrintinl'
~m~'s ~Gp.()}automated system and the World Wide~eb•. (For more (\
infO!llUltiODODtheJ!,rocess' .CM, c:h.12.14,-Proc:essmg 8Dd W'
DislZibUdngGAoPrOducrs.j.. .

The pQst~C:eaetiODSIWhich are an impc)nantpartor~ overaD.job
llUllUlcement~,mC:lucle

• .providingfeectbackOIl Starfpertonnanc:e;

• e~duIt worlcpapers arec:ompleted _d orpDizecl; .

• ensuring that an effective plan for following up on product
ftcommencl&ticmsiSe5ta!)Ushed, ifappropriate;

• ·.·repmtingliCc:O~plishmeldS;_d

• identit)ing lesson&lellmedand innova.tive approaches ormethodologies
f~reoDtinuousimprovement. '

P1aDSfortheSepo$t~ceaetions are developed when the product is
issued _d then carried outas soon as possible after product issuance.



t':'

., ProvidingFeedbackon
StafrPerfomwlce

Planning for
Recommendation
Follow-Up

,Comparhlgstdpf!l'fOlDUlllce with ezpecrmons set and coacbing staff for
future improvemeDtare anintepal part of the jobprocess. Performance
appraiSaJsare prepared annually, but frequent, informal "coacbing mq

,takeplace.so ,tbatstatl'canc:mwc:tweaknessesancl improftdediveDess
(For.dUiOlull>detiDsOllthePerformance appraisal and.,mdl "'," .

'.' 8111 .'. '..proc_es;,_.c:tL··13.0t·S~~S,1DI:unIuY';.GAo
., ... ··.·.0z'deIs243CU$upplement,"·Performance AppraislJ'; _d 2430.2, ·AmlUll

_lllIneat").'>

'DuDDlt.hejobt~te:aDrathezsevidencein itsworkJJapers andllUlintliDS
.·~.~iDfOft1UltiOn, either on J)IpeI'ort!iec:rmnicalb'.

Aspatt ofits,post-issulnce'actiVD1es, the team should ensure that .

·••. aD·wodcpapen;bavebeen,~ ISSeSSed fordamfieation and
prepared for storage.'

• .. tb,'f'JQIjpapersare complete so as tD pnwide anacc:ura,te~or,;tafthe
,jobtincl~(1) f.taejoHsfts'Phent quesDOns'riSkmitigptiOD,P~
desilDUIAfJ'ix,project~andthe product dt!WdQPlJlentanclmiewPJan;
and(2l~Jmews.,· .

• an appropDate retention period is established for aD workpapem.

(For~diUonaliDfcmna!ion on Ute contents, storage, and retention of
~"ch.l1;-Workpapers. j

4n iDlportant~ofjob,lNIJ\88eInentis detenninjng the'actions taken in
re5pC)asetDGAO'sreeommendalions. GAO has established a C:enaalizect
system that is nwuaged'by the Office ofPolicy (01'-) for foUowiDg up on
n!C911lDl~~ons.This S)'Stemf~on ~~zj!~ iDquiIies, at
l".C)Ileeay~.lboutopen,recommendations. CopiesofGAOfo.nn66,
?oUowoVPonGAC)~RecommendatioDS;are selattDt;he dMSODS
responsibl,forupdaQDgthe.stams of8ctiollS takeJL()~preJi8reS"III{)

811D1I&l~ totheConlresson the status ofsuch recommendations....'.' ..... ',''' .... ,,'''' ,.'.". ..'. '-.' ", ": -.,,:' ". , ..:",:;..

~thatagenc:ieseffectivelYimplement GAO'S recommendations is an
~ forGAC)'s ~effe¢ivenessin improvinSgovemment

·,~,Th,~~.tbe·tealmsbould'~aPlantor
). I'!CQlIIIIlendationfollQVfoVP, ifappropriate. {Formore iiaformaU9n on

..... 1.'101



Reporting
Accomplishments

Identi!YingInnovative'
Approaches··and Best
Practices

What PrOCes$
Measures Does-the
Team Use?

, CUP M ....
&ee&Aaa 1.7; JIrad..len· Gate

recommend8Don faUow.,gp,see ch. 9.2, -Proeecl1ns forl*ommendaticm
FoIlcnv-ap.") . ,-

-'::;J!'Tf.

.All GAOIDdf,should.be lIlertfor indicaDODS ofadiODS t3ken by agencies,
,-,the~'orothen _based eDtirely orin part on GAO'S 1V01'k-tblt .
lSIltinfiDlDci".ar other.benefits.SuchaetiODS should be documented in
an -AccompJislun. Report" (GAO fonn82), wbich provides record Qf
GAO'S success in iInprovjDg govemmentopezaUODs.

ElIChdivilianisrespcmslbleforensuriDgthatan~~
meetGAOpoliCfadqu,dtyrequiremeDts.0PmoDitDft; tbe,oveaU
~eDtl'epm1illgprucess ad IIPPI'OftS significant monetary
accomplistunems.(See elLS.3, -ProcedwesforAccomplisbment
Bepomic,' foriDslruCliODscmicleDtifying, e:ategorjziDg, and prepariDg
tbelerepoft$.) ,

Byidentifying innovative 8PProaches and lessons learned, continuous
,impnJftlnentis·llUldepossibleand GAO'S orpnizational lcnowledge is
,increasecLV'lIluableiDformationfrom:clluentandcompleted jobs helps
GAO do future jobs more eflicient!y and effectively.

The team shoUld'communieateto division IIUIJUIIeES innovative
approaches, including methodologies, and best pradices that haw
divisionwide applicability.Ifdivision manBgers think that these
approaches and lessons should be applied GAo-wide, they should
commUDieate this to the PlanDingandReporling networkand OP. The
team may II1Bo use other forums to share its experience (see-GAO'S .
"'FDmeworlt for MaIIaging the New Job Process'). .

The teamshould:use theDil1!d.or Managementlnformation System
(DMIS) totzae1cprogNSSmmeeting its~ schedule for reaching the
prOductisSuance pte.'The resul1s at this gate become input to two
GAoolevelPerfonnancemeasures:job cycle time'and oMime delivery. Job
cycle time is the nwnber of days to accomplish the job,wbich starts at the
ace:eptance pte (see sec. 6.2) and ends at produetissuance. For on-time
delivmy,'thejob is considered-on-time' when the product is issued berea
or on;tbe~n'dIIte'inthecommitmentletter for a congressionallY
requested'ormandat.edjOb orin the JSSpaperwork for a BLRjob. Thejoh
is still considered timely ifdelivery is made by a revised agreeckm date if

....,.,.. -
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Related'Materials

Other Chapters oiTrus
Manual

bapters iri"the
~ommunicitions Manual

, " ..

GAO Orders

Other Publications

GAOFonns

Qapwr M ' .....
s.euo. 6.7: I'rod.al:t Gue

the c:baDgewas caused by (1) the requester asking for a sigDific:ant
c:hange-for examp!e,injobscope or (2) for BLRjobs,the pssjF.lJ\t
comptrollersene:rel asking for a significant c:haDge orredirecIiIII
nsourcesto a higherpriorlty job. (See Bee. 6.4.)

9.2, -Procedures for JeCommendarionFollow-up.

9.3, 8frocedlnSforAccomplisbmmt,Repo.rtmg.

11, -Workpapa.-

13, -SupenisiOlL-

12.11, -AlencyComments.-

12.13, "'Ens1JringProcluetQua1ity:

12.14, -Proc:essiDgandDislzibuting GAO PJ'odUdS.-

2430.1 '-Supplement, Perfomumce Appraisal-

24:30.2, -Annual Assessment-

-Vssual Communications Standards Manual-

?rameworkfor Manegingthe New,JobProcess: April 1996.

66, -Follow-Up on GAO Report Recommenderions.-

82, -Accomplishment Report.

124,'"'Draft./Ii1Dal Report Cleanmce Statement.-
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QrapIlI!r 7.0

Obtaining Access to' Irlf6nnation- .
Policy Sununary I

Polic;y

obtainiRg .Aeeess
to lnfonnation .

GAO's poJiey IUD~pnunpt-=-toail~needed
farlbeelrectiftllldfdDCientpedODlllllOe or...........

tIl6••~··C:oameCJfca.crs.wark, nquelIISfoTlDfclm.llitmaDbe
apecr.ed.&O be hoIIored 01\aUDleb' baiL When ICCeIS is deIQed or
fJeniecl~~pafanunce or1imetab1es_~
~1IscXI@"'101IIb;. propewi'eJyIsilherJlilnllSNll&
..... 1f...JraCd?~GAO..1 ·,,'tiftenfarc:eIIu!I&
ai1dIOiJtti-..ldl:;t1ie~ 'prudeatJJ. ."

0btIinlIII1ccea to~lnramsauan I'I!QIIin!S die ~folknirine

.~ifti.,.W&,.,j~~eiDr& iI,.,.,.."__ ittnat"
...911~.k)•...~~objai- em.....balir.BeqaLFlJ
fal'~~~~adirect~tolPlClle
·~o~~ .•...~lhould be eomplete·blltDOIDCft
~pI\.tbe~.cafttractartbll\ nee S!1.

• v~~·~Io"""'·.1J&f'DuIh cD'e=iw'UOI'tiftI
~ Un_.nolJD'l c:ircumstances. qency.peoplean!"
~Ve~ther1llidetStandGAO's objedMs, when GAO
idareas~ezate.~caloUheirlime, and when
rel&tion.shiJ$UeProfesSicmllJand objective.. (See c:h.14.1, -Apnq
1e1a&i0ras--£x~AF'cies and OtherGoYemmental EDdIi..., ,

• ~·"uetlpatltfUjcmaZ.ac&iDra'" ClCl:llaIo
~v.~~rcWcrecl",.deftied: ~tbat
usipunento~arepanmoant. GAO Iftesto meet ihaR
~·W1tIIaat~confnmtaUon. Ifaccess to nquesred
iDf~ontl.~ardefted IIld if&ISipu1lentobjec:tivescan be
eaedtfelyacbiew!d'on a.ttineJr basis by an altemUive approach, the
altenUIdve is.usecL·

Jrno altemative is feasi~le, GAO's top omcials assert ita acces riIhIa
ill the stnmIest terms pOssible to the hilhest &\'Ii1able IPDCJ or
conU'aCtor offic:ials.



Ch ., .
0tJt· ..-.1IItOI ·M.
PoIl~"'··.,

)---------------------.--In the UDIikeb' event thataccess to·needed infcmnaDcm·c:ontinueI to
be Gmied,atarcemem.adiaft is CODIideNd b1 tbeSpec:il1A-;-nt
tGlbe~~

~..,-wbh,i....-JI!IIdatiCIII tbltprolllllltarIiIIIIt the
diItbun oflnfonnatialL. (Far ."mple. U.s.~"-110&, .
prahlblII tile diIcI-.reotPft'P1ieta17orbulinea can8cIe"""
lIIfaautiaawlIO',,'Datllldbodied1i;1aW.)··· ...' '.',,"

";"'··/";:,: ..:.'~,K;~> ;:"""" ::r,: "':;'\':'-,'_">:;":,~:"'->:i; , ," ','-. ", ,',,' ;" "'_':} ','1"

.WbeD~bllSa~q,--tGlllfcri;,tiGll~"iIItencIed ..
·_~~!~ar.)ett~__sbouldnatapwtp
...•••I&e~IPOo~tbe_ ofECIII ar1D JiIIIh dIra...

;"'"

Pledges of
CanftdentieUt;y

!'ledIf5otCali&len"liIindnGIldiIdaIare.....are
1IDtlIiIMs~ .....caadltiClft ofPlD'idinl iIIfonaIdan toGAO. . .. ' ".

gAD.....'#...iPltiJdlei.carCOI6teIdiIJlt)twhena.ariIbt or
"clll1D."'~CiD'Wbm ItdoeI DDthaftlUCh a ftIbt, pl...'
'af~_IIe"'batonb'when.ud inlonnamon
Deeded.to"~ ob,iec:Ims canot"sfblybe obt.Iined ill
~1t'Il.,.~.dIr&.~be protec:tedundertllePliaeJM:&.

em.._~..*.r!'IAUt/ollIIu1""'''
,;

• DiKUr·.""",andAmn itftpliea&iDuoJ.'"0/
~tDUA,..~oJlhe Genmal CotmM (OGC) afIIl
'.IWi.c:, (C),p) ... ",.cli~IIIIIJIl before it i.r06er8L
.OIlezirllapl.orc:odc:lefttiality must be approved in writiIII by

~~
'. .

• ~ifl.paeJllfdleIlllv1IJ1e i7{fcmraA&ioft will be oblAi,.. AfIll
........,GAO~~ on J1ffIf1mAftII di.rclGnn. OGC'·.neeaboWd.beObtaJrWt

• 0bIaift 1M~.tDI"ita'ft.~ bdorewaMiftl
_1I&I.··~there., ....e nquesters,tbe~ot
eac:luIIUIt"0btaine&t. ladaDations are not NCeivecl. iaue..
cIiIeCtms must••cIiIC:up.the~Ded doability of the usiInmeat
with di\jIian_GAO_....emenL In thOR slQaa1ians wbeIe
GAO·cdf...~ p1ed&e, itmust explicW)' swetbe
~or.~.b7iequesters.

• Euu'1'tth4t~ .liwn,1ft IaDnor'al
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I

••••••,.
••

a.".,.o
O~7 t ....~....,. Un
PoIlCrs...."

GAOilH4liiNdtDmatmIiI\tbe~·levIi.•··..~dftnlj"Jijfor
. recorrJs or dataobtliDeclb1feder.JlItlIIClIsindotJll!!rt1illJl&
oDPaD1~the ..dnuIhpledps orCOIdidentilliO'. In
U-""',GAC) lIbauldJafann.the requestertbat dltanquin!d far
the·~".""'iJiI'r·""obtained UJIder.apJeqe or
coddendlJlO'lIId GAO. eqlUedtohoDordiatpi GAO
lbaaId'ob&Iia a.lIIJrdJctbe ..,...., 10 DC

··tbedlra.;IIICb JrtbenqueslerwillJlGtbcmartbepl..
the·....~' tbispaillt will cliViliaa
JIIIIIIIIIIIIIIIDd the .0NrtpaQDer GenIIII'. Jab Stull Gmup.

o

Nondisclosure
.......~

UseofSwom
Statements

:':: i,::,:<:,;:'''::'''~'-': .,', .. , ' "

IIIiIo1eudC&llS,.,.nc:i~or~baft liked_to.",
·...dtJtnti·.., ..•..• ..orl.alllcialinrereststataaaea··
aaadII:IaatoJIft"idIDI~infomud:iantoGAO •. GAO'. a=-
.....ribeclbl'latto,........dDDted.

~;..;,""~".i,;;t&IIit~__agenelG'"
......,. 1D( ~~0ft~ ... OGC
DdOPwm _ II» be tUm.

GAOICItr ...,._tDtakepolnrlphswhen.-ol.....ded
.:tD tDbiIb)7c1• nltMdandlor campanmentalir.dat&.
Beads Of diviliOftSand omces Ibauld consider appaurin&1d to
tMiDI~:"""mjn·tiIDGab' after cIetenni.ninc tlIat to do 80 ill

.' ...enrattorMQ'.ablQ&yto .lInobe .aaipmeDt.oIijedi.....A,'. ·~.ftIIIUir__ iII,*a.ealenc7m_nquire8UCba..at
ill 0WIl employees"-1IIIIIinI them-=- to IUcb.dIra. Priar·
Ie) such appI'OYI1, division arid dee be&ds.1hould c:onIider

·~_~tD"lUChalestand
..

• anypaaibDity that.ch use could become routine in the tuIure.

Takincthe polypaph test must be volunw, an the paftatthead
member and any refusal will not be Viewed nepti¥ebtwhen
esseering individuals. Ifa sWfmember is rel\JewIt to take,.
poJnraph examinaUon. supeMscxs aft responsible for &acIiDI
Mother candidate for thejob.

Depositions are highly teebnicallep1 documents andlhoald be
considered only ill emaordinIIy c:ircumsrances. AmdaYila. wIai1e
less technical. shoWd IUeJy be UIId.

SJII6mut'obmmNOm~ tnIlr1Dlllm~
~ tIftd Uwm fll.ll6tJoUt1vJ 1M ftpimnena O/GAO 0rUr
0150.J, -AtahDritr to AcmiftU~0Gth.r tIftd..uJinnA&iolaL•

Pollci~iD&l.__ M.·.. ..., _lIB



0' ,'1
OM ~tDl.' ,,_
hiler .,

• _ f~. =.~.Ibe••.,.cIirect.or, artbe
............., "e, "Dace_problem_>...... .

';:''.::, :/:,,>:"~'

z.. 4D .",.,........,.",...~~t
·· cwdIle, C'UODatmacc.prctbJS. tor _ ire
...,....WIIIa.adtice ••....framOOC..OP •
....DeC r F117, far.1lftaiDl1t to OGCfar IIIfarceIDeratdaa

OGClltbecentnlpalatnlJlGDllble far IurDdUnlGAO'IIIiCCI••
............. ·.OGC .

·warlalWllhdl.iliriahandiarftliaaal ............tD~neanII
Me lIIfuaIwIIJ.....pewdhle,1IId .

• faIotbeiCan...ul1erGenerlr........ a..........__ ~.
dIIIuuId tiIIId-....catiant pnwided by the iIIue..
diIwcUIr - N.CllJlafamaalian c:annotbe obtained "'ID)'CIChs'.._: .

OPPft"ides advice and .ssjlt.&ftCe OIl the appropriate ...at
MndiIclciI;are·-.at.enaeriIS'ad OIl problems with pledps at
coddentil1i1;y~

-----------------------------------------.....---- (' '".... ,..... PoIlci"".x••_.IIumtIM.. · ...~)
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Obtaining Access to Infonnation

o

Polie,

GAO's'Need
for .A,CCA'S to

. Infomultion .

GAO'. po1ieyiltDobtUn.promptaccesstDaJlJnt~ nilEkd
fGrdleelrdft lIIdemctentpeEfonnance oCitI~

An adequate,~1Dd objecCift nMew nquins complete
iDfmmadonof1rbli'~ IIId wnr. .
If'tiltant.atipft·ijirilllhel&tU·c:ou1d c:anceal...condItiOlll
m~inefI!i" ...~t'aJ·acIiriIia 0111...".,....
a.i:1iQkbYJiW;e'IiiijPDbUc'dc:il1 ilnquired.tD lift.~
accoantorhislbet·~
,:~" -,' - - ,'-:','. ':'-~,:' ',', ,::.', .,:... ,

.1!~llflICIedtoz:. camprehenIift.understandiIII ord
'maporantfICtcBaftdejf1q IIIIIIIIIemen1 deciIioDs and~
~tD&tlIlllipalaelat~. otijedi•• is DOtaliJab1e,~
.~ aIi!·c:emC:1U:ltams.dediVe ncommendItians c:unot be
.aaurecL

Inotrled&e~~.~tD .~dec:iIian ormiall
isuilnporl8t.t.otheGAOnmewera it... tothe~.
~cJrW,COftd~~ anclrecammendatiansofiftdivicIuIJI diNctJ1

.' ~ift"roP-ms'lIfectdec:lsiORl thltwen: lUdeandletionl
~~t.IkerI. Itj,timpc»rcant far the audit.orfeVl1uatorto·bcnr
lboUt'iheftt&liablsisforevaluIUng the dcacy Iftd 'lri8dom ofwbatwad.. ;· ' '.' ·····r·

JIItemal~;audtt.1Saridother evaluazive Delies an! imponant
'nJ'SforllllnlgerMnttD~illfcmnedorbow Idiviti. an! beiIII
carried oUL GAO must be able to obtain knowled&e ornch smdi.
toe!imiDlte~ d,tJP!iC"tioza."~ '

. ,...

BooJcs,·cIoc:uInePII.PiPtft, and otherftCOftltccmcemIDI~
...b)r...tbe..~·DderneaOlilJed~~4tt_
tolhe·~mltD·.".pemment'.tmancial~ Such
records.iftcludedaJa~ c:omiDcun'ed by the cGauactar mid
reimbursed direcCb' or indirectly by the~

Peninent~illfonaatiGllor irlfonrwion ba9in&a 8I!CUriIrc:iUlf'.OI\_~.~~I!7for IDdecl:ift review thin other
DIformaUaILSpec:iIl~ln!neededtoensunthltthe
....,.of'tIIe~~iI-compromised. But ICC:eIStD .

. '.·iIIf~GIlClllDOt·be denied becauie ltis c"sslfjed orproprietar)'.



Statutory Authority
for Access toRecordS .

..

ExercisiI1gGAO's
Right ofAccess to
Records

Cb·...,.,.J,., ' .
C*? ....,~101d.7·....

GAO'.1iIbtDflCClS'tooreconis js weD -.bJiINdbJaJlUllllMrof
.....·'lbebUicauth..~-=-t.o~
1IfIIC1 0I).,~_.31 aftlrl,e P Ii pm, Cfauuerb'
..c.aJaat · ~~.ACc,'ar,I8Z1). ·Other·......
'ptutideGAD'alilt&af.cc.ta IbefGlknrinl ftlCGIdI:i' '..

• GovaiUDmt COIJIOI'danL '

·,··· ... pt.iA~,;J!.;:';~,!.!;j"i·~:;:,,;>.,.· ... ·'.
•~:~~~udacherfedaal".,.l." ......·.··~i.:_· ..·..

, ..',. 1'."~ ',. .- /

.·····TIz·.~ii.d~';;.~IIIfOftllldiGIL

•...••~'d;t.;.~,_.6er ..D mroraNu..
.;.~~~~~

• Cerudn~~~aUidL
.~~.~';c

.. ~~~~~.ActJllDPU&
.... :-',' "-,:,:,.:":.,,.;,,:,,;,,,<. "

~~~iJjC)~;,~.CMrVietrorGAO'. ace_. tooreconI.I
riIhra~ bf·.t.hcI.e..... AnI question that mayan.
canc:enailllGAO'. _ ofaccess Ihould • promptly NferNd too the
~~rpe~ eoun.l (OGC). ""omceisaim..DIble too
.... jftJ0c2jaaDd. ." ..~..."'PeCi6cpravilians OfJaw•

• ' ".' :'.-, -", :.1-,"'-',,'-'.", '-.'" ,

Requeslsfor access to records IIUIIt have a directnIatiOftIhip too
IPeClDc.......objecIi... III reque.sIiII& records. GAOS&l!l'
IhrMaIdnpbdnthe~. ofthe usipuraent as 1PfICIfira1b' •
""'ble, theinfOlillI'i."'ardOCUlfteDlS thatare neecled,'"
",,_Ift••deCIo

,',"'" .... , ,'-'

mUle nannal 'com.orGAO'. work. reqHIIB for ft!COftls an
J1IOAiiICI1hcJnarlld.Bowe•a , -times. iraqIftC)' ora CGIltia&:t.or
iu1 tiaft ~tt·beliewstoobeavalidreuon far not imftwdjlte!J
·JiiViitifij~;"",arfor derijUt&ace_&1toIether.
BxaiinIMof~_'lite cues where requested·data.,
IIDtbe~foItbcoIaircinclude~data.
budpt·data, and IIIIIZeIS)allbJyinwlYinI eucuriwplivllep.

PoIl.....ci......•... N.,



Ch·.... '1.1
.Obg,.''II .......1III. d"

Jr'tIII~.nadbet:tDr(arthe...OftI1I111111jer••WaCfJirl,.)
~",PrWIPt~,c- tD ncpaesrecI ..NCCII'ds ilDec ry far

;.elCl:lftiiil1:trneJl~.pcfOlllllllCl,hellhelbDuld
lmra..etiJt~tIle'()(lCIeIue"IIUAmI1.Jfthe""'iINnIIIt
iI ..~"'IIIIIt;oriiafpmicDlarilltmW& t.o ac.munlltle
oraMI!IIdM!r,a..omceafeaar rtc....1Jie'·tit!N lbauldallo be·.....<,.·............orthenjoftll ......IlldOGC
··IIhOaJd~·tIttI·;f.IIj~ ....•••rach··a,reemeD.t.aa
1be~·....'thlt1ldlhttie.·panIIId,·JnelndiaI1dIo···1JIaaIdlIIIlet.tIIe"""'.......1eapnq.or·canncroramCi11 tD IIIIIke
GAO'. cue., &l1D'OIIIb' apc-'ble,forPlWUPt ICC _tolbe

·nquestedQcordLJr"'lllIOtforthc:aalinl. dmIian
~lnelOle~with OGC, IhoaId'COIIIider
lIIfareemeat IC:IIaIl. AII.~ IIIfarcemeIIt1Cd0ftl1llUltbe

··1UbmItted tDtheSpec:il1Ani·taiat to the CornpImDer General far

N~ 'forPrompt .
Documentation

GAO's Enfo~cement
Authority

\

AI~"....tDnqIJeIlA!dillfonnadon is 'cleDiedarUie.iIII'an:naIian isnatPlOl11pCij prarided,. GAO aaIrIIIUIt beIin
~lBllbtlGAO 8IId IISICJ orcanncrorvienandlCliGIII.
Such doaDlleJltationis esserdiIl forenfarcinl GAO'._ofIceeII

Sec:Eion 716 orlitle31 ofu.eU,$, Cgdcis GAO'. basic auehozitYto
c:oznpel ~.~dion.~· •.~ to Which GAO.bua.or IcceIS
byJl,w orqn!eme.nt.n~__ the circumstInces underwhich
GAO can be precluded fiaIn obtaininl cenain NCO"'"
enf0rcel1lfl1tpzovilicxls oftbaf,lIeCtion 1ft included as appendiz.D,
far iDfomaaUan.0IIb'.' '.

GAO~ have ever,rre&lQft. to believe thatnquired doCuDlEidS will
be)mmlpr.tf~~ .. 0Db' in rare cues wDlltbe Me. IJ7
to consider usiI1&.GAO's enforcement auehozitY. Any such cteciIioIl
wiD'be·Iftade·by' divisicXLIa1!i~ IIIIII&Iement in~ cansnJtatian
wWlOGC and W'Qlbe nvietred by the SpeciIl.It";ft. to die
CompuoDerGena.1. .

PoUd~M"MJ No. -111I



AVQidi!llLimitatiODS
on the Use ofData

l'Jeciles of
CnddmatieltQr

Use ofPledges on .
Congressi~Request
.Assignments '

Qt.,.."l.l
at ............1afw r.

P1edpIOt:~Jma-e __Cllltnscridianl an GAO'a
..~ patoqretf........dariDI-~UetiClll 'DIey
·~ lIe~~GAO_a.oflCc_tDtbe~ded

_ :~;~be.....aa1JwhlnftUd infomIItiGa
(~,{p.@ll" .-iD.IIUnaotber..wwitbDatapledie at
~?m"'Jttr•.'i· .

,',: . - . ,;;"': - .t.·,:. ,"r:', :~,!i' ';-,:,:.~

•.~~~f:&1lIladtCW)'a.lat&n~to
iDf..........;.•;~l"'ipn...OI'_·o&ber.........·· 'l1dI
........... '.lDidiollabauIdbeCDlllliclenld, aJaacdhtbe
illfmnett attbe....wi.......

..,. -.IIeJllderlhGuldbe~l!dwitbOGC
•.•~otPalO(OP);IbediviliaWdce head; and, ifthe
~ilipaniC"'le"""""CUllIIo,saiaI, the.Job....Group.

.·.....CIf'cnn'k'tDti""'..be IPPIOfi!Cl in W!tdnC'by diviIiGD
...............lDtbe&llilnlMnt.pcwsiNtL· _,

. (\
~......OOIIIJDG'l,_afpJedpsofc:onfidtlntilJltJiliracoDneCci_ 'W.
·_~,PJedpsCllliDcreueca..~,«.caaclwiaal.............'...,.....,.

• IncIasinctbe response.,. thereby be1pinl to ensure that

nspandenDiare~~&11~towbp.~
~..... ;. .'...

• ncIuetric..brin~theUUtbfulness and candOr of
risP~

PledlesofconD~~" be u.ed in c:onnectian'With
privacy iaues, nch aspmanllelmd medical tiIfonnatiCIIL

~J)l~..are~thelinkbetweat irtdmclua1sadtheir
lllpcmslS ihDuld be dlilQ01'!d after a1lIlUll)'lis, rerereDcinc. aDd
~~ liaftbeeD COmpleted.

When apJectIe;of'.~~ is considered nKII II)'Dl
comection'wtt1'lwarkbeillldcmefara ·commmeearMemberofb
CallJress,actYuce.......must be reached with eachnqu-.
to ensure ttlaUbepl. can be kept. Requestezs Ibould be told thIt

\

\

I

I

-\ I

-hie"·..,,-:.1--4-......-------PoIl-.-.-,,-:-oe-............·..'-,-lIIanIJ-·-·-·---------.-..-.-......lIII- ()
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CUpur'l.1
·C'Wt·"~"1dII 'M.

j

wbe.ftap1ldaeof~ ilJigen, theworkpapm will DOt
·iDc:JD4eia..WJillldftlInf'clalUdiGll with thepenan or
..pii'.....,whicb~waspledpcL.'nIenquema'
•.eement wiCb the pledp.1bould be COII&med....wri1:iItI.

·· ..eferlIbJJ...ieaerfnlatha. AllaIrematM is far the iIIue-
·diJiidaftDJII*pui~'" for &tpat.ure and ncum""
....... ~'Ippmlcb1s.-cl,Itlhould be dared
wtIti'QGCand:.....'..libaaIdbe diIcI&aed With each
..r.HCdJ~m.-.......anthe"'or
......,..,,"'teJIlldMtirpjlaa to be faDond.

Wording ofPledges

,,,
",,,,

Far'''Dll'le.lbefaIIcnriDIlllnpqe laVlS.UItIe quesUan about tile
~tbltCllllldDlllllire_w..will be diDeminated. Abo, til
",mp1ecould be......, be more reDedift afhcnr tbe
iaforJ"'tiaiawmbe IIIIid.

~aar'''''&1Id t1Ie---at,..- arpnizIticm. wID be kept
eaatidelda1andwill IIDtbenieued oatIideGAO,UDles

"CDIJIPdedb1'-'~rICIWted to do 80 b1 the Conpess. While·fhe
ftIIIbsm!pnemDtpruvidecl inSU11111W7 Iozm,individual .
,.,...~be"'lliinourrepon. batthe.Y1riI1 DOUnclucle
any infomllDon that could be UIeCl to iclenUfy iIutividuIl
~. .,i,··

Uit.-desirabletonlale idenUfier,cWato the CollIns oralii
atill.~.to"'federal...t!ftC)', arto 1OIMOfte··autmde
t.fte~ &hItflctlbaald be specmeaDy let forth ill the
p1~ '

Pledpsaf~"be cmefuDyworded tondlect
..1lOI7 JimitaUons GIl GAO'. abDh7 to prevent disclClSlft at
.pI'OPl'ieraI)'iaf~ptbered underHCDon 5OZ(e) ofthe BIIaD'
Polley and Co~,~(GU.s.c.6382{e» andMdion207af
the I)epanznemofE.ner&r OrpNzaUon Mt(GU.s.C.T13"1).U....
lICIian~e),dildosure'lIIf8 be made.to COJIIrISIiOlll1
cGInmiU"" tm4er~Z07, mfannltion must be diIcloIed to
conpessiollll CGIIIIIIi1Iees IIIId fedm1'qencies on request and to tbe

. 'Dliel..".. ....M .... NO. ....u.
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•,,,
Nondisclosure
Statements

cit.,..,.1
Q""'''~''.1IIfDr 'd•

....1IIIder~QftIer.-n-e'diIc!:.suns .8boUId.be done in •
!IIIIftItIf.....,_"••,.~.OGCIIhouIdbe
......,••w"clialafpledpsander.achJeP"tiGIL

'.l1Ie"""""afdilclallpbyaulJpoena'ililllpUcltlll......
_1IIt..,.;_· .. " .....,COIIIft!IIIiaaI CO'JIIIIIttr., _well_
.,... c•••QJe1 diIc:laaN atlDfonned. by......

, ., ' edI1II'ea.~
1 ,.!~JIIr ,.,8IIbpoeDafarGAO'a. '
,dilcl or,IDfa-"kID..-.,andtbe eoaaarcaamdttee could
"'~be pelllUlfcledlr)~JnfonDltian Ill• ..,dII&wauId

' ......tbel~.kf&d"jes

••cae...'.,........ beeDPaaahouJd theclalallls.
individuI1ft11P011den11' repJiel.ar intemeweII' ideIditieI. be
"IW..1Id t!iIi.'''detbeotlcie ••Iout tbe ear.-itora. Camptn;tDer
GenIDlartbe8pedI1'Ant..too the 'CamptrQllerGenenIL •
.........'aJID'appBlltD'lafannIdanobtllned undera pledie,or

d,c:onftdent'eBIl__'.,tbe'aaeacJ......arcamzactarbt '
ariIiMDf c:ol1ecred "'luppliecUttoO"GAO.lftheOlillDdnleatlO'.....,.......-GAO·.,....·o!dataOliliMlb' pOIenId
.......pledae,Qfmqldetidl:)'.·sdmayW'&llt tD c:ansid..
"inirc'"data • .-tbeptDOftllidenaer infonnaUanIta.
aIiIIDIlP.....~ provided and JfI1cIoesDDt~
IDilICi1C"'~ abjec:Cive(1)., '(See p. LI.I&.) ,

GAO ltdmaybel'8qllll&ed tDsip a nondisclosure ItIternent tIIIt
would require them to not diaclOR any documeIIIs ariDfOllllaliall
famiIbed.to them. 'QAO,aefteraDy does DOt accept request8 far
DDlldilclGIIft........~,byapnciesOr lovemIIIIlIIt
c:IIIIIIWSaIS.apreNqailltetoo ObtailailJ&inforInItiCIIL

GAOsdIhould DOtsiIn theIe IWeIIlen1S or other cIoc:umeara. auch
.1nIDc:iIJ 1ntereIt........ar coNidentiality......a
candllianOfNeelviJilmrOllnaUon. GAO's access'liIbta~ eated III
1aw-.d1tiOaJd not be call1pramiHd or diluIedby..... '......... '

.., ... ,_.... -. ,.,.' ,...,..

SIdIboald Infann thelrtadt lIIIIJaIers when aaencies ar
c:IIIIIIWSaISlnllcetbelle NquesIa. OGC and OP will adviIe .cdGIl
appaoprjare adians.

. -v

II.. Mr~(,-)
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••
Wlmess Anonymity
inCases afSerious
-MJsc:cdl1lCtor
~

.t1seQf'~"or:n
St.ate1'Dents'

,',';" ,',,',' ,.,

0;'"",.1
('Mrte.......~ Jilin r-

.-m~a&ll!lple~-dec:uniD.,to lip•.
. lIGIIdisclasure ltlrernent.

Apemani.uti:...~;~~l.ofanother's~.~~~or
a:iIJWW..~·.•~.mpdlDpenaltlbe ...or~~Jt.....,~i~~ bail, the wiD,eslhoilkrbet.Old dill
ever)'pncautian wm be 1D pratecthia'Iseridea"" that aD
............of....,.CIIIISOtbe JiWIL WIseD. wiD. -
."~U~"J.~~:""lDbe"~evideDee
.~a:.e~"-jt;J.lIPIciID1l111portantfor- ill .
··~.~_,,,&tIre.~atJUIIice.

'Ibe'~Js~~laiJ.M.,ti_(OSI)IbouId be camaded
·.~ ..~.~'arJllela1ll1.ilindiClteeL •..•1be '.
~,.~.~.,...1IJIItmdsIiGft to theDeputmeatClC
~~IIboaId.blI~,"'cliblted _,0GC0SL(See IIIC._1ed.....,.,.af~.AdB·1aSd Jnstancesof~· ill.'10.) '.' ..... ..

Swam.......i.eeltber·depoIitiont.or amdariIL

.DepCllltiGISIII'e hl&hb'1II!C:hnicI1lep1 proceediIIp ISOI'IIIIDy taken ill
carsneClian.wIth.pendIrtc:1tf1l"kML 'Dse1 an! root IUitecIID ttse

.DOl'I'ftII~·arGAO'."'I_" 1beir... reqains 1eIII
·.....lISdpilrlclp._ •

·AfDdnIts1I'e.liIIJpltI!rlDprepift tbIn·.depasitiDISL ".,are wrlI:IeD
ItIIeJnefttS swom 10 before mmeane who is authorized to·adIniIaD1.er
.theOldLA_..hIIlSO-1epi obliplion to siIn • didmt.Can
:~betak8llD'IlVDid"'onizinCaomeonefrom wham.
amdavit is beinI requested

All .mdavltIlJnOJec:redlbletbinalimple IiIned~....
t.tsepenan maIcinIltillDbjeet IDpenalties ofJ)el',jmJ laWL .Butan
amdaWrareJyhumore~\'Iluethlnalimpleailned
ltatemenL Only in are cireumltaDces should ••.atBdaYitbe UMd'ill
auditlevaluatian·1mfk. .

SWementa· for which .&mdavlt ilia)" be considered include tboIe
Ihat

• 1eri0lZlly compromiIetbe personal orbusiIl_'~afawiD en,

• .involve elIIIeJdiIl fads'under circumstances that strorIIl1.lDdicate tbe
Wce11hood orWer reD'aCI:icm, aDd

~."")'<
,-



Authorization to
ObtamSwotD
Sfatemei'ds

0 .... '.1
o. ",,"-_bItoii en

/j
.18tiIn• ....,........ar cbarps apinst _pezscm.

GAO'. atbart1JtDadminiICer0I&bs is found ill

,·.·••'usc..*),'••l'..attbe I'.nezIyPcaIie¥and
CaIA1Ii'.IIIk1ft-'whicIa· tbIt tbee-ptroDerGtraeralIlll1
~OIii&tiI ...: WIb..... tDJIIinIIriGIII
~ ander"U.s.c. 6381, IeC:IiGI' &01. attllltacL\;'.;,',: .' .. <c., ·':/-',)S",:',:·

'11l~dl~hads,fcniIIa· b!DcbamceJlllllll8lS,or
'~a..II'''''@!IJIi1!ii'lIbrAtaGAO1tIIf.1IM'"'"to.admiIdIter
~aretnnal" ..~II. when..OIdhilto be.......
·....IMrDPaIic:J_Ccael AcC, the .'tterIhDuId be
CDCIftIiDated m adtmcewllbtbe (:ompIroDer Genenl far
lt8aurceI, Commaaitr.·and Econmaic DevelopmentDMIic&

.At.... ., ''aD_bemadebr.~~'!.......wbo

....... tbIt _nom lCIIemIIItilnec! aylft~wIIlhW

,.,.,=--:,=,"='::==ar-=~~~newG&~
.....larwbicbkilpropDlld. 'ftae. autbal ·. 'iOll,iflflllted,
lPPI*oab'to till puIic:uIIr iDtet ,iew or int.ea views specified ill the
nquesL'Ibe appIuved nquest forauthozization should be kept ill
tbe~'.idellfied••~ oftheinJ,erview n:conI.

AlpreviouIlJ mealiaaecl, CIIIl7 in rare c:in:amsCaftcts wiD the takin&
af~,UllderOllhbe delimble in GAO'. adiviU-.

More detailed infonnllian OIl the canteN, preparation. fcum.
wi1i' st.. lllldotberm....affectinl the \lie ofaffidavilsis
iDcludedinGAO Order 0150.1, •Authorit)' to Administer Oaths INS
AmanatioaL•
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Related Materials '

GAO Orders

Q .... "1.1 ',';;,:,/,;r", ,""

at tet"~"""'1 rtf.

01a&.1,·Audit~Jmol\lin&~.~Ta:Jafmmldaaad
CoordinIUan at,GAO·.WOrk OIlTuPoliC1~'~.
'1'raIaI)'.' , ,

01SO.1",~~,,"AclminiIIer 0adII1IId AmmIIdaaL", '
, ,,:, ·1, .:' i·':,<;<>:·..,·S.,,; ,'~,:;,\.", ':,~;';{i;'i!!~:;~,:;-" '.',.,,;.i.;": ,.; , " ;':':""'.;;",:.:'~:,'::~~~:'.;::f, ::,'- :": ,;:~:,,',,",;,..'" .

Um.t""~~andthe_lIDCeaftd'~fIl
~u*.;:iacI.lSecw_AI:f.-

, '.-,,,,,,,'" '.

"u~;~.~~anddleEnfOl'Celftlll& afAcc_ 10
''''~U..all1.s.c.11&.' ,;,~-, ,:.~: ;-.;: ~:,">.;,:,,,:';, 'c" ;:':';:',' :;.~.

'otBcIto.r~alndBudletQrcalarA.ac,~aa
,~~'.'~cin:llllrimplemellla 8IC. 116attlCle81.
ItlPPBestOeDCdvelpncies8IekiIII ceruDCIIian tbIt WDaId
p:rer::hlde GAP_~.;udiciIJ enfarcementar ICC.. 10

,:~l:i,\/\'<;.)<, ' , ","



Appendix 1:
StatutoryBJ.Sisfor
ClA°'s .•4-ccessto
Records .

Bislc Access
... :,ADtbarltJ

Govermnent
Corporations

Contractors' Records

0·.... '1.1
O»t·...-tolllfw de

.,.&.lie~p._GAO'. ACe. tD recordI at
~aaenc:itII•.ccmtained In-=tiaIl '16 attWe 31,u.s.
tadI,«OIIIJItItl~'13 oftbe Bud&etand Acco1IIIIinI Ace, 18Z1):

.(Ie,.~DtCll"#'~Pio'ilions ol8IC. '116.)

~ilD5of~a~v.s C'g!edwbich provides for the audit or
wboDy owned~ cmporalions. provides thIt:

-Ce) All audlt.-rsubleclion Ca) oltbis-=-8baI1 tie . C;;;
COftCIucSed consistent wiIh·pzinciples and procecluresapplicable tD
c:ammen:iIl.cmpcnIe.~whtft the acc:ounta ola .
IOft&'IIIIlIIIt corpcncian 1IIUIUyare1cepL AIO"mImeIIt
corporatiaft shill-

-(1) make available tD the Comptmller GeneIal for audit all
records and PropeI1J ot,or USed by, the COrpGrmonthar. are
DeCeIIaI)' for the audit; and

-(2) provide &be CompUDJler General withfacWUesfor .
~ trazISICtions 1rith the balances orsecurities held'"
depasitaries,liscIlaiems. or eusroclj'ns.·

'!be same seedara provides for audit and aceess tD ~onnadan GIl

Ihized.cnmemhip Iovemment corpcaIians..

Section 3Ot(e) oltbe Federal Property and AdmirIistrmive SeniceI
N:t or 1949, as az.nendedC41 tJ.s.c.~e»,provides the foJlowiDa
conceminCpun:hues1lld coftlZ'aCCSfor prOperty or lel'rices made
by an execuIM aleftC)', Gcept.tbe mDitaIy.depInments, the Coast
Guard, and tbe National Aeronau1ics·and Space Adminisa'ation
(NASA):



ChIptel' '.I,0.......-.11III··· r.

;·.AncWlt.I1iI.iI~widIoatadverdsiIII JnUSUlIIUD authmtO'
·ec."IIId'tftdllS;,ACtIbID Jncludea c:JauIe tD.tbe.dect tbIt tile

"!'Ciip,acaDtlrGIriIIiJ ofttieUnlted "'OZ'ID)'.othis dub'
lDtliOltzid'.lIi!daII..ablD1IIIdl the api.nIUan oftbne,.aD
~IMlJlVlllt!llt.ba!ea=-tDaddle npttD",mine.,
"...peitiJ-boOD.cIocllD."PIP8IIw-sIIICDI'dI ofb
"~ci;: 'i:lrhlllllbcanuactarl enppd jn the '
'~1iLai"""",I'CtiCIQI ft1ItedtDlUch
"aU_~••tci&.'" ....-

>,:(:\, ,fj\::~;t{t.:.~:j,i\~~'.:; ,.<~;,:". ,i'''"'

.' ~~181bjit~~o~n.sQqt1elJIIID~~n.racellll
~f&ji'elI~·:DIJiOdIltfd· ...tbllIID.ttII7cllPlJtli..... ·tbe······.. ;··••·····Ca8Ii·~\(...;~!:~~)pf.··.lu:tot~Ia,··1IS8
·(IG,~!&¢·l.».~•.IIbIdIar'~·lareca ..",.,.,..

..••.. i:IIdIr'dIi·...i)tD,'~···....·ot tDdIe
'__pIIfozduU~~arlllOdUlC'tiOllGtc:Caw:ll
iImal'fiIIIa.e.lIuaDIHtef... . . . " .

WIIti~ID_ib_dfaniln~ arfanip
.cGai4.._i~·attbe·.j"...mentianed abovecantains"";eJ
PtoVillkiii'."UO'IIIIIiIOriO tDaaminec:amnccarncardL

.' .",.,:.i':::;'/'.~){.', ':, ,,-,;:\,O'!;,~,. " .
JnBO'$ICtJ:i!Mcn:t.'4II)U.s.8Z5(~, the o.s. .SupnaDe.Couft
.....tIIat ander~·1lzed.price COIIIDdI' wbere·IIO·ClIIUDed caa
"1~cIIIIt""beIft~GAO ..lIDtenUUed tD ace_
tDreeonII.fttJlurlltD'=o. tbltwezellDtllloc:a&edtD the .
·pen....CCIIdISCL,' .

(j

Rec:ipients ()fLo.artS,
G~ts,.andOther
FederalAssistance

lJader810.s.C.esm, ..eetioft 202 or the Jnteraovemmental
..CoopetaIiDra ...A&:t.of'1988, GAO hu a·riIht oraccess to records GIl

p_n»oiIt4id to....MUnic:ipllities and othersubdiviIioIIs are nat
tlubjecttDUUsauthadty.Namerous other laws audlonzmc feden!
~ COIt-shlrinl propuns, ROther &wac:iaI."iRahCe
~caDrpnMdefarGAO.auditandaccelIStD~ncardL
JnfOftllliionontbele Ins•• available fromOGC.· .

:All aample ora'lawpemdahil access t.otbe recipienis' ftCarcil II
.ectianG7 or..GeIIenlEducation ProvisiODl Act (20 O.s.c.
1232f). nwt.act applies t.oaaencies'md iDstituticms nICehiDc federl1
faftcls'for eICIIbliIbiIII andopemliDcDIe and 10000educatiaaal
PJ"OII'IIIIS lind projecll. ·.ltpruvicles that:

-(b)'nIeSlCteW7*'«t the Comptnller Geheraloftbe·tJDlted
States,CII' IIIJ ottheir duJJlIIthomed npreseIltItiws.lbaIl have
.·""Mi,fortbe~ oraudit aamiDItion, to lIlY records ora
ncipieat which III&J' be reIa&ed. or penilaent10, the pama....

PoUd..,.,....·y..nI lCo, _ua



Federal BaDlcing
Agency Records'

Ch·..... '.!
0Ia"'~."" ret'

-
....~1Ubrw...,1OIDS,aracber~to.
~~iI",m..m.ectiaftCa) ofdds ..eIiOD, arwbich
..r8IIr.e••.c:omplilnce oflberecipi_dhln1
~:af_.,p1jClblePfDIIaI.-

_81t£$.C.,_~GAO "azilbtaflCc_ to....ze1Ired tD
~'__~?eied'ni..cejarDCber"''''''''

...~,!!~far bribe OJImIIgBudpta.coneailtiGl\
:.CIf~,'11;dI,~_IIIIGUllDltedto, CcIIIIaIId....
iefaleeidUe;.r;.A""NICe,~ and SecaIIduJ
IdIeI"'BkIct~tbe Puerr.oIicDBioekGaM,CIdIdAb.
Pa•••~~_~~~
··~~~Ct9,",.~BIock~SociaI
,.....lillr".GrIIp,..,d...IDel&rAni"lDCe GnDIa.'DIe
.........i••NS,lbouJdbe C!IIDIIUIted forthellUlllelDlll odIer

'JiNII)IDtif iCICMII'I,d by"'aD"".c:rc. :ua:inl1Cc_
~'·,,',•.·'tfCIIL,.: .

..............~hretbltllCtiall 'l3OC II natlimited too ICc_
1D....~thlapa. . .. ·aD artbe..JC"IIDUDIIIIa.' It..-.
~·.....iD.theJKI. ·..custod:J,orWiItNl·ot__
theirpo1llieaJ aubdivilions, auchu municiplllties; and or
.....,:artbeir:poJi&jeaJ·1UbdiviIiaaI.

"~").Ji""" arpnwidedforbrthelecand'ietian A&S
·ol188l, IJMIdIcPIU'iIiGIII au&boriIe tbeCcmtptrODer Generars
lCCIII.recDI1II.afpzopllLncipienIL See C o.s.c. 8QOw.6 far
the IccesslUtbari8liGll for PJeverave Health Block GranIII; G
tJ.s.~aooz-6.fortbe lIItbmiIdanforAl~~Abae."
MenIa!·HeaIttl.BIock__42 O.s.c. sooJ.8.for.liCClSStoo.'PrJmal7

.' >CanrBlDck Gamrec:anili ad 42 O.s.C.706 for aeee. toorecazdanIIted tDlIItemIland C2IilcI Health CllreGnm..· ,

GAO:·1IIi beerlpenlWlltm1.respcmsibIIity for audItinI eenaIn
flmdiaasof·tbelederala-erve Board. aD feden! nterVe banD_
theirbrmches and facilities, the Federal Depcd1nsurInce
~oa,the omc-.artheComptroDer ofthe·Curnnc1, aDd the
Feden18n1Dci1l IMiEdCicm EDmina1:ion CounCIL

BiIbtotICC_too tbeboob and ftcords oftheR acencies is
."majnecliD81 tJ.s.c. n4(d):

II(cI)(l) To'''' out this Iedion, all records and plopeltJofar
..sby-IIf1IICJ, iDcluding samples Orrepons or~
ota bank or bank holdin& company the CompQ'ODer General
cansidem mtjltiClllymeaninIfullftd workpIpm and

Poll...,. nll••IIIUI! -,
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;0 .~Retumsand Tax
Retum·Information

CMpcerT.l
ne-........1Dbtoa ....

~lttJII'edtDtile nportIlhID be -,avaP'h!etD
"~GeneIIL'DIe CompuoI1e.rGenera1I1u1D'pe 1ft
~.c:ulI.liltofo1liC81ad emp101ftS to wham, will
......iderIdIr'JItUan.NCOI'dI,ad prope1'O'lII&7 be made
annlble,'ai''tihD_--Da&elorcopits_II 117 to em,.
..... AriIllefteJIbID....b Comp1rDJIer Geneml .
IIIitIbJellldloclcabJe oiIices aDd fumI&uIe,.~ anc1ICC-
t1DGiij>JbcfeCD'ti-· i'· • ..... . ,.

;,' -:';',,: ,-,,'jJ";~ ,:<,..~;;~~j:;~~;~'},·;,:'U ..Li:; ,::"-:<:«,;,;~:,,:) >'r: ;::.:t·,:: ,;,-tw~,,·::·

1I):-,farthelIIiCl..,1WIl109I1Ot~,~.
OOII~~"cIo_idea1If1. castalnerot.. opmar
aGiedIijit.... blaLtholdilll COJIIPIIIl,1Il open.... or..open

...·....b6IdbII~iCltlft;'~..1taI....oftbeCcamprmllerGeDemJ
.......-"'DJidtr~·1Dedb1·lItIIC1tl11t..
CompIroD.GenIrIlpa.....cImtDI..... IbID.....mthe
.."'CJ.The~erGeneralIblDPletalt1III&IIIbodr.ed '
~tD....arPiOJliQ.·

GAO..........hadty to eaDdactpropam audita otthe HmanaJ
Cndlt union AdminimatiCIn 1IIIderthe pnera1 audit auttIorIcJ
COIItIitiId.Slt1S.c.. 71'. Ace_ to the Administrati.'. ncardI
'nlltinltO-=IlauditlliI~by SlU.s.C. 116(&).

SediaD118ofIldeSl,U,Cpdc, autbolizesGAO to make tu
lIdnaiIIiIInIia....or#ae Jntemal Revenue$enice (Jlm) muSta.
Bul'auor.Ak:allDl,·TobIIcco." P1r8anas. Sedion6108(l)('1)orb
In:temIlIe,....CAMlepnMcks&eompNbensift..of~
IIDderwbicb·JRS IIIdtheBureau are requireclto discla.e tax reIUrIII
_taftlCUm infGnllllionto desipWed GAO officers and
~ tD.the.eDeIIt bet ", in makinc theR audita.

~~610S(1).GAO'. authority toeDmine tax infOnulion
UIends to audits of..endes other &bin ms and the Bureau when
GAO stdaCt as duJydesipaled ..entsfor congressional
~bavinC'-=- totu infOnnaDcm.

SediGll61G.1(i) ofthe Y$Code was amended by the Tax Equit)'ad
fiIcIl~biIiIIY.or1982 (Public Law 91-248) to pnwide'MO._-=- totlZillfQml&tion clurin& audits orcertain other
federal qencies. Generally, GAO has access totu infonnali. far
8"CIhi*'I(~)aD1"enc7'.prosrams oradivities for which that '
,~~ca~·• .,onnation and (2) eenain 1Iencie1
~1Jl~"lIawDOt obtlinedtaz infonDatiOi\but thIt
..aU&borizedtoobWDlUChinformationbytbeU,SCgdc.

GAO OntezsO~l. ·AIMIlt~ lmolvinlAccess to Tu:
lnfonnatiOn and Coordihation or GAO'. Work on Taz Policyw

PoIid""" .nil..M ......
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Q·rW'l.1
. (t,hta a.IIm'r.

/)
:A~0za.'1'I22zI.,,·ad mUcLl,ThCGAOsfCi¥ffC\' Mmlll
(-=-.JS)~pcaU"ad.procechns·COIICerIIiDI-·tetamI...JeIIIIIl-....,... -n-epolicies aDd~ahaaId
be.~.wbIID......and .......JeCIImI-..ct tazreama

...·.iIIfaIIDat.iaD'cIaI:IItI...,.'d«iled GAO.audIt, Inc1UdinIIIOIItU
~--.,

GAO..~.... ,&ttD..........f8den1 .
nlatedpropUal,IncJudiDlfedemI~' --It......
"to~"'·.,""e1danItdp aD fedelil clepatCliltl1ll,

~,~.""'''''''''.''lYm I.1Drq.tbe....
'~""e!..... tIiI..-thelnelvPalte1aDd
QDQI¢ •.....·(·v.s.C.aol ...,Illd-=ciaraJ2ofthe
l8deralBlllllD'A"Ii8'niMUiIIiaIl Act of1874 (1&D.s.C. 171).

....~.....GAO.c_tD_..DinfClrlllalianin.tbe
.PD" "anofafederal.,siC1andad..... ejmOe.ace_ to tile
boob and ncordsor_,...or CGIIIPID7lh1til ftIQIIiIed to
IUlmdtWliiiIt_1MneP1 laftanlaaaa tDReb.....

,"",,-,

TIcle :V. IidiaDIiOl(a)ar...BlBlvPoliC)'mid ear... Act (42 .
u£c..), ...dMli ii"GAO........ iDdepsMIe.at.......
~ofe:nellJdatamldtD~tbebookl~ft!Cardld" (\

·········.pu_ipemans·,III..hs·'J-·Vlldercen.m..·ma~CIIrI)' ..
--wdtiC"'iO'\Mld"l&), lI!CIi-g'Clftlle,aet..(OV.s.c.
l882(a».~GAO.tD(l) IIIue IUbpOena for aIreIIdIIa'ad
teIICimaII.r·af.......1IId Ihe procl1ICCiaI\ orbooles, nc:ords, .pipeIS,
andotherclclCalwDtamld (2) .-...,basin_ premiIe ar fecilttr
aaamine*im°vcfaea1l••NIatinI to...,..., orbaftcial
.'1nfanIuItiaD. In Iddltiaft,illdiaft &02 tpedficaDy IIUD GAO aeee.
to.,~ iDfonnation in the JMI. Pall or.., federal
~ (otherthinllS)tft anterto c:arI7 out GAO'. functians ....·tIIe"· '. .
Sec:liaaJ2ofUle'PedIalInerlJAdminiscratiGll Act afU74 (16
V.s.c. 171), which appJiesto the Department ofEner&vC_G
·v.s.c. ''1151), IIUtbariIIs the Ccmptmller Genem1 to maraltarad
evaIuIre ·tbie••operatioAt·.- adi9Ities aftheDepanmeat. A=
·aathOIitJ·.1IIIder.etian·]2 foDows:

8(b) •Tbe CGInpcIa1ler'Geneal or..., afbis autbmized
npr....'.mCIIn71DIaathisl'llJ)QDPbIIbi. undertil

. '. lldian 11II)'NqueIt'1«- to III)' booles, cIoc:umenta, JNIP'G,
jrjijitie&;'UfiNCDcIi,lDdinfcaIIIIaticJD af IzrsrperIOft 0WIItnI or
operating faci1itiesor basin_ premiIIs wbD js eftIIIecUn III)'
phue.ofe\eiD·nppJJor~eMIlY ccmsumptiaft, wheN 8IICb

PoUc:Ieiin'i ....
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Records of
.Nonappropriated
.Fund Activities

Certain Unvouchered
Accounts

Ch· 7.1
Ok? ~ .. bIIw ntft.

"'..-w to'the pmpal. oftbis Act,.1ncl&IdiDI bat...
11""1*e4••te» ·.•~.deIIIInd,lUPPb'. induIa)' iUue:taft,ad
.itilcmzDs~tIDp"11<'DIe CamptraJler Genm11U1 nquat
DbpeDClDtD8ubmltin wrlUDIlIICbenelD infannaticm as the
CDaIP&'Q1ler·GInerII·m.,pr-='k

>-cc) ,..~Gmer.JafthetJnltecl ...;.....caridi
....·~n!jDilse,ratl...Iba1l'lIDeuCI!._tM.1D
e;,'i_aDi'lIOO*daW\a'E"".PII'eIIt ncGrds orCJCblrI8iDdld
infOllildollof..,NCipleaIaafFederal fandlor ,nj"&1lClUDdir

~.""'CDOpei.ve..........oracher~ODI
ellte.Unto purIUIIIttD..-cdan (d)or CI) af8ecl:ian'1 aftil
Acurbiehin ~aplnianoftbeComptzaJler Geneallill7be .
re1Ired'arpeltlJlenu0sueh~"" CDGpa8Uve
qreemmtl,arIimDlrtnmedicm.· .

1ft addition to this access8DttlodC)'.8IIbIedian12(d) aftbe act
-ebmires GAO to laue dlpDena.WIh the ccmcuuCIICI of.
COftINISionaJ COJIIIIIiIIee; for produdian ofb boob, cIoc:aIriIIdI,
jIlIpSS, mtistiea, dIIa, ftCards... iDfOftlUltiol\ ftfened to •
8Ub1ec:1ian 12(b) ofthe act.

UDder31U.s.C. 3525, the opera!iaas and fundsof~
funds and reWed adivities,wcb as mDitar7ezcbq.. .
canunil.slries.dubs,theetezs, and I'eSCaDnIn&I, are subjectto GAO
audit. ToClft)' outthisauditauthodtJ, .ctian3SZ5(c) pardi GAO
access to the rec:onIsand propeft) ofa fund.and reWed adivities.

A number or laws authorize the maIciIic orunvouchered
ezpendiQua-tbaR accoumed far lOlely•• the approval, autharltJ,
or certification of the President or -n aecutiw: aceftC)' offici·1 .

Under 31 U.s.c. 3S24. GAO is authorized toaudltsacb unvoudaend .
accounrs,. with eenain specified.exceptions, for the limited~
ofverifyingtbatthe fun4s were -au,D)' ezpeItded and that the
ezpendituns'were authOrized by 1aw.1Daddition, aecUcms 105.
106 of title 3, U S Cgdc. authOriIe GAO to makesimilaraudits of
certain UlMJUchered accountsestab1ished'far the operman.ortbe
Wbiie House and the ent.enainmentandUPel~ ofthe
President and Vice.PresideIIt.

Under these laws. GAO h1s'a It&ZUtaI)'riIht or-=- to aD
IH!C6SSI1')' books, papers••records re1ItiIICtothe audit of
unvoucheredexpendltures.
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ApPentDxB:,
Etaforcement
Provisions of·
secl:i.on 716-of
'nQe",Sl','Of·,the'
U,S."Cq<k

Claapter '7.1
Obt&lD1Dl Aeee- tQ IafOnaatiOD

-(alEach ageDcysban glftt.t:ae ComptroUer General information the
ComPtroUerGellerll!equireS'about the duties, powers, activities,
'o~on,an~tilumCialtransaetions,of the agency."'!be
ComptroUer GeneralmaY.~,anagency reco11l,toget th~
inf'0multi0n.Thissu~~ndoesnot apply to expenditures made
dnderse<:uon3524 or S526(elof this title.

"-(b)(l)" Wh~anagellcyrecordis not macleavaDable to the
ComptroUer Gen~'tVith1rlareasonable time, the Comptroller

"'Gent!l1l1ma)'makeaWriuenfequestto the head of the agency. 1be
recau.e5tshall state,. the wth()ri~for inspecting the records and the
reason for theinsPedioruThe head of the agency has 20 days after
receiving the requeSttbrespOnd. The iesponse shall describe the ,
rec~rdwithheld.~d the~ntherecord is being withheld. If'the
Col1lptrollerGeneratis, not given an op~rtunityto~the

record within the2().dayperiod, the Comptroller GentDl may file a
repartwith the President,'the Director of the Omce ,ofManagement
and Budget, the Attorney General, the head of the agency, and the
CongresS.

-(2) Th!'oughanattomey, the Comptroller General designates in
"writing, the Comptroller General may bring a civil action in the
district court of the Uruted States for the District of Columbia to
require the head of theqency to produce a record-

-(A)'After 20 days after a report is rlledunder paragraph (1) of
thiS subsection and

-(B)' Subject to subsection (d) of this section.

-(3) 'l'heAttorney General may represent the head of the qency.
'I1le court may punish a. failure to 'obey an order of the court under
this subsection as a contemptof court.

-(c)(l) ,Subject to subsection (d) of this section, the Comptroller
General may subpoena a,record of a person not in the United States

Pace '1.1-1'1 PolideelProeedares MaDual
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Ciaapter ,'1.1
'()bt:aIaIa8Acc:eu to lalOnutiOD

Government when the n!Confis not made available to,the
Comptroller General to which the ComptronerGen~lIasaccasby
Jawor by agreement of that pelSOn from whom accessis·sought. A '

. subpQena~idenUfy"the recordandtheautJl~forthe
inspection and may be issued by the Comptrol1~Geraeal.';~
ComptroUer General may have an individual serve a aub~'JJDder
this subsection by delivering a copy to the pirsoa'namedtil;&,'. ,
subpoena orbymailing a copy ofthe subpoena by.~ecI,Pr,
registered mail, retumreceipt requested, to the reSideneeCJl'
.pr:inc:ipalp1aceofbusin~oftheperson.Proof ofsemce is shown
'byaveDfied ••~bY!!ie]lldividualaerving the subpoena thatstates
howthe~was,~orby theretum receipt signed'by theJKU2iOnServed ',', ""d, ' , ' ' , , . ",

::""::" ,'; _ '.,,,','- -',:."",',,::/,'t:,"':';':::> ".' __ ' ,: .' ''-, ", _' _ " , .
-(2) Ifa.perscRl ~iding",fo~d, ordoing business in a judicial
district refuses to comply with asubpaenaissued under paragraph
(11ofthissubsect.ion,the ~mptrollerGeneral through an attorney
the,CoJl'lPirolle!" General,desiplates in writing, may bring a civil,

, acti0llintbatdistriet.court t9.require the person to produce ,the
~ord.The ~qUrthasjurisdiction of the action and may punish a
faDure~ obeY an order ofth.e court under this subsection as a
contelript,ofColJrt,

~(a)(11 The Comptroller General may not bring a civil action for a
recorci withheld under subsection (b) of this section or issue a
subpoena under subsection Ce) of this section if-

-CA) the record relatecitoactivities the President designates as
foreign intelligence·or counterintelligence activities;

-(8) .the record is specifi~y exempted from disclosure to the
Comptroller General by a.statute that-

-(i) without discretion requires that the record be withheld
from the Comptroller General,

-(ii) establishes partiCular criteria for withholding the record
from the Comptroller General, or

-(iii) refeis to particular types of records to be withheld from
the Comptroller General; or

-(ej by the 20th chly8fterareport is tiled under subsection (b)(l)
of this section, the President or the Director certifies to the
Comptroller General.and Congress that a record could be
withheld under section 552(b)(5) or (7) of title 5 and disclosure

PolicialProc:edareetlaaual N.....ber·1992



Claapter'1.1
Obtalabll Aceeu· tolDtonudOa

reasonably could be expected to impairsubstantiaJb' the
operations of the .govenunent. .

-(2) The President or the J)irector may not delegate certification
WIderp8ragraph (l)(C) ofthis subSection. Acertification shaU
include a c:ompleteexplanation ofthe~ for the~catiOlL

, .". :. "". . '. ' .. '.; ',,..' .'" .. " ,. : _,., ,. ,:;. ',_" :0 "'_ ',_: '. ..;,." ';. ,v,:" , ;,.,',:, ,..~, . ".' .•" . .' '._ ".";.

~(e)(llThe ComptroUerGenera.\s.halhnaintain the sameJevel of
confidentiality for a ~~:~118blll!UnderWs sectionu is
required by the headOfh,igen,Cyfrom which It IS obtain...

.···omcezs8nd'emplOY~Q0hei~Ac:countingOffice aresubject
to,the same statutoI)' pen8ltles rorunauthorized·disclosure or use as
otIicers or employees C)ftheag~ey~ ., .

-(2) The ComptJl)DerGen~~ kt!epinformation describecUn
section552(b)(610ftlt1e 5 that the ComptroDerGeneraJ obtains in a
way thatpreve.ntsWl~~inyaSiOns ofpersonaJ privacy.

-(3) This section does·Jiotauthcmze mfonnation to be withheld trrmi
Ute•. Congress:

.
(;)
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Appendixm:
Sample Letter

.GAO

Pale 1.140

CUptel'1.1
ObCal.abll Aec:-.·to IafOrmaUOIl

.... r··w·......

AP~U.2•. ;1112·,

· 1Ir. ltabeft· ValOM
Di~~ , .
$"~- Pntr.. O~Uce
1325EUt.....nti.....yaoaa 11400 .
111"'r IlIZ'ift9. lID 2011~'

·Dear ~. Val..:

'l'bl. letter n.ponds to .,.r'COIIc:em.about our OfUc.·.
review ot th. Adv.nced ".&ber lnter.ctlv. Proce••lng Syat..
(AWIPS) proc:a~nt. Iou .......ked tbat our .taff IHIIber•
• 19ft a conflict of interest/nondlsclo.u~.a9re...nt before
being 9i..n acce•• to certain acqui.itlon into~tlon.

HCNeYe~, ttleGener.1Ac:c:ol1nting OfUce·sstat.utory .ut.bority
tor acce.. to .•pney recoZ'U, U u.s.c. sec. 716 (a), e.tend.
to.ny ·info~Uon ••• "ut U1eduUe•• powers~

.ct1v1ties. orv.n1zat10n, and f1nancial transaction of· an
ageney. 'l'bi. include. aveney procure8ent record.. In 11gbt
of our Office'••tatut.ory .cces. r19ht. our general polley 1.
nott.o .i9ft nondi.clo.ure orottl.r .gr....nt.••• a condit.lon

·of gettln9 the .cces. to ""lCb we .r.. entitled.

We neverthele.. .ppnci.teUiet .a.. of ttle info~tlon &bat
- .,U1 revlew 1. consldered .en.1U.e ln tema of th.
conduct of, and ttle ca-petitlon ln, ttle proc:ur..-nt. ...
therefore point out U1at t.here .re, ln t.ct, certaln legal
and pol1ey nsu1ct10ns on our di.clo.ure of recont. obtained
pur.uant to our.tatutory aut.horlty. Flrst, our ace•••
• tatute, .tUU.S.C. lee. 716ce) U), require.u. to
..1ntain.tbe .... 1e..10f confidentiality for t.bereco~ a.
1. ~lredof &be bead of &be .geney fRlllvh1cblt. ls
obtained. .

Further. Ganer.i Accounting Office officers .nd ..ploy....
Uke aUteder.l officers and .-ployee., .reprecludedby18
U.S.C. Sec. 1'05 fra- di.closing proprletary or t1uslne••
confident.1.1 iftfo~tlon t.o .ny e.tent not .uthorized by l.w.
Although this proscrlpt.ion doe. not. preclude disclosure to
the Congre•• , our OfUce'. poUey i. to respect t1u.lne••
confldentlal info~t.lon .nd to protect t.he ca.pet.ltive
positlons of indivldual caapanie. ln a ..nner con.l.ient. wltb
our nportln9 re.pons1bU1Ue•.. As agener.l utter. _
tberetore '1111 e.clude proprietary or conUdttnual t1u.ines.
int0Dlation fra- ourrepofts, .nd lnste.dtr.ftIla1t it
.epar.tely. Wtiere suCb a ·U.ri.aittal i...de. we .lert tbe
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Obtaini... Aeceu 10 Inronaation

nport nC1p1.nt to tile .....iUy1ty of tile contents by .....
. of an.ppropr.ln.letend adYuiDg tbet tU'tber nl.... uy be
protllblUClby II U.s.C. SK.I'05.

lie abo· .ppnc:.l.te ,oar cancen ....t nal and .pParent
conf11cuof int.n.u betveen •.,.,....nt .-pl."... .•nd ~.
ca.peUton 11' ~ ac:qa1.1t101l.tIe· polnt outtbat .aU .
prof•••lonal-.ployee•.. of OIIZ'OfUce.iJI ~.de.GS"'.and
.....n nqu1nc1. to fll.annual Unuc:1.1 1$1.c:loaun
un_nu. IIoncnru.our.-pl."...an c:aaUoned. through
our .puJ:lU.bed .poUc:yon .. -.ployee.~ca .Ud C:Olldu~. tbu 'tile
.....l ••lonof • Unallc1&leu..cloaun.Ut_nt. d_•..ftot
nUe"••n e.ployee oftben.po...1bU1tyto. cU.quaUfy
bl...1f or b.Z'8.lff~ any ....lvn-ent tbet c:onfliCU· with a.
f1nancial or non-f.inanc:1&I1nt.n.t.and tbet til. fact that
.n lnten.t·i. ftOtnport&bl.~.DOt.antbat .It i. not
au.c.ptibl.Of 91Y1af rla. to acoa111e:t.

We ~Z'U.t tbat tbe abo¥e lnforaatlon~a.e. your c:onc.rn••
Howevet, if you bav. any qu••tio... , pl.... call 1Ir. .Jerold D.
Coh.n, Of our Office of General counsel".t (202)
275-5212.

::
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0Iapr.er 8.0

Collecting .E'Vidence--·:;:::,:;:'········
Policy Smnmaryn
PolleY

The Standard
Of'EViclettce

'JYpes of Evidence

. (W)i.pttlicJtstoobrailaIildJJnlentpemaasift and c:anvincinI
'evidence;1n lU)JPOJt'Ofbl'1ndinp, COIdIllians, and
~ thathelp,8IdIf1tbe IIIipmeRtobjedive(s).

;."-J: '~')c;>:<,f.t.;'L~f~' ';::". :'y,/:·::;:',.:',';t~i,~,:~,:·;(~~i:(".-',:<:: .. - -~

~.iS'5·i~bUiI'forGAO'11ndiDp, conclUlicms, and
..~~.~:~,'·;.:·'..1;1:cl;\.j.,·

~.~.~,~~.IJfI!l~IO~."
~';~~.~~"" ..... ,...•.••••.. > .....

~6e~_i;~;~IIe.u4 CIU ftliallklftheft.
'··,IilIsGft'tO;iCibtttieWa~Ofmden Itlbouldbe

~~~,~ "'
~~~=~.~~
1IIiketbetl:i'ijl.ftj.cCllIChif"orncam.mendIticm .. and

~'·~f<~~'flbClt;ii,1AIt.DOtevidence.:'~be
c:olIecte'a'~mu_rCtIIIDeeliedinformadon....~
adltli:sOms;'·::icji/:/d:.:,:,,:"··""

,····7'D:.~~'~ftOtlleuUll' itIIl~but__
IMIIl·ClftcUOfta.~'~·1IIe.-ae~.'".,QAO. ..

~,,~,"evideAce·van.ble,"ifa,' ..,.......,..,.,...

~~~-,:~:~.
~~~~.~'bedrawn in cases ofaeriousevidence

" ,-,. , '~'.;"'. " ,,' . ,'" "', .... ' ..,' .. ,,",. ......'",.:. '."
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Key Responsibilities

me.a. ,..
CoDecIiIII..............,·..··.,

. '. . . (

- ~..""".. craradDlfODllltiaa.lUChasJeuels,
=-cra,.~···~"".·anddatafraJllJnfomlllian .................2JIe~,,~71'J,.,.. ..

'....-~.........",....,....,.,., ..
_i~:1.":""'••"""" .

".,"",
""',',""" ,',

~~."c:a..~cuein c:oDecdnc. evidence ftPIdinI
.,,~~'c:aJIIP~,ar"""and~ ethics JUIleIS
atr~lIIDicIr:j~,~Dililenc:eil reqaiI'ed in
fo1I.C:Itt1DItbe,~_'iDICNcIicmsin GAO's Guide 1ft! Bcyiar(-)
C(Sc:Dijt;I\z pmgcptsCGM)/AFJm.8.1.2). ..

FOf:·~OftI1~Gfteo1lec:tinlevideDe:e.... chlpterLl,
-CoDec:tiII&~~ .

law__~·.~areresPonable farensurirll
tbltGAO's~~beeI\faUowedand swadardsmetin
==ipmllatafalr~ttae"lftresponsible. This may include
inquiryconceminI·~.apportfor the more COIIII'OVeISial
1eft1dtive, orsilnlfic:antfinclinp.

AaUtlDIt·di~t"f!IiDnal ~are~lefor

i':~thePi:.'••f';ZI"arfmdenc:esupponirlca Iindin&"
for.......thaUle'II!ffftncer'a COIIIIMIIII havebeen~
bandled.

~~a:ftd~'IfIAtIIIgm.arePIimariJJ
.' I~tot~~~~area~ oftbeirrespoMibDltits

d',dlattheirwark.tiOAO'. staDdardofmdenc:e. 'Ibis '.
respcmlibmrjilllifibithorDuah&stbIDd knowledaeofa.ssiInmeat
design ad work perfozmed.
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CUptel' 8.0
CoUeetIq Evldeaee-PoUey SIIIDID&I'1

AllstaJf~are responsible for developing well supported·and
convincing evidence.

1II!Jtmmt:erBare responsible for checking the suppoltfor evidence in .
terms ofGAO's standards and for ensuring that signUicant questions
are resolved or communicated to higher authorities.

Paae8.0.3 PoUei-'Proc:edares Mutual NOftmberl88Z
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CI1apter~.l

Collecting Evidence

o

Policy

1IIlPO~C~Qf ~.
..A$ignment.·»esig.ti.

Physical Evidence

'·Testirtaofiial Evidence

GAO's policy is to obtailland present persuasive and convincing
tMdence~support ofits findings, ·concl_ons, and
rec:ommenclat.ions thathelp satisfy the assignment objective(s).

Assignment design establishes (1) the type ofevidencethatwiU best
mee~theassipment~bJ~8) and (2) howitwDl be coUecteef to
~thatGA()'B~ismet.While cost tm4 timifl/l shDvld be
~in.tenr&irii",.the &weand~ oJet1iJl#mceto
be~.~J~must ftDt be tI1lDtD«l tojfJt1PMf/.iIfe the
quiiiity G!GAO',iDOrk..

Thefour types of evidence used to support GAO's findings,
c:onclusions,and recommendations II.re .

-.physical,

- documentary; and·,'

-analytical.

Physical evid~nce.is~b.taiAed by direct inspection or observation of
(1) peop~e, (2)property~qf(3) events. Examples of physical
evidence include obs~l'\'iQginventolYtaking; counting Cash and
b0J:l~;9lJs~ nailita1:YeqlIipment testing; and examining other
'govenunent assetS, such ~.motor vehicles or buildings.,

Meeting the stllndardreq~ making the inspection oro~on
at a tilne anc:t underc:ircUInstances rhatare representative of the
activity,prope1ty, or events. It requires recording the inspection or
obsel'\'ati0nin a fqffll that~lishes its competence in a convincing
way. lrlcertaincase$, corroboration by documentary evidence is
essential For exartlple,.obsel'Vedconstroetion progress at a site
allegedly owned'by the auditee must be corroborated by such
dOCUments as contracts, insurance policies, pennits, and proPertY
titles.

Testimonial~denc~ isinfonnation obtained from others through
interviews or written responses to inquiries, e.g., questionnaires. It

,is frequently obtained from thefollowing sources:

Pale8.1-! PolidalProceclara Muual ' Novembel'l882
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Docmnentary Evidence

Chapter8.!
CoUeedq ~denee

• AgtmCIJ lind ccmtnJctDr timployea: The knowledge and views of
employees are an important soun:eof infonnation for many GAO
assignments. . .

.Program~Fecleralagencies'expendituresare

.... directed ,to achieving certain results withi'espeet to partieular
groups of beneficiaries. The experience and opinions of those
beneficiaries are·often-an importantsource.ofinfonnati~

•~ad~ GAO's assignIn~tsCoverawicleraDge of
highlyeomplex tedmicahmdscientlficsubjectareas.Atttlnes, GAO
stdCipabWUt!fJ In.c:ertIiri areas need to be supplemented by tbose
ofconsultantsoretperts.

~ Otherr. For example, individual citizens may provide leadsl.n or
evidence ofa particular condition or deficiency.

• Speci4l~fartIJStimcmiGl~ Frequently,GAO
uses secondary data collected by federal agencies and other entities
to identify program beneficiaries. 'Special circumstances arise when
the collecting agency provided pledges of confidentially to obtain the
data from the recipients. While GAO generally has access to this
infonnation 8I)d is bound by statute to mlintain the same level of
confidentiality as. the originating entity, GAO should consider (1) the
entity's actions in granting the pledge-of confidentiality and (2) the
needs of the assignment objective(s) before detennining the most
appropriate method ofoperating.

GA;O.sta1fshould .detennine whether the assignment objective(s)
l'eQlJil'esaccess to specific personal iCientification data or whether
otheraltemativem~wouid satisfy the objective. (For additional
infonnatiol'lon the~al considerations of using secondary data,
see p. 8.1-12.) .

•
Documeptsmay be generated by an agency or a contractor, or they
may originate with suppliers,' program beneficiaries, 'or others
external to the organizatjonbeing reviewed. When documents to be '.
used as primary evidence are the product of an organization's
accounting, administrative, or management system,intemal controls
should Ilormally be reviewed and tested.

Examples of documentary evidence include correspondence,
contracts, agency files and tecords,law5, regulations, audit!
evaluation reports by GAO and others, internal management studiesl
evaluations, automatic data processing tapes, maps, charts, and
graphs.

PolicinlProeedares Manual November 199Z
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AnalyticalEvidence

.. ···aaP~8.i
CoDecUaa Evl4eJlee

.::_c:!i'eYj4~~<isij~()ped'or denvecftromotbermdenceby
~computations,comparisons,or anal)'Besorotherevidence.

.·;.,.~'4~~~~~~~·iscreatedby()thers,lIIUIlytical
..•... mct.-.i.sdevelCJPfiCl t»y t.he.~dltDr/~1.1&tqr using othert)'pes or

evjde!iceastlu!·~for·anal)'Sis.Forexample, GAO~
•.~ •.~~~~.~~;~ ~nses·tD questj~1II18ires o~ .
• ~IIl~~9~~COmpUtaUCHIS on the basis or
irifO'mi8tion obtained.from agency case files.

-ie1$'ant,·and

.".

C.'_, .. " .", .,,' '.:

!'he burden of estai)lishing the reliability ofevidence is on GAO.
'GAO~ldseziteonf!rences'and obWns conunents on draft reports

,. tDveJifyfaetsand thebnplications that flow from them. •Those
approachesare:alceypart.orensuring the accuracy and validity of
evidence. . .

77&iss~tlppli&ftDalltwes oJevidtmt:e. ItfIWSt be met
~oJ~.daignDr the methods ustXl in COllection,
wrific4tion, or tlnalysis.

Iprarecases,the best evidence reasonably available maynoUuUy
·meetGAOrsstandard.Suchevicience maybe used irtGAO produe:t.s
if'it$;limi¥onS'areapproPriatelyciisclosed, but generally no
cmclusiorlsotreeommendationsshould be drawn from it. Also,
CCl7'emust·bet.aken.tD;:~that.su.ch·mJidence is the best tlva.ilo.ble
tlnltthatlimilQ.titms on its competence tl1Id svtru:iency do not
:.fr,ed:u4e~'uSejulness).,·

competence Cori'lPetenee.istheiriherentsounclnessand credibility of evidence.
In assessing competence,thekey question is whether there is any
reason to doubt the evidence's currency or authenticity.
ComPetencecarr~furthe~d.bYensuring.thatth~evidenGe..~
()btaiiu!dbyeffeetiVel¥app~yingprofessionaUyaccepted .. ..

.'':methodo~ogy8ridlorwasproVided ·bya.kriowledge8bh~; experienced,
reliable, independent, 'and unbiased source.

November' 1882



Corroboration

Claapter 8.1
CoUeeUq EftdlllllC!e ....., ....., .. ,/....:"

FactOrS toconmderm assessing COmpetence foUow: .

-Waitobt8lnedtbroulh~riateaudit/evaluation methodologv?
(See ch.l0,-Metltodologylllj";

'<;';;'.t><,';" ;".,,, J' '>:":":'::'!:"~·<:;:":rr~:.-/·,~',;';'.;. ;',

- Is there any reason to doubt its CUl'l'eIlcy orauthenticity?

~~~~i.t~;~.~~.·ofeviderice·bY
obtaining:additionalevidence. CorroboratiRgeYideltcee8h·'iM!.ofthe
sametype(e.g.,the~~nyof,moredw1oneinvolved~lor
a difl'erenttJpe(e.g.,dOCUllllnts,compared with testimony),.Within
the·.limits of time and resolll'CeS, corroboration ...-y include testing
competence by using an:alternatiVe design or an altemative data
coUectionor analysis. methOd'" .

. '... ' , ......

.Evidsnt:eslunlld NcomJbon:&ted tDhe7&ewr tlu!f'e is f'eGSOftto dDubt
its 11tJlidity orstUru:ieru:y.Corroboration should be considered,
even when credibility does'not seem questionable, ifparticular
evidence is key..mafinding.

Relevance

.. Examples ofcorroborationfoUow:

•·..Analyticai;~rd.;~evi~ce can establish the veracity ofan
agency omcial's t&W.in\ony,that ~ents' average length of
hospjtaIj7~tionhasinCre8sed.(Appropriate analysis of documents is
.US\I8l1ybetw'evidencethanan individual's'views or memory.)

,.' ."\1

• The amount of loss asserted by an insurance claim can be verified
by'comparison with inventory records and by physica1inventory.

s": •

... The validltyofan unsigned copy ofa contract obtained from
agency tiles canbeest.ablished by reviewing the omcial contract file,
discussing final contract.negotiations with the contracting omcer or
hislher technical representative,' and comparing it with the original

r=~:~=:~:w-::~\
Relevance involves the relationship of evidence to its use..77&e
ififormatUmuSectto prOve,or disprove an issue must uve a logical.,
sen.sibleT8UUicmsldpto~ .. issue.

Pale ..l ... PoUdeslProeedarft MUluaJ Nove.berll92



CUpter8.1
CoUeeUq EYideDee

I .- ..... ,'- -,

''1'he .'Scnlmllentobjea.tVe(s)8Ild thePI.annfittUse~revidencetO
8upportfin~.-.zethel)BSis for determining l'eleVaDce.lferidence
cIoes nothelptO·~t.Il~assignment objective(s) ·iIl·•.eJeIIr'antt
demonstrable'Wa¥,it,js notNlevant and should not be induded 8S
evidence.

FOn~.-e~teSts ofrelevance:
:-~:~"-><;-, r:-,',;'/ -""::', ,.'i.':,:;.,-·_',!L<"'~.~'~;:,:-~/~:,', :,'!.)" :'..>',":; :,'; .' :','..'~

-Does the evidence.make a fiIldin& condusion, or recommendation
.; i • C". i" .'

JIlC)re~~le?,

.lstbe~dence.;~e.rRen~ota c:bain otlogic by which the
~fJb~s)aIreiccompUshed?

To teStSufticlencyi!;te» determine. that th_is enQughcompetent
IIIld~t!Y8Ilt e1.'iden~,to le&liareasonable person to the same
~()ns'8S thosetala!rlby (lAO. Thetest establishes thatpositicms
~onthebpsptthe~denceare eonvinciDgand that GAO's
.~'bave'l\()tiI\8PPropriately generalized or overstated available
evidence.. .... "

Evia~#C[l,ii,t1e$;~ ~cient can tangefromphysical facts
estIiblisbefi bYJngltiple()~ons to cause-and4ect . .
relatio~~aqribl.lt.#»lf!tpf.:omplex national programs based on
effectivelydesigned and implemented statistical inference and
quanti~~ques. .

Sufficiency

~

The Relationship of
Competence, Relevance,

'" and Sufficiency

. . .

~thespam:e.o/'~J.&(Iture 01 the evidence, it 1n1l8t eJfectiwlll
esf4bl~UuU ~. Q~O.position is tD4nvnteei aM supported..

Whileevicience~ust~c()nvineing, it need not be totally
indisputable. Collecting evidence is costly and should be done
pl'Udently.

'nle sr.anPards0CCQrnpeteJlce and relevance require that each'piece
o(evidencebea valid and h1tegral part ofa framework within which
1in~,~JlclUSio~,~recommendations'aredeveloPed.

The ~darcrofS11fIiCiC!llCYtests whether there is 'enough evidence
within that frameworktQprovide convincing support for GAO's
communieati0RPfoduc( Taken together, the standards of
c:<)1Ilpet4mce,rel~ce,and~ciencytest whether readers wUl be

.convirlce~;t~th~J~,~~~()nditions described are real and that
action on GAO's recommendations is needed.

( ')
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Meeting the Standard
,ofEvidence

Physical Evidence

CUpterLl
CoUectIaI Evlda_

'DlestandanJ,ofevidence is the same regardless of the type of
eridence'obWnertThefoUowingdiscUsses matters that should be
c:onsidered in deterinining whether that standard,is met for each type
oferidence.'

'Jlte competence ofphysical evidence dePends on such f8ct0rs as
when, where, mdhow'the inspection or observation was made md
whether the manner in wbicb it was recorded fairly JePresents the
'factso~,~~(lsatisfythemtelves that each obselvation
was reasonablyrepmlea1t.itfVe of the condition observed. ,For
eDD1P1e,ifan observation is intended tDbe representative ofa
nCtrmat collCli~on,St.IIfr~ould Inalce sure that observations were not
madt! at peAk'or8low'P.eri0dS. ,Care should be taken to ensure that a
nonrepresentative -show·,~not put on for GAO. '

" , '0'.

CtrretnUst GIso be t4kefttDeSt4blVh 'UuJt tMobsemuiDn is releucJftt
tDthe usign'llU!lntObjectitJtJ(s). ',To do this, a physical observation
may need tDiJe'Unkedto0tner eridence. For examplt!, assume that
'm auditor/evaluator obSelyes a project under construction. The site
is a -beehive· of activity, mdSignificant progress is evident. A
promin~~~signcl~y ,identifies the site as the,auditee's property.
But jS'it?' ,The visual evidence should be linked to documentary / ')
eViden~ntr8c:ts,tnsUranc:epoliCies,or building pennits-as'best ~
evi~ceofmmership.

When ph1lricril evic:i.enCeis critical to the assignment objective(s),
a.ttempts s1unild. be mAde to' minimize the likelihood Uul.t it ccruJ.tl be .
t:1ulllt1rIged.. Thismaybedone by having another GAO staft'member
or an agency or contractor representative present when the
observation is made or by authenticating the manner in which it was
n!Coldetf

In some circumstances, it may be useful to ask an agency or
contractor represel\~veto signify hislher conCJm'eDce in the
ob~descriptiolrofpeople,property, or events.

Ph)'Sic:aJevidence can be recorded as memorandums, charts, ,
photographs, maps, or samples. The fonn in which it is recorded
should nonnally be the one that best establishes its competence and
is most eonvincing. For example, a clear photograph or a videotape
showing storage boxe!t()bStructing access to afire extinguisher
cl~yand.cOnvincmgJy~emonstrates a fire-fighting obstacle. ,It has
• far greater impact tIwl a written,description.
'.", , .. ', ,,"', " .
, .
The competence ofphysical evidence is enhanced when the
cin:umstances under which the observation was made are clear, e.g.,

PolldelllProceclarea Maaaal November 1992
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TestimoIllalEvidence

wliel\andwheretbePhotc)~bwastaken,thecameraangletbat

WlS1jsecl,ancl'~~~ces involved.

.2bbeeomPet.eR4itGti.Vzl~mvstGCCtmllSl".f'8QWd 1M
~~1Dith~9UGl\fied, fJftll direcllJl involved
~\:," '". .

1n,~~Q~s 1V()rk,.testiln0~is~ oraDy (face.to.face or
telepholieilatervi~for bywn1:ten response (e.I-, questionnaires).
',', ...., "" ...'.. ,;.,.,....,.,'.:.;,., '.':_:,'~'~.:>." ',':,,"-,';:,! .:.,', .::.,'!";,.,>'_.,'....,'::',....:,.'.... ,;., .;..... .'.'." .' .' .

. .;."., .... , ..... ,' -:"',

RI!~.orho"'itt.!·~~tJIJ.rl~the mmpetalee ottestimonlal
evidence depen~ Qri&everalrespondentfactors:

, .

~iJ{~~i(IJ}#••'·..T~4Imentandperceptidn,~.~'tD
cte~,~e~p~~~pletc)be interviewed. .Forexarnple,
·t.It~{aCt~!:·.~~·.iSiI\,alUgh-1eyel agency or c0ntraetorposition
doesI19t~!iaecompetknee ofthe information furnished.HeI
·~~)'~.~ri'·inthe:poSitiOn'ormayotherwise Jaclcthe detailed
~d'kIi~wlectgethata.j1Jbordinatemight haw.

," .' 'Forliirigh.iiuiis i,t'~Vtaifig .i~ormtIi~·soriaetirneS;·'ih~.~
in~ewed ~.~, J)leclges of (:()nfidentialityconceming'h1foiTnatian
they proViae;~Shofu(f~ taken not to extend such pledges
,~ess~f~J)l'()val hast»ee.n obtained; Chapter 7.1, ·Obtaining
AC~~JnfOi'J1W.idll,·~~whensuch pledges can be given.

;:>"";',,:.

•··eerStm4lczndprofes$~~ul4tion:When their testimony is the
primary or sole suppon.for a finding, conclusion, or
~omm~~C)n,i~~reputationof consultants and experts in
~#J~~l5Ci~~c ~must be carefully detBminecL This

',' de~ti()l)couldiIlcl\u:letheir professional'credentials,
.'. m~bersh1p8ndrolei11prbfe5sional associations, publications and
themanrter ~~h;tchthey are referred to, and professional
coDe&g\les'oPuuons of them. ,., .

,": . . - .- . .:' "'," " : .' ';. . "... :', ", ", ...... ....:', " .. " :~

• l~cznd.lD.cJc 0.f~ in the outeome:When an official or
~emplC)yee~~~tel11tm~that,areadverse to hislher employer,
e:ate should be. talCen tomirlimize the potential for retribution.
.:' ","" ;. "',:,;';,.,- ""> .• ,',.'

Establishing CoIllpetence . qoJll~~cec:an be.established by the fonowing means:

.c.cz~intM sefeptiOn0lt1wsejrom whomtatimcmY is sought:
StaffshciUld.detemune that those who are supplying-inf0nnati0n
have personal0r~rt kIlowledge ofthem&tters involved ,When
anirltervieweespeaksfor ~organization, care must be taken to
erisure that heJshe is. authorized or in a position to do so.

PoUciealProtedures Muaual, , NovemberlH2



Establishing Reliability
of Witnesses

Claapter 8.1
CoUeetiq ~cleDce

eCarrobojuting!ads or&..which testimony is .btJsetl: This can be
done by getting the testiJnony ofothers who are familiar with all or
some of the infonnation ~dlorby comparing the testimony with
dQcuna~orotherfo~ofevidence. If.col'roboration is not
feaSIble,· the product showel disclose the source of the evidence and
the·reason it was not corroborated. . .

.e~~~ot~ple, when the views ofa
representative nUn1ber ofalarge universe ofpersons are.sought to
.estab~.c9nclition,apprpppate assignment design can help ensure
competence.

.wmm informati0ll is obtained by written response~ competence is
highly ~ependerttOlfthe m~~odology used, e.g., the effective!design
ofque:m()IIIUIires.•.'WeJ1.d~8ned questions.are also important in
inteniiew Situatio~..• But,interviews, particularly those that are face
w-face, provide an idclitionalbasisforjudging competence,e.g.,
demeanoranel~laDIuaIe. .

,.. -.,

Ways in\Vhi~ an inteme,,~mightshow reliability include

.I'e(:itillgfacts Of other infol'rn8tion that is known to be valid or

• . frankly a.clmowlediU\gthat some questions cannot be answered
immediately·and promising to obtain and provide the requested
infon,nationorrefemng ttle interviewer to other knowledgeable·
persons. .

ConVersely, ifan interviewee: provides infonnationknown to be
erroneous or not current, the reliance that can be placed on other
information he/she provides is seriously impaired.

Significant factolS thatcausestaf'f to believe that evidence is credible '
or not credible should be·detailed in the worlepapelS.

It is 7lecessary toensttre.tJuJ.t testimony critical to aJinding cannot
be e.ffectivelyrepuaia.ted. .TNs is perhaps most likely when
statements made may be perCeived by the persOnlnaking them as
contrarY to his/herbestinterests. Steps to prevent poSsible
repudiation include having~o people present during 'an intetYlew,

. having the .interviewee initial the accuracy of the interview writeup,
orobtaining~~ion to r~ordtheinterview.

When 4pp7opria.te, iI&e teslimony ofmore than one knoWledgeable
person should be obtai7led to ensure a bala.nced and objective
perspective.

..:)
/

-,
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AdditiPnalguidance onplanning,obtaining,ancl doCilln~ang ,,
testilftonialmdenceis inc.bapter 10. That chapter discusses \'I1'iODS
tee:hniques ofgat.hering testimonial evidence. including the use of
strueturedri'te1ephone interviews'and questionnaires.

"J1.ecOl~ceofdocuments,asevidenCe~:~~,,' ,',', . "
autheiltic:ltY!Iind;~e,in~.ofthe system p!&iucmgtheRLNe .
&'~CttyON~ookSand~rdsWeen from agency or
~r~esClll1nonnaDytKtassumed,lM'ot:CImI#I/ qflhe
··iri(6~m!tJao.ts~,,nustbeesttJIXisMtlin~

.···tDilh:G.AQ's .8tA'IId4nt.

Man'gJ.s8ridotherprescnPdYestatements are e\'idenc:e oesterlC1 Or
~r,policy.Bu.t11hlesstheyare detennined(by appropriate
test) to control day-to-dayoperations,. they do not establish the
orgBlUzat.ion'sact:ualptaefjce. . .

When documentsto'be used_evidence are the products ofan
organization's accounting, administrative, or managementsystem.
intemaJ controls should be reviewed and tested. Thoseintemal
controlproeedutes have an important etrecton the reliability of
documertWy evidence.. ·For example, the reliability of an employee'.
tiniec:ara",oUldbe'enhanced'i!(1)the emPloyee punched the tilne
c1ock;'(2)hi&'her supervisorjapproved the timecard, (3Jthe payroll
secti0neheclcedthetimecatd .agaJnst job tickets or producQon
achedUles;and (4)inte1;r\alauditors annanagement nwle surprise
floor checks.

,WhIm c<nnJN,lln:"'1'J"OCU$etl~·er-e en importcnt part oj the eudit
" tmtlthe'cUuccreenu:itzl Wa.t:CO,Jrlplishing audit objectives, stalf
must determine the r-eliability oJthe d4t4.

GAO'S'responsibilityto ll!lS~intemal controls, including those
applicable to:computer-basedsystem5, are discussed in chapter 4,
·Standards." Further guidance is included in Assessing Internal
:C<>DtrQlsiDPerformanceAudit8(GAO/OP~.1.4)and Assessing the
Reliability Q(Computer.Pmces=u:d Data (GAO/OP-8.1.3).

The c:redibilityo!correspondence and other documents that are not
the product of a controlled system depends an such matters as the

, ,qua1ificatiONi, knowledge, and position ofthe writer and the
document's purpoSe. This should beest.aPlimecUn,the,same!lIWUler
~,'.~:.:. ,;:.~,",:,:...,;;~, :j;,.~ '. ," ',,', " ,': : -'<', ,,_ ._ ,', " " , ".:.,,' :.' '", '" ,": . ~. -.-""" ." ..:"- ..:; ,_" )."., ".::O·<:~<"""·'.':':'::' ;::",,~:;

, ',' as ..te$tilnqijWeVi~et\ce;-QrapPl"OpriatecorroDo~onshoUldbe" c 'obtailteci.'" '. . ""... ..... ". " ," "." ,' .. i"i" ' .. "',<; ,. .."i.!!

The news inedia-newspapeI'S, magazines, radio, and television-are
useful sources of background infonnation an activities under review.o PolicialProeectara Manual Noveaber '.812



Analytical Evidenee

Evidence Su.pplied'
'by Others

ClaapcerLI
, CoUeecI.q Eftdeaee

However, the neWsmediashoulcfnot be used as the primary or sole
sourceoffactlillinfonnaDcm.For example, a news article
identifying the cost.~faprojec:twould not be acceptable evidence
for use inaGAOPmd~

The competenceof~cal!"idenced~ds01) hcnv other .. '
evidenc:e.•is,usedto~:~~entobjective(sl.Forexample.
individua1~to~~ are testimonial evidence.
UsiDg thole IeSPOnsest.qe&;tllb~ the effectiveness ofa nat10nal
pmgnun,nquires,stafftQ cI~OJ), anaIytica1eridence.Tobe
competent. cmal~~•. ·trWStbe based on 4 atn.mtl daign
cumvst~ svch f1I4tter8 as

- .the accmacy·of~calcomputations and. comparisons;

- a sample size adequate to red..ce random error to acceptable limitS;

-the ability to repeat the methods used with the same or similar
results;

- .the·representativenessof the sample to its universe;

-the adequacy ofinfonnation obtained to meet theobjeetiveto
whic:hit is direc:ted (e.g.,willinfonnation on studentac:hievement be
reasonably related to anew leaming approach,the results of which
are·beingprobed by the assignment?);,

• the ability of the information received to measure the attributes the
assignment addresses (e.g., is educational attainment established by
information on the number of grades completed?);

• the adequacy of the questioMaire design to eliminate systemic bias
(e.g., will the quesaonnairepromotetruthful responses or those that
respondents believe to bemO$t. ~acceptable?"); and

- the reliability and adequacy of computer software used in the
analysis.

These InaUers are discussed in chapter 10.

The wprknecessar:Ytoaccomplish the assignment objective(s) often
canbe"reduceaanfcompl¢tionexpeditedby relying on the work of
others. During the proposal phase, GAO staff are expected to
determine what work has been done by others,including

Pqe 8.1-10 November 1992 ,~)
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.. Inspeetors General (IGs)and otJ1er program evaluation groUPSj •

• state 'and. local govemment&Qdit organizations;

• .ind~pend~t public accountantsj

• other legislative support agencies (the Congressional BUdget Ofliee,
the Cons,ressional ..Research Service, and the Oftice ofTechnolo&V
Asses5ment)jancf ......;

• recognized~t.ariks·aildotberexperts.

lWum. GAO relies .ontM .1OO7t ofothers as 1M prift&4f1l or sole
.IfUpprrrtfurits}'indingS, conclusions, endrecom~, thct.
~must meetGAO's q1.UJlitllstD:ndcrcl.

AS aftrst step in ensuring the quality of the work, staffshould
detennine the professional reputation, quaIifieations,and
independence of those who did the work. .Consideration. should
then~given tootherreievantfactors,such as the sensitivity and
complexity of the issues; the soundness of the methodology used,
and the reasonableness ofworkresults and objectives. Next, staff'
should decide whether additional tests are needed to detennine the
acceptahilityof others'work,such as

• reviewing the work program,

• revie~gworkpapers,

·revieWingprOCedtire.s followed and the results of work perfonned,

• assessing the assignment objectiv~(s),

• considering' the appropriateness of methods or assumptions used,

• detenriining whether the organization has an effective quality control
system,

fI making supplemental tests of work done,

• . obtaining corroboration by other persons having personal or expert
knowledge, and

• comparing the results with those of other well deSigtiedstUdies
whichemployedrigoro~methodology.

i
!
i
t
i
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# Data Obtained.
# Under Pledges of
# Confidentiality
~

#

ClaapterS.l
CoUectllll EYideaee

See alsogeneral1yaccepted govenunent auditing standards (GAGAS)
and Guide for Review oflndenendent Public Ac;countNlt Work
(GAO/~.1.1). .

GAO also uses the servlees of eonsllltants, experts, and specialists
when· .

• professionalopinioQS6it.eelulical advice is needed to augment staf[
expertise.(e.g., an engineering evaluation of the strength ofa bridge
or a medical opinion on the,efJectiveness ofaltemative treatments
for a disease);

• outside pointsoryiev; -.reneeded to avoid limited judgment on
administrative or techrUcaJissues; ~

• advice on developments in industry, university, and foundation
research is needed;

• assistance is needed inevalu;ttingthe acceptability of work by other
audit/evaluation groups or ()ther consultants, experts, and
specialists; or

• panels or focU$ g~oupsof consultants, experts, or specialists are
convened to develop new or innovative methodologies or to
formulate a consensus on issues of unusual complexity or
controversy.

When GAO relies on experts' opinions on scientific ortechn1cal
.matters, the cOl'llpet,enceoftheir evidence depends heavily on such
factors as their knowledge, eXperience, competence, professional
status,and lack ofbias.. Thea.bility to test the competence of expert
evidence may be limited since it is frequently b~ed on the experts'
cumu!ative,experieJ\ce. Consequently, care muSt be exercised irlthe
selection process. ObtlJ.ining corrobcn'a.ting testimony bym.oretha.n
One erpertmay be necessary in particula:ny signift.CQ.nt, sensitive,
or controversial cases. The cirCUmstances and limitations of expert
testimony must be clearly explained in the product so that readers
will not be misled.. (GAO Order 2304.1, -Employment of Experts and
Consultants,"discusses how to employ consultants, experts, and
specialists.)

GAO frequently uses data gathered from secondary sources such as
federal agencies or entities receiving federal funding and, at times,
thoseentitiescoUeetedthe data by using a pledge of confidentiality.
While GAO policy and the Yellow Book require staff to
independently test the evidence provided by others to ensure that it

Pace 8.1-12 PoUcie&IProcecluret Manual November 1992
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CJaapter 8.1
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Dleets qualltysf.a.l'ldards,probiemsmayarlseregardingthat data
~ected \lI1derpledges ofconfidentiality.

whU~ GAO'S8ccessauthOritYSenerallY is not questioned, practical
issues emergethBt may street '

• (U\O'~J'elati~nshipwiththeOriginating entity,

, ' i' ,', ;.: .' ~
-',;r' '

.th~(J.~~titY;~8bili~to~onn subsequent datagatheling
froi11:~wget audience. 'i,,'

'0,"".,,''. " " '-' ;_,_'_, ,. "._" ;"'}«".. '

• ~the assilWrientobjective(s)necessitateaccess to personal
idE;ll@cationin!onnat,i()n'ordoesS()me other aJtematjve(s) exist?

GAO~taffshould consider whether the originating entity was
entitled to gather the daraunderprograrn requirementS. Therefore, a
.pledge 'Yould lle,inappropriate.Even if the pledge was offered to
eruil1r~ a bet~r re;ponserate and quality of infonnation, this would
b,e'~ iliappropnate>use oC atoolthat should be used very
judicioUsly. ", ,

;',.!;

S@" members should consider the wording of the pledge to
deiermine'whether the collecting entity gave away rights of access
that it was not entitled to waive.

Whtin GAO uses a pledge of confidentially, it must seek agreement
from the requesiert.hat helshe~ognizesthe importance of the

t pledge and'will notSeekfurther~ccess. Yet, the wording of the
pledge,should.alerttherespondent that, under unusual
circumStances, such as aSUPPoe~the'data,mighthave to be
rele8$td.T0rninimizerisk,ofi!ladvertent disclosure, GAOstaf[

. shoUld.cut the linkage (identifiers) to individual resporuies as 500.

as all' qualityiestsarel11et..

Pale 8.1·13 Policie8lProceduresManual November 1992
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Collecting entities must recognize that GAO, bystatute,wollld be
prohibited from releasing proPrietary, sensitive data, or privacy data
and is required to.prt)vide the same level ofsafeguards as dorded
by the collE!c:dng entity•.

The assignment'sobj~s)dt!termines what informaDon needs to
be tested and how it should be tested. .For uample, in data bases
eont.liningpropn~ientlrespondentinformation (pemoDal
identification data such as name,lIddress,andlor social security
numberllen~wpul~~.in~udedon both the data,baseandthe
source docmnent."G40mustdete!rmine whether access to this
personalidentlfic8Uon data isreQWred or whether alterrumve means
exist to eheekthereliability ofsuch ·data. bases.

Jnth~ instanceswil.the~entobjective(s) relates to
infonnation about specific: programreclpientslrespondents, statr
members would be requited to access the data base and source
d~tscontaining pezscJnal icientificaUon data regardless of
whether the infonnation,~Obtained under pledges of '
confidentiality. This:probably'.fvou1d occur most frequentJy in
,special investigations offraud, abuse, or other illegal acts.

Whenthe'assignment objective(s) does not relate to infonnation
about specific individuals•.,stalfl11embers could work with the
collecting entity to achieve a reasonable assurance that the system to
collectthed~.isreliable andUuLt quality checks have been
undenakento ensure the accuiacy ofdata entry.

After considering the needs of the assignment objective(s) and
whether the pledge. \\"8Sappropriately given, GAO may work
cooperatively with the collecting entity to obtain summary data or
detailed data breaking the linkage to the individual respondent. This
mayinelude receivinJ da~ tapes,or original documents modified to
'include 'substif;Ute.personnel identification numbers or codes.

In those instances wbereGAO believes that it must recontact the
reciPienfSlrespondents, staflmembers should work with the
collecting entity to select the sample where original pledges of
confidentiality have ~eenprovided. In doing so, staff members
should be alert to.impJicat,ions forfuwre data gathering efforts by
the entity while ensuring the integrity of GAO's methodology. Staff
should workclosely with t,be division/office Design. Methodology,
andTeClWcal Assistance GrouptI'echnicalAssistance Group to
ensure that the sample selected meets Office standards and assess
the potential implicationS on the final message.

Policie.tProeedurel Manual November 1992
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# Broken Lirika.ges
# .

#
#
#
#
#
41
41
#
#

Related Materials

Other Chapters
ofThis Manual

GAO Orders

Other Publications

'WhileGAO'slUidllpce~~~~Iinkag~'t>etween.the"·" .
respondent andthe response be broken as soon as all data has been

.' fUlly arWYzedlUld~~'~~(erocedures have been fulfillt!Ci,
GAO isnot.sugg~th,at;otb.,.Q~t.()rp.nizations.should. break
the linkage where subsequent acce!!S'maybe necessary. Ata
minimum, GAO and other organizations should maintain at least a
lisang ofthose persons from whom data was requested and those
that responded. This ",ould pennitsubsequentaccessto the
individuals. In cases where fraud, abuse,or other.illegal acts are
suspected or deteCted, the linkage should not be broken until all
subsequen~investigations areresoJvec1.

In thosecases",herethee11~ty~Yhave~I'OP~y,broke!nthe
linlcage, (JAOwouldneedtoponsider~alternative methOdology
and fuUy disclose the situation ~the objectives,sbope,and
methodology sectiol1oftheproduct. .

4, ·Standards."

7, ·Obtaining Access to Infonnation."

9, -Findings, Conclusions,Recommendations, FoUowup, and
Accomplishment .Reporting."

10, ·Methodology."

11, ·Workpapers and Assignment Files."

0150.1. "Authority to Administer Oaths and Affi.nnations."

2304.1,-Employment of Experts and Consultants."

Government Audjtjne Standards (GAO/AFMD-i.1.1), ·Yellow Book,"
GAO.

Assessjne Internal Controls in Performance Audjts (GAO/OP-4.1.4).

Gujde (or Review oflndependent Public Accountant Work
(GAO/AFMD-8.Ll).

I
i
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Ape$$ingthe .ReUabUity of Computer-Prsx:essed Data
(GAO/OP.a.1.3)•.
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Qiapter 9.O

Findings, Conclusions, Recorrunendations,
Followup, and Accomplishment
Reporting~PolicySummary

o

Policy

Policy Highlights

Findings

GAO's policy is to

• ensure that its findings and conclusions arewhoDy consistent with
the evidence on which they.~ tJasecl.and are responsive to
assignment objectives(see<=lL9.1,-~ures for Developing
Findings, Conc1usions,Recollllllendations, and Matters for
Congressional Consideration");

• make recommendations that are constructive and convincing and,
wheneffec:tively implemented,wiIl·aceomplish intended~ (see
ch.9.1);· ,

• continually work with the Congress and agencies to get
reeommendatiOllSimplem~(seeeh. 9.2, -Pfoeedures for
Recommendation Followup");and

• recognize and doeumentGAO's actions, involvement, and influence
in bringing aboutunprovements in government operations and in
achieving other benefits (seech. 9.3, -Procedures for
AccomplislunentReporting").

Findings are the summation of facts developed in accordance with
GAO's standards to meettheobjective(s) of an assignmenL They are
the r.esultof GAO's investment of resources and the basis for
conclUSions and,where wBtranted, for recommendations. Findings
may be negative and point up situations requiring correction or they
maybe positive and highlight IJrograms, policies, and procedures
that work well and could be effectively applied in other areas.

A finding can consist of one or more of the following elements
criteria, condition, cause, and effeCL Which elements are required
for a finding depends on assignment objectives.

Findings must

•...be~ive·~ assignment objective(s),

• be supported by evidence meeting GAO's stD:naards,

I
i
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Conclusions

Reconunendations

Qaapcer 8.0
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• iftCluds.4~y d.eveloped itifonMtion on .iJJega.z acts· end/or
tlbvse detscted d:u:ring the ClwiVeualtuUion, and

• ~ II nfCZSOn4ble~.ojtDh4t ocn.cld n!Glisticallylle t1i:;pecl«l
VtIdt:r the circumstm&css.

Findings maybe posiUveandpointoutSignificant accompli$hments.
Such findings ueparUcuIarlyappropriate when an agency's
lD8Il8gementimprovements in one area may apply elsewhere•. They
may also provide·the baJance and.tone that will· help to get action on
GAO's·reconttnendatioDS.

Findings are most usefulwhen they point to the need for future
improvements rather than placing Wldue emphasis on past
deficiencies.

ConclUsions are GAO's assessment of facts disclosed by findings and
oftheirRplicationS that flow from them.

• lie·clearly stD.ted, t'IOt implied;

• lDgicQJlyflow from evidence in the findings and provide a transition
from ~e evidenCe! to any recommendations that follow;

• lie based on suffu:ient·evidence;·and

• h.ighlight evidence o/sign:iju;Q:nce to get management to take
con-ective acUOI\.

Recommendations state actions that GAO believes should be taken
in response. to findings and conclusions.. Th~y are made to the
appropriate level that can implement them. This would generally be
the Congress, an agency·head, or lower level agency official.

Recom.menda.ticms must

• n:l4te clearly to thefindingsClnd conclusions giving rise to them;

• establish Cln effective Clnd practical solution to C01T'eCt the
underlying .CCluse .0/problems, weaknesses in internal controls,
failuteto comply with laws orregulations, or other matters impeding
effective and efficient performance;

• hcve benefits that clearly outweigh the cost or other disadvantages
that would result from carrying them out;

PoUdellProeeclares Muaal November 1992
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• a.PJl"011ri4teJ,1I~the i11UM8o(all divisions and omces having
related responsibilities; ,.

• .be ccmrisumt tDitkpri.or G.40posit~unless a reason for ctw1ge is
a.ppropriate (in 1Vhich~t.he~tComptrollers General for
PolicyandP~andRel»,ortingsh9uld be consulted); and

Recom:menda.tion!oUowup must

• be actively and systematically pursued, recognizing the nature of the
recommendation and the ~xpeetedtimeframe;

M~Jor~.C01&S'U.UmJ.tion must meet tke sa.me
TeqUirements~ reccmt.~~~d be useful and relevant to
matters being consic:iered .Qr likely to be considered. by the Congress. I

i

I
""

I
November 1992PoliciK'ProceduresManual

RecommendationfQUowup is ~uiredunder the due professional
standard. It is an imPOrtant waY t() achieve a fundamental objective
of GAO's work-bringing ahOutimprovements in government
opep1U0ns and other benefits,Itj~th~ process by which GAO staff
(1) monitor recommendations to'ensure that they are timely and
properly implemented and (2) assess the effectiveness of corrective
actions taken. ·As an important and integral part ofass~gnment
perfonnance, followup is a key responsibility of each StafI member.

• seek a.pp' opri4te recoveryJor overP4J.rm,enu, as well as corrective
.m~toprey~trecum!llc:e, ~en.there is a legal basis.f9r
recovery (inlVhich case the Otfi~e<~fthe GeneralCo~ should be
c.on.sulted). .,

V{he,h 1Vork.sho~~apartit;~l~rllction would be superiouo
possitJle alternatives,.that ~tioliSh()uld be.recomfnended. .When no
alternative iscl~ysuperi9r,fl,le.advantagesand disadvantages of
each option should be stated and·the need for action ~phasized.

Matters for congressioraalconsid!ratigp include infonnation
developed, based on GAO's work,tfult will be useful to planned or
likely congr~onal delib~ol)S.

• ·nwdrnizethe use of.infonnation available fromagencysysterns but
includeindependentworkadequate to establish the actions taken
and the results achieved;

• clearly,' accurately, and thoroughly document the status of all
recommendations and implementation progress in the spring and fall
of each year; and

Matters for
Congressional
Consideration

Recommendation
Followup

o

()



Accompli$hment
Reporting

Key Responsibilities
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• 'give special attention to key recommendations.

Recommendation foUowup should be tenninated when
~mmendationshavebeen eft'ectively implemented, when actions
have essentiallY met the recommendations' intent, or when
cireumstanceshave ehangedand the recommendations are no longer
valid. (See ch. 9.2.)

GA0reyiews frequently reduce the cost ofprograms by achieving
greBter'etficiency, eliIriiruWngunnecessary funding, and cutdng
questionable programs. WhDe many of the benefitsderived from this
work~notduesolslyto GAO's dorts,its analysis provides the
qongress.and agency ~eads with the factual infonnation that pennits
them to confront controversial issues, make tough decisions,'and
,take necessary actions.

Accomplishment benefits can be of a monetary or nomnonetary
natUre.

41 Be documented in the workpapers. GAO's involvement and
influence for the positive change must be established-generally
referred to as linkage.

• Fully satisfy quality tests to en..c;ure the validity and integrity of the
reported accomplishment.

See Chapter 9.3 for additional il\fonnation.

Divisionloffu;e heczdsensure that GAO's communication products
and its reported accomplishments are valid and are supported in
accordance with GAO's policy and criteria.

Divisicmlregional planning and reporting managers are
re,sponsible for ensuring that a system for exercising quality control
on the reporting, followup, and accomplishment process is in place
and working and that time frames are met-including submissions for
the annual Status of Open RecommendatjoDS report (i.e., issue area
swmnaries).

Issue a~ directorsiregionaJ.. m4na.gers (and assistant directDrsl
assistant regional mana"gersJor individU4l assign:men~) are
responsible for ensuring

P.,e9.G-& PolicielllProeedurea Manual November'1992
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• the reasonablenesS, SUPponabW1¥, and applicability of1indings,
conclusions. and recommendations;

• that foUowupof open rec.ommendationsis timely; and

• the timely submission ofquality accomplishment reports.

EvaltuJUn'S-i.-eIi4'71e, assignment mmatlgmi, cmd all Q,VIJ,it#nV
.fNCIl1Ultm's·are responsible for complying with generally accepted
government auditing standards and GAO's policies and requirements.

Rsf~areresponsiblefor che¢1dng thesutfieiency and
accuracy ofmaterial supporting findings. conclusions,
recommendations. matters forcongre$sional consideration, and
aecomplislunents.

The Offu:e ofPoliCy is responsible for overseeing the
recommendation foUowup and accomplishment reporting systems
and coordinating the preparation of the annual Status of Open
Recommendations report.
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ChapterS.I· •

Procedures for I>ev~19pirtg,Eindings,

Conclusions, Recommendations, and
Matters for.Congressional <Jonsideration

Q

PoliCY

Developing
Findings

The ~portance of
.Assignment
Objective(s)

• ensureth&tftS~ 8IldcC:.lcii*io~ me whalJy consiItent With
. theeYidence on which they_baed and are responsive to
assipIment objeclives and

,:' " I • ~ ': ,,::.'
'f;· ,.,'.;,;

• 'make recornmtndations that are constnIctiftandcomincinland,
'when dectivelyimplemented, wm aCcomplish intended 'nsultI.
(Also, see ch.92,~ for Recommendation FoUowup."

'Jl\ndinp me faCts est.iblished byeVJ~ce developed in accorcIIIice,,··
With GAO's standards to meet the objf!(:live(s)ofan a.ssiInJDent. .. "
They are the result of GAO's inwsanent ofzesources8Dd the buis
for conclusions and, where wmantecl, for reeommendaticms.
F\ndinp may be negative and point up situations'requiring
correction or they may be,positive md high!ightprograms. policies,.
md procedures~workwelllDdcould be ef[ectively applied in
other areas.

~!inding canco~of oneor~.~the followingelemerJ15- ... '
Criteria, condition,~ and.dec:. '.' Which elements are requtred.
for a finding dependS on theusignment's objedive(s).

This chapter

• <emphasizeS that the assignment's objectift(s) guides the
de\'elopmentof1ihdirigs; ,

• defines what elements-eriteria. condition, cause, and effec:t-ue
needed to have a finding that adequately addresses the a.sSignmem's
objective(s);IInd< ' .

. ,

• states the requirements for each element of a finding.

A clear and "..~ defined objed;ive(s) is the critical stan:ing point for
each assignntenL Stam\g an assignInerit's objedive as a question
frequent1y~elpsto,~ specificity'8I\dclatity. It also helps to
determme the':t)'peo!'work that needs 'to be done and the elements
needed for a complete finding. ObjectjYes stated as questions are
Dlusaited jri'aPPendix L



Deciding What
Elements Are .
Required for a
Fmding

a.......l.

ProeIid~t.~"""'''.'''".'COadDlloa, aeco_.'''10..,..
IIaUen lor CoItInMi... eo-t

......

'. Abdinlmayreqaile.ODe Or• combination otfourelemems
crit.eria, condiUcm, C&UIIe, and effect.

ThefoJ1cnrinctab1e~(l)h01t themean.inloftht=sefcR1r
elemenIB may differ dependinc ap the tiJpe of usipIment obje<Slft.
.&Dd(2)~.&uIiD&eIemenU that. required for each tJpe ofauditl
~U"tjem. .

Prospeetive-
optionSanaJ)'sis

WbIt
IhoU1d
be

NlA

What
mould
be

Direction
orllize
or
intended
change

Direction
or size
or
intended
c:hange,
future
program,
poUey,'. etc......

; -..,: .

·Cpndltim

What is,
~wou1d

ha~been.
without
p~

What wiD
bel!no
c:bqe
and what
will be it
one'
option(s).
II...•ec:ted

Wh1
QDIldition
oeaured,
hlppened

NlA

Assert
one or
more
options
as C&UlIe

ResaJttJt
Cf'1
dm"erence
between wbat
ahould·be
_whatis

NlA

OptionaJII

Difference
betwet:il what
is and what
would have
been

FuIure
result
With or
Without
opticms

-Depends on assignment objective.

( .. )
~J
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Finding Ele~eIlts

Claapce 1.1
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Criteria ~.tJle 'oa1s,o~ orstandanls used to determine
whether. cciziCtitionmeetB orexceecls expectations. As'the above
table Ihows,tMUie of~is~ for aD but descriptiveaudits. ... .. , '. . ..... ,

Cri~JD&)'~founa~~~jtjons, policies,'wriUi!n
P~aecePtedstariCiUdSOtpraclices, etc. EwmIl1h6n thq
CI7"I!.~nt:h.GJbNt:U,.i",~fir _,GAO_MDIIlIl be
aliritD~tM~",,11Gli4Jt1r*fJU'I'7JO$G ~
"~~;h&ft cII.UtI~linCe·tbe·criteria·wereestab1ished.
Irid the, may Do.1CinlerCOl'lfqrliifO~. manIIementpnnciples.or
beconsiaentwith legislmVe irltent.For eDIIlP)e, lf3i,J·tian pused
30 YMZS~~thatesta.blished~income eligibility ceiling most likely
WOUld be oUtdated since inflmon andathereconomie
consideratiorWha\'eerocsed the~oftM doIlIr. In such cues.
GAO may stan Wtththe outditederiterla and develop current
evidenee 10 support a change 10 those criteria.

Sometimes, criU!:riado not exiSt Otare not readily measurable. In
those cases, staff may need to assert OT Hek acceptable criteria.
When GAO stafrdeYe10p criteria. it must be convincing to •
rasonable··reader. ··SWfmiY, fOT'eDmple,

• look tor existing c:riteria in siIni1ar programs or operations;

• revieW emtingliterature.and identify the measurement criteria used'
by expertS in the field; anellor

• meet with agency omcials, expertS, consulWlts, or focus groups to
develop criteriL

Onee developed, srdshould assess the potential criteria's logic,
sufficiency, relevancy, competenl:)', approprialeness, feasibility I

convincingness,vallclity,andpotentialacceptabWty to others.swr
then should .try 10 obtain advanee concunenee,and agreement on the

'approprialenessofthe criteria~th the requesler, agency atncials,
and possibly experts who wUl judge the resWts of GAO's work,

Stdshould eonsiderviews on .theadequacy of crit.eriaand make
rnOdifications beli~tobe' appropriate. .However;QAO'js
fesponsible for tneadequacy and relevanee of criteria used for its
assigrunen~l!cz~ insists ·tm.~ng cz eri.t.mon thAt the



Condition

CIaaP&er •.1............,...~'., ...._,
e-d__•a.~1_=1'"_""
.......C,...d11IIMlCx Idaau-

iawcrm.tlim:lDr"'ieues.v·~jtll'.IM~~
objectiW(_), 1MAIIVIAftt Comperoller Gt:ru!tfIlltll'PrIUt:I.1Jft41M
zn,..,-,.o.tJ'ice",~~, MtnIlIl be contGdtd

. ',' .

~~.UIetJ.·b1 G.AD..lnt"1ude
• .oIJsestabJ1shedbyJej,J"ti.

• fedenl.~IUCb ..F~ProcurementRepIatiaas ad
~,~~J.tf~:':·

.";'~'~PrindPl~~~.ntstromarecopailed
prof"sj(XIAJIO~~&SaeIaaaIJy.acceptI!dac:caunUnc
~••..,sI~ accePteclpvmunentaditing stDCIards
(tbetlfenowBook)j ..

".' ,".,;:

• ..1IIIJyticIny.~0JNl4 JDe&IIINI, _ch .. the mast economical
~of~.toIIIoIiDtain OIl bind (for comparison with all
.,enc;y'a stock lne1s);

• bue1ine data, such astbe·conditicm that ezisr.ed befon: the
inalxlue:tion ofa pn;»pam.apoJicJ,Of motheracUaa;

• a controlpoup notinvDlvedintbe propam being measured ora
c:oJ'I:II)U'iscorpnizlaionfoJlow'ill&cWferent pradiees; and

'ac:cm:apuable~inmother agency orprivate aedOr.

Condition is the siUalDontbat ezists. It has been observed and
documented during an audit/evaluation. Describing the condition is
required for aD types ofassipunema.

EvidencetD develop COIIditionmay be obtained thruuIh direct
observation for such things as physical condition or by pzbe.ring
other types o!support, tDdocument banc:ill, economic, 8OCiaJ, or
proceclwal condition. .In ciet.enllilliDgwhether evidence suppona a
statement otc:andmora,a:rdIbould consider whether

• the methodology used tD pthertheevidence was sumciently IOund
to conclucletbat tbe'candition.ciIed was valid and z'epnsematiYe or
the condition during the time frame covered by the assipment
ob,iectiYeandlor

• the pb1sica1 conditions identified at one location are generalizable tD
aDpeninent locations Or are ·1imUedtD the locaZion{s) assessed.

1"" ',),
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Ec:onomylEmc:iency
and Complianc:e
Objectives

'In8Qmi,~"'Ch&sthOiledeaUng wtthp1'Op'8ll\iiDlPlet
arapUcD~CJA.0~rieed.iOusen 11\ expected canditiaa
ar'aliemativecanditiOri. 'Sl:llraluJ1l1d.UIe a mund methado1o&Y ID'

--' .estiJIIIt.ewbltWould;haftbHft;theCOndition ifa program bad not
.'beeltin~~brWtiltiwm'beJt,Cmeormore policy orprogral

opUODS are -eeteei. When GAO estimates a condition or..the
"'"nll,ti-tJNteibiactllietritijilpe'lnustbesrat.edclearty, topther
wttbllriYitteftclllm~lftIet!Stimateofcondition must be
clear, 1aIICXIIb~10jiCa1,1Dd~

CIuIe.1tie;rasan~;b&ppI1aedordi~notbappen.mect
15th! resuhor impact. ,Cause&nd.peel detenninaticms are required
fOrmDItGAO iIIiIIaili!ft1j,fJt!IertJlIif'ttiOR that are only desczipti'e.
'DII!I'em,howe,a,dlferens:inhcrivcause and effect reWelD
.ach'CItber,.dilCuDedtieln.

FartheleobJedMs, GAO'sprimaz)'i!'lterest in iden11fyins cause 11 to
esrabJilhaaolidblllis forlllCCJ11ll'RertcWiODS that wiD correct the
lituation. '

Tod~o.p~11tl~~_,whythinPiIft!raot~_.
~~~DefldtD.dy#lemanagement I)'Item, ,
relf!YID~~'oro~~tD~~e the changes rieeded tD'
correcttheJ)robl~ ~~blerras can result from anumbel'
ofp~le:fa~~&tlJfablnlJlJ.~.;d#:rntmstrGU,with
c:oftVit&Ciag~_~.'~,linkbcIoeeft,theconditicm

AJ&d,"/GCIIW'(6;~~uf/le~(6).When more than one
poteNial~~~Df*ltDconSider why the cause
ident1ned Dine moStWce1YreaJOI\ IOznetNng happened or did not
happen and why GAO eliJninItedtheothm from consideration.

.Detmninirlleff~--eit.herfa~orlD\fawrabl~is frequently
neeessarytb sUmuW.e ae:tion on GAO's recommendation. "Ibe
denl0nmaDono!effect.~UIt be~cientJy, convincing to cause Ihe
auditee to take neeesSarY correc:aVe aCtion.

E:i'ectIn.'Ybe~~le (~chuspec:ific cost savinp,or
hours saved)orsoll'\etUries~~~'(suchlS improved
management ,practiceS Ulatshowd iI'ilprDve employee morale).
Obtainingmderlce that estabUshes effect can be labor-intensive and
eostIy.Sometimes.the need u> esr.aplisheffect can be minimized by
reaching advance agreement on assignment design and/or
:prelimUwyfindings with those Ylhowill aeton GAO's
~nunen~~ , ,

/' ",
~)



Progr&tn,InJp8ctancl
OptianAnalysis
Objectives

Developing
Conclusions

Developing
Recommendations

CIIapI.a'.~,.,

Pneed (01,'~"''''l"'t''''
C-Ch lr .....,.... ....... .
lIaIUra.for 0011II'1 II.MlC.."t"''''-"rJ"- .,-" ',," ;"""' .... '.- , ...•

~.~.~...tD GtabJilhWhefherapropaJD
CIUIed".~:··.~·.~in readiDlleve!s,
nKlUdioJII;jn~leWell, etc. .•..'.l'he1...alanle ofmechodolOJies
·.aDd~to""·bli'h&..-lCClDDedionbetween & pfOll'Ull
and ..~·~,~.~·ecanaIIIic·c:cmditicms.

~··~ .•~.t.b~,·....•..:mtds.detemllftil1l.the
~:&hf;t.,eqi~"""PJ'PIIUl in place ad whatitwauld
,~~,~~...... ~ditfezence·thepropm'.
-dect.- his c:cmIPared-&he~' or..oftiae c:hanIe. in
~.~t.hI!JIIOIIIP""'~ to.acNli4*U-'.C~.,··

,- "" " .. , .~~ ';: ~ ';;, "

Opi~~~·_erftQntP~iDIPact ...
~iIlt.uttbef~tbefUture.•'!be)'project what tIlOI&l4
occ:urjfonecar...~apucmswerepmsued.As with
J)rDJrUl impact objectives. they cOmpare caraditicm, 1r&~cuIar

·····opDon.were.fOUowed,wUbwtlltthe·conctiUcmWO,llldbelftbere
'Wen DOprup'IIIl orlracWrerelitprocrunopticm wefts.... ···.·.·.

ConCluSiOnsareG}.O·s ......··'.-rl,efttofthe fads·disclosed bY Us work
.mUJof~DllPlicalicmt.b.itflbtr·fi'ttrri 't.hem,. CcmdUliDu mat be

.~ IJasedcm GAO'sJiridi'llgiClftCf,,nut ,ep,ewnt c~
.~.oj'Uum'Iif'n~'lndeveloPing and supponing
eonc:luIions,'Stl!f'sho~d,I#.~ the foUowingquestiQl1l:

• WDlthe eonc:hsiansflow 19liefaDY~ the eridenc:e in the bdinp
and JtnMde • tramltion frcJD'l ttl.e f!yic:Jence to any recommendationsthatfoUow? ' '. " '.' . '.

• W"1Il the eonclusions p~de a ruscmab1e judgment about the
si~canceof GAO's ~dinpandnot merely reiWat.e them?

• W"l!fthet()nc1uSiol\Jc1~beid~le u such rather thanimPlied? ' . .. . . .

•• .Are the c:onclusions b8sedonevidenc:e presented in the findinls?
~not introduce new evidence.

• W"JIl th~' eonclusions.stres the need f~r improvements rather thII1
chveDondeficiencies?

.,i~~', .

When assignment objectives warrant or when GAO's work idenufles
a significant need for action by the Congress or an agency. the
important natstep. is to develop rec:ommend.ed solutions.

CJ
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Special ConslderauonS
for Recommendations

CUpter 1.1 '.:;~."

"... ',...~;P1Itd'....1

CGaa.a u ..es·.tt.. Uid .
......·,or·.CDap...OIIa1·eo..wela&toD

RecaramendatiorIhoWd>demb'.stIte what should be done to
accampJishbendcillftlBU1ts.'fbeyShould be aetion-oriented,
cOIrvinciII&' wel11UPPoned,·1IDd.ef(ec:ave.

",;-''': :~:,;\"'-. " ;~,i h-:'

ec1arty idenU!ildandwonled, 80 that there is DO doubt that.
~,.~

·as~e~PG-mlein_Jult~aetionlhouldbetaJcm;

.e~~blan4~4iti'fl~framthe f&ds;

·~~uib&U"for~aceian;
•·.IiIniBc.nt~.dem~.~ they are worthy ofaet1an;1-, :......... ':,,::.....:',:.. : --.' '.':-:""'.:..' ' .',.:'-:""-' '" , ...•

.• ~in'~~~

• ftlSPonSJVeto und~)'in& cauSes of thedeficiencies they seek to
~.

.f"S;ble,~irato;acCount lePJanclpracticalconsuaints that
w(IU}d In&kethctiriInpl~~~~ble orunlikeb';

• c~~eCtiYe wUh'f.&vCCHlSiclelaa*.~~ro1fseaing costs; and

•.,based on··thebestal~~rnore than one COI!'f!dive acr10n
could be Ween. ',"

Be!cI~GAO~d.tjQnS~_c:antlyatfeetgovernment
oPerati.o~sta1I shou1di~~der the following points when
deYeloping reConun~!'etjmU:..'-',' .. ',-' ~ '" .

• ~tJereCom~1bftr. ··Bec:aUse.rec:onunendatiOns
proposing new or revi!Jedlegislation require specific language, *8'
.Mould" c::oontiute V1ith. the.O.Qic:eoftheGeneral·~ (OGC)
ecrt~ in dewlDping cmdfiT&tJlizing 1JaI:m..' . .

• Higherfimding level$ cmd~When evidence Ibowstblt
fwlding is not adequate toai:him"1We!d pl"ograftl objec:tives,·GAO"
should infonnthe Congress. Because decisions to increase fundinl
levels for governrnent prognamsor activities often involve

/ -"
") Pale 1.1·'
\... .



Related Materials
,

Other Chapters
arTIUs Manual

a.aPcer1.1 .
PNeed l or..•........,.,
Caadul _ •••U_,...
......forCoqr '_I.~

,

conpessirmalpo1iC1--'GAOshould develop such
IeCOIlUIIeIlCIa anIy 8fter.&barou8hIY'coDSiderinl other
~aDd:cIerenainiItIUIIt iDcnIued fundin& is cleady
approprialeunder thec:ircullllCance

Becammendltions to cbaII&e budIet priorities &IIlOIII cmrerst
.pqram&lIWItmeetthe....aDeriLAftNnam&~ to
~.fvnd.i", II!wJ.r,..~~ __ be~ ift
a4tm1ct.tDith 1M CcmpnllerGeneral~B.,IuRmft1 Gm&p.

•Q6-..,.. GAOIIIIIItc:aefaIty cansider allY caD that would
offset &he claimed~ts ofimplementilllllB recammendltians.

• IftIlit1iltaulllaZdGtIz:.GAO mustcarefull1 UIeSS the impact of
Nc:OIatlaeNtinlu.eailearta:cIIra for othertbln tax admiI1isa'ISion
pmpeJses.(See app. nfor specific pidala.)

• CcJm"""'~ GAO must pay particular aIlention to the
~atindividlals'tfheftnCOmlnenclingthat agencies me
computer mau:hin&.. St46MDuld.·txIftIVlt tI1ith OGC ID mGke ntre
GAO".,.·the~ oflM~Mllldl.ifag tmIl PriV4t:JI
ProwetitmAct oj1988 (5 U.s.c. 552&).

• ,." .'. . . '.,,~':", I

• lNciplifttn"vaetionr. GAO usuaUy'does not recommend
disdpllnaryac'Cions apinstil\diYidU&ls.

•..~to~prioa:'Jf'GAOdeterminesthatcomD.ct
~ricingh&Socc:urred. it mustc:onsider the legal basis for
lovemment·reeoverYin developing ftCOmInended recovery aetions.
Sta,fJMDuld..~ tDith ,QGC ifl tIewlDping tmd/iflllliz;:nll &II.Ch
~..

• Applit:abilitJllD iftUmGl.GAO operationr. .In develo ...... ' ,.... '. '.' .P~ .
~ons that could affect <a0 operations, stI1!'mustnotif1
and C:Ons#lt.With the AaisWttComptr'Oller General.farOpermonS,
the OfIice orlntemaJ EValwItion, and the omce responsible for those
GAOoperat.ions that couldbea!fec:r.ed by the recommendaDans.

'·6.1,-mitWin&~·

6.2, -rbe Job .DesiplPbase..

Polici~ocedlll"li JIunI&l
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CUptu ••l
..........,Or·~ftI4'....
e-cl"'_i~__
IIaI&alII.c.r..sa&1~

;

6.3, -rhe Dua CoUec:tion'Analysis Phase..

6.4, -rhe Product Preparmon Pbue.-

8.1, ·CoUec:dng Evidence.-

. 12.9,.~ ~·Conc1Usi6ns.i.

12.10,.~.tjans.·
'" . '," . '" " '.. .

~~far~daUonFo1lcnrup- (31
U.s.C.1JB aDd '120). . ....

AMmo, CgmpUancc With AppJjc;ahJe Lam and BernJatiQDI (GAOl
OP-4.1.2)j . .

A:pi="rir theltelhWDjty gUi&mmutcr-Pmccped Dati (GAOIOP-
8.1.3).· ...

UP'! IpQct Aetigll gtlAuditletgmrncndatiQDS (GAOJOP.92.1).
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.Appendix 1:
Objectives Stated
As Questions .

dIapcer.,.1
.........for~l'IMbIIa,
c.a..a_.a. • ·rt_,...
II.IaenI.QoaIrlr I' CIt'lderauaa

Sbltic objeeti".qoesticmsheJps to determine the~ ofaudit!
eva1uIIicm, as.~. as the elemeDlB.nquired for a complete IDdiDI
Tbls tsmustrated·b1.~ foJlotlin&·quesUOIII:

1.· .BOIl!wrav~~iftjob7nlinitW!'It1lwmrlai,··.
Pra'Jlz""tflJa.~~dllaraom niftitll) in.&iIftIU·Citg
*"",.fiM:al ""'11189?

'Dds qaesticmlDustzates &desedpti,. objective wldch requins GAO
too inform _ Congress ofa -Condition- aftheJob '1'rainiIII
~Proerun..

Tomeer.~~~C¥-0 mi&t\tindependentJy obtain and~
teeftlleenroDmezrtIllareS far~job and cIusroom IrainiIII
Rn'ices. This.is a straightfonrard descriptive question and would
~berepo~throUlhthe..ofa fact &heeL. However, not aD
deilk:iiptiwrquestimiS ·me. tl&I)'; ....requft.extensive work. For
eample, how mazwy. hoJneless c:bilcnn reside in dtJ. church, or
otherpublic: orprivlt.eshelters?AJl desc:riptift work shans one
common feature-it desc:ribesonly the past or cunentcondh:ion of
.aroethinl-

I
2. Did 1M 0,/JiI:Ie o/J,ne,aonul.M~ (OPM)~
o.J:fic¢ jolJDtDc:mnet~. in detemliftUig ",hich eoM'IIeU
1DeP'e 10be.~ on c ...~~ c:ompetitiw baV?

'Jbis is a compliance quesCicm, .It requires detennininl criteria (that
is, the correct proc:eduresfor identifying which cona.ets should be
101HOUl'eed versus competitively awarded) aDd condition (that is,
what procedures OPM foDowed). However, in I'NIlJY cues, GAO
may '0 funher and determine implications of obsel fed
noncompliance (drect) IS well as the cause ofnoncompliance.

3. Did 1M Eftvinmmerwzl Avt.editm~ tJd.eqauu&JI
aAmiftisaerUae Supetj1mJ1 ptUgiinn? . ..

This is an eeonomy and emcieney question. Answering it requires
determining how the program was a.clminisW'ed (condition),
compared with the criteria of .oad management practices and lepl



(j
QaapterI.1

......"~".~ .~.DeftIo"PIIIdIIIp.C••I:i..... ·ua.........'etairilid .....a...,..~ CoIIId.tentlOll

requirements.ButjftheproP'U'~Cmis fc)#D~u)oe.·'
uneconomical or inetlicient.the causea.nd ea:ectotthede5ciencles
would normally be established u. b&si$for~'
improvements.

An often distinIUlshinI feature otan economyuuf~
question is dimculty in developinecrit.eria. Jnthis qUesDaD, ...... ,
must develqp criteria otwbat would constttureadequUe
administration otthe SUpeEfund.

I
~.I

.. ~

, .. {"':',,-:~::':/'"{.(;::','.: -:':'-";~'!;'i";':: :,.r{';,'.:-.t;,;,if~'::::-'::::"::;~:';'if;~':,I:'.": x;;:;r:. '\,~\'~"~\~~::'~:\ ,y,:\::;;~~~:r<:'!:'~, '. ,"" '" .

... ,.~?~;,,,.,et1~'Qt'blqcklPi~Qft.1MtJva~qf
,~l!!!Jl.~"lIlIftI'lllttr.1he1JOOf"iftlUifrl1U?

.·~.r~(~,~~:~~···~trequinJs.all.'otl.rlin~
·~.~;~!!~:~.~~.bothwith.,.d.WithOUtthe

.... .'., be,det.ennin8d (c:oDditian).App·· riatemethociol'
~"" """"",.""'" ".... ..' •... ""'':'''' .' ..rop ". '.' ..... OIJ'
~:~!,,"?'!'!ll!!pi~~et!l'Itheprocrun and the
differences in'fuelavai1ab~ (effect). Ch&nIe intended by the
Jt~~ ..~~"lI!imFt1!Nch, differencesIW~

···.\7iiine~~_~;~_:;;d.impact ..questiom·.normaUy
~~~~~~p:s.:~lnea.ning ditfersdepending
onthe<~~~~,~ •.,~by the table on page ~.1·2
and the ciisCUSsianofe:ause aNI effect beIinNnI anNeS.loO. .

,6.._~~~J1rDI'ClhL ..At1f'B,umcn
·~~'''?,~.~~~tjltesift·anfHmM'eU?

~••~.~op~ana!)'Ir.i.I~~ch, requires all four findinp
.~~~.lt..~_~.~'ft.aelogic of an aption analysis
fiD~ •.is.t.hI!.~&S'~~or ..~.. impact questions. But the
answer'telate$&o f1Jtul'e time penoc1S,Answering it ft!QUires
p.therin&#lfOrmapCX1 ..~~.~ implementation and impac::s
fOr two speewcpregrilnr:y~on.programs.When substantial
hif.··...ormmon.. •.............•....•·;.i.....i ,,·'M·';','•.··'".'St.lS.·· ib01It.····.aiiriWar.·'~'" ro . or lid

'. ..... ~~oT. ,", .... ." .. '. .. p. g:nuns po es,
apuonsanal)'SiScansometunesoeSt!iightforwald; in other cases,
information~~tQO~&o~t suc:tl an analysis.

'>". ",_; '," ,";_ ,:",," ,;~':. >: ",:_.,;',:', ",'; :"," ".,:,:",;. 0"", :;: '.:' _'/:' ~",' .''', '.,",'.'\ :", _ :,
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Appendix 11: ...,
Use ofTa: Data by
.Agencies Other Than
Intemal Revenue
Service

Policy

Spec:ifie Criteria

CIut.pcer • .1
,.....f..~ .....t•••

e-~"'_.":t· .Oett_ I "

Ma&Iaa ,..c.., 111t_' Ct.'dnau.

Each GAOprociuet that recommenclsorIUIIflSIa the DIe or_ data
by OCfif:rtbaD tbe .1rItam&l1lennue.Semce (IRS) Dmt
UdNIs aftc:riteIa_Jiltedbelcnr.GAOmust carefuJb'
corwider.aM balance. the potentillmonet.llYbendts that could be
·deziftldframaCb acIiaIl,Wlthtlie:Porentw imp8cton-individual'.
pztviICJriIhJB ad......~ comp1iInce wUb &he fa:
.,.., 'Ibis paliCJ iI.tiItended tI>. demonstrllle to die cold nader
thltGAO.".mnltiC'll1~the key11"011

&fenm'kinltheaboft~daDons, m'" ~Iying
each of,tbe aeveD core crttma tD.t,he specmc eate is required.
JiUnhir,tbeProtJ1lctllUltfannaDy present sufficient evidence to

,aUppcit..,.~ e»riUllesDcmswben no dataan:
&vai1ab1eem a~c c:rttenaa.

1. ~1le 10 ueoJlII:rdIIJ/I.: .Wha1 means other than the .-ear
tadatawoaldacc:amp1ilhthe O~~tiyes? PIoceedtD the nezt stepS
Cllllyifan acceptable~ is DOt available.

'2. ..1rIl:ncMl"'LfI'rm~~acienqtlctra:ti1Je7lll&f:How
can the tdfectivenets or e!5ci~C)'ofmanqing the program be
illcr'e&Rdthroulh thew.eoftu dauI.? .

s.'~~.IO the~ What is the _mated
~cialbe.ne1lf.,.lUch u tbedonarvalue of possible savinp in
bi!neAt paymen~llVai1able to the J)rosram by using ta: data?

4.~com~bV 1"09"1"'"em1cipcmtr. How WiIltbe
,use of tu data increase compliance by the program's partic::ipams?

5. Cost ojmriniftg nil v.riftg r.= d4t4: What will·lt cost to
retrieve the tax data. and whit are the additional costs .of using the
data in the program? The anal)'Sis must include directand indirect '
castS. such IS those associ.ted With the 'VerifiCaiion of data.

6. Impa.cl em Ilzzpt1Verpt"'iwzqr. Wbatis the potential impact of the
use of tax clara on the confidentiality of records and taxpayer

tj''I

\
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Key Responsibilities

CIaapter '.1
Proeed_lor DneloJdal """np.
Coad_ou, leco_udaUo..,ud
KIaen 'or CoaIIreeIloDal eoMidentioD

privaey'! Do appropriate safeguards over ta% data (as required by 26
UAC. § 6103) cment11 e:&:istin the orpnization, or can they be
developed and implemem.ecfbefore the receipt of tax data?

1. Impaet em~ c:om.plia«:Wha1 is the evidence, or Jack
thereo!, relaUng to the impact o!·disclasing c data on compliance
with tax laws? 1n each instance, ms views 011 the effect wiD be
anaJn.ed andiDcorporated in lIlY pmposedprodueL

Each !slueareadireetDrpro~~entsrelared tD the DIe
of tu.infonnatian for nantu:purposes is re:sponsible~arensuring
that aD ortheabovec:riteriaare applied ~urinI·an&SSijzu'neDtand
are disc1JssediDtheprodu¢ Sta1fmust coordinate assignments IIDC!
draftproduClS 1riththe Gezleml GovemmentDivision'5~and
Tax Gr'()UJ)S and OGC.

I
f
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GA.o'~pcalicy~to_miaiJy's.riI,;t#ae'~,!Ddtij~...enci.~
impl~,.rec·iilahlP!r'gtiO"~.",. '

~allf~""9i,i,I;~(i~~~,processinwhich
~~~JD,~'IItpr:~~q,etjqnsto.helpenmre,tilattheyare

'" ,~~~~,~:~fCD'ccmtiderationbythe. '
Co~~·,~,~,·~.~tJ!A"li!j1'W'n!'l" torfoIlowup purJ)QIeS.:Same
'~lIIlcl'lt'~.azu1ltt~fc#c:o~t11Iti~whtchdmsicm
'·'''''·'~Ddissll~''ix~ideautylSk '.~ollS
~1Ii_e&nce~~sPeeW aue%ltikin1hefoIlOWUfl ,I

",', ' .... ,'- ' .....-..', . ,',' ," -",',' '. ',_., ',; . ',' '.
proass.

Seldonofkey~omisbUedon the resubs ofGAO'sput

1VaZic~.~~D:If~.ilJlilmI!lltClf:~~ncui issuearea~
,~~~I'I~~:~,itl~~i#,implemented; can slgrdfiedy
'ilnproft 'oveiiment crpeiitloDS~U1! usuaDy c:1aselY linked to 1he
Camp1ro1lerGenera!'s work pricmti~ (See app. It)

Policy

DeDniUonof
Rec9~end8.ti.()n
Followup.,; "

Under the jenenny8cCepted loWmm.ent auditing standards (GAGAS or
tile ,'"YeIlQ1f~I.~ c:Itlelt.heJ::1i1\anc:ial orperfannance audits,
lIhould.~ollo"'.,4I>~nibe~..,dati#S~ from previous audi.1.s.
They &wddc> this t.OQetemunewhether timelyand 1PPmpriaf.e
c:cmec:ti\le dons have been takm., Much ofthe benefit from auditwork is
·notit\'the~~t.Jrtt&e~endaUombut in theirdeCuve
resolution. While audltee'management is responsible for resolving audit
bdingsandJecauultendations,c:ontinued l%telIlion to significant

=,~.~~~·~~~b~~t!ULtthebenefits oftheirwork

GettiD&'aCtion on its recoJ:D1Il&mdetiOl'$ is OM important measure ofaudlt
,et~Wl1Ue~foriD1plmnentationiswiththe CoIIIfeSS
., or 'th«!"'IgSlC,Yt..?'t!bi~a:,olll'jiif!l1d.ti,Dnis made, staff can doa creat

, :dealto~the1ikeuRCiod~it~beeffec:tive1yDnplememed.

1lle eztent to which staff are cammitted to effective fallowup is a c:d.1ical
factor inhelpinl GAO ~'abc;nJttimely andeffec:tive~in
,1~t~DL

hnportance of'
Recommendation
FolloWllp

....1-1
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PlanningforFollowup

a.,-ru .
.... 1_......_ ......SUIM..........

Gathering Infonna1ion
on Implementation
Status

• When a RI:lstazdive dec:isicJn an the nc:ammendatian can be EQ'4tCted.

• .WbmtmplernMltJltia#CII\~be ezpected to beIin and~
.tbeftilreDII1eItcme e'rim:satWDlchimplemeratmonpi.., can be
....ecL

• Whetherthere is attm.e-cdtical pal!It bywbicb the n:cammendaticm
sbauld be fuIlyimplemente4

I.·········::a·==~~~:==:=~a:::.a
• ·Wbatmusthappeilbef~~lemeDUdion can be comidered completed
aDd.fa1lGWtlp~(m·.~

·wtuitad&tUianal....,an »e1akeDtI) faster acceptallCeaDC
iJ'np1t!aH5i1aiuan oftbe fteoDUuenclation.

.AZso,GA0td46Mt1uldvx,rktDith 4J1P' c>p' We tIgetU:II o.t/it:iGls GIld
~~ ..to·cusi.ft"'.im~itl9NCOm~
~ to ~·f:IOIdd·ent4il~·quaAons.cmd
~.tlaI41M.ItIJv~·~1Ift4~
~ ...

Vazious illfannation1IO~ ~asmstGAO srat!in c:ar7:YinI out their
faIlowup respcmsI.bIltties, hut the primary SOUI'CtlS ofiDfOlm.ltionan the
agencies themselves. Marly..,mees baveautamated or centralized
fallowup~ GAO divisions should ma'liJ:nip the use ofillfannation
&VBilable from these systems. Also, title 31 U.s.C. '720 requires .,encies tt

~ .....d.'I'III.Il-II.--l-..... IIN
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o °Tpdating Infonna1;ioll
un Reconunendation
Status

.i5i#.,~~~·e-~aiD'fI!.'tl'litten,statemerds to the BoUIe and'
~~JD~,pn~g,theHouse Camm1ttee em °

~er"~·~~~~~i~,~cmGov.iw,eDta1
.AfIms ap11illinCadioDS takm,9';iPl~edinIespQlWe to GAO
ftCCilUJRendations JlWie to heads Ofacenc:ies.e>meeOf~and
~.(9~)gzry'1'm~i9~~similar stmmlDlSbepnwided
,"'" 'O.wStb .' ·esIC1UoGAO.'1'hese '., . should be.toitlil!..~,;s.,.,... ,.",. ".'" 0,' ""~""';'", .!:''''y", .,... . . ' .. , l1!SPOJUN!S
'·'a~~~'~~·I.:.ti~:,.mcOl1l~::=::
1hI.8~·tiJ'··.~1';';"·.~.=u.s.

Fa1l~'tIP'~~~~llJd.4t~t"bcthestatus ofncammendatiam
with:c:or;niiant"eDeyam~o~copies ofaceney documents
supporting iii1pleuient&ticm; mdforkey recommendatiODS, pcfaaniZll
~~~c:adGrlto~~~~~nsare being taken and, to the
~t~le.·tbatthe desired lesUlts are being achieYed.

~""P'1IbUelbowdcot',?,ln~,~~ and accurate infamudion
abOut GAO·sreeaDi#LeDditi.qm;~ thatfollowup respcmsibflitiescan be
&:CiI\aud:eQ;e4eC~\iejy.GAOF'm~66is~tDupdatethe~ of
~C1,.tiC)t&:ltc,o~Qf~~~part I describes pertinent daSa
about the~rtand pahnhaS.ziiridlvidual page for each
re=mnendati0nitlcludecUn 1il~proQucL .:

GAO updates the status of~f!D.()meach fiscal year. The Office
ofPolier(OPj cis1:liblites GA.OFozms 66'to divisiDn$ far campletiOl\
around:~ 1. nus disrzib1man~udt!lS GAO products With open

i J'eMiadilenda!tiomiSsuea tbrOUlhJUlris.A1so. for products issuedfram
... JulY 15throuehAugUSt 15. GAO Farms 66 are ctistzibuted to dmsiomno
lEer thinSep~'l.All GAO Forms 66~mwt be camplet«l tiM
~ to OPtIO IlJUlr&han.~ 15.

.GAO FOmIS:66 for produCtS'1SsUedfrOJnA1IgIi8t 15 tkruugh. St:.Ptt:mber~o
CTi'iiOt~toeti~,IinCe~ons on these recammendatiom
are not likely to occur daring this shortperiod.

I
t
I'-

:=)
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IBtN1eI1tII',;,ttldMmGCCI&n'Id'OR"Ncom~tn'tmll otMr
: '~iladu_hm~MmiaCGA01'tmns 86, OP

~6etaO~.;tllt.l:itVOtjJltiicm. m 1Mf~ UtA.._ be
··WJPdllfjlf' .

'01.'·~~"ar:ms66toP1""J'lf1ll aJldlepal'UDg (P4:R)mftm
eI&::ll;CIlVJIlcmWhDIIIIrft lillft.,DlffardistzibmiDI. ca1lecUDI.ad
M ...,jji~fml..;'~CIIl~~SCd.ould·tlllUl'ethitthe
fGl'DIS..~to·tM~•.is:sueueacJirec:tozsln a tim.
JIUIIINr'~ .. '. '. ." 'C . '. . . . -

Jaue"~II!IGWdpr,.~~toGAOFanns 66
~'farthil5tumetD··~··1hat

.,' ':.

,''-,ii •. ;:,

JfnsC:atau1~deti"'-~Gr'ii~eeticms 8ft ftl_~C_:ll!'V·
Uriuld'.IbiUieOiltile GAQFODn.66~ .'

~thefaD.owap.e)'C1e. ~es~orupdat.es should bemade
cIi1edJyOl\the (iAO"~t56.and retuiD~ to OPthroUlh ctmsianPM
8td.~~bIfba#.~~JtlrTti.rahDuJlf.be~ ftUiaD«l to
e'IIIVf"ethGt~CN ClOn'&~~COtliiiCt. As part ofthis review, issue
"~.tI1d-.nthatfofachGAO Farm 66

• CGIICJ .anal and.,eney aetlcms~01" camments me desc:ribecUI.1Ilr.

• apjlZopri&te c:cmeressi- c;:ammlttees and subcODWdUees.-e cited;-

•.~ logical cammems.··abOut1he staSQs ofeach~anare
W11tteIl.incJuctiDi estiJnlted aractUa1datesofimplementation, WheDevI!r
~N~ .'

Ftn'IIV~.~.i'lfcmntUitm a1uJultlbeJ~ to OP
~ClWtopt~~~·F~.~ceinhlnd1Ulgd~
«:oTltJdning cJ.'SIfied~an,staffShOuld cansult The GAO Secwtty
Manual (GAO OrderoglO.l).



o

Closing
Recommendations

Recordkeeping
Requ;rements

QaplllrU
... ., _ tll.-••....,

ArechiUlUezadetion mould bec1~ when!thas been. imPlemented, whea
·adians haftbem tllkeDtirat fllIS4!l1tia1Jymeet the recammendation'.
iDtent, or when c:ircumstances have chariged~ the ftCww,endltion is
1ID1aIIJe:rftlid.T.nr:Qcl.~~:tbatactionan GAO'.
IeCCIIIIIIleDdacms is1IIIIaIlitamlu.,the·Brst3 yam mdthat, thereafter,
ff!WJeCWiuneadst;iomleiimpl~~

JauIlftl4.tli''''',''~;UfteOJJ&~'tnJtJrl.-nol4
tD~",~i~c:='N~V.t::t:ptJdJ!Jtl.
Particulazbr fwokey· ncommendaticms,such review should include
,ccmsi~onC)f.~~.... tD ,ettbezec·,u,m",daUOJIS
implfJlU~.J4UIrt.bisI'eVi.,·"ilSuellril&~~~dOletiu.e
ncammendatioDS.wher'tt tmp1eznentatian cazmotreasollllb]fbe.~

~.taktlnln~tpljiC@iWumciatioDSpruvjde~ far.
GA.O<~,~.partin.t1I! ~on and resultiDg beDefira.' .
Accamp1isbmentrepons docmnent c:ases ofmeasurah1e ad
rmmeasmable benefits fwo which GAO desel'ftS same c:recltt. GAO Fcmas
66artIdesianedtDcaptme~rt on whetheran accamp1ishment
report win bear has beenprepaled.J.hreviewinl the forms, iIsue area
.~sbou.ldf!l1lRn tPat,1rilenappropriate, tbisiDfarmationis
inCtwied mdhefcmns. Chapter 9.3,'~unsfar .Accomplishment
Be,partiDI,·JIl'OViciesfurthl!r'cm~ en procedures fwo prepuiag and
~llce:cm'Pljsfp:nfl,nt~

WIlenthe~qfAkq~ IuJs bem achiellC, an
GJ'PIUjilWIte1ICCO'm~ 1'8JlO'1.rhould be ptt;pared bec;a;rue of Uae
~qftMftlCOm~

To provide adequate foU01VQJ) docmnemation, Usw.arm di1'fCtors 8ht1uld
er&.fUft, fJl4tJolknDI.r.p jiLes.. are ·mll';:nt4iMdJorproducts toith
nccmi~.These~esshOuld contain the foIlowup doc:amentlltian
.relative~~p~. iIlcludilllmchitemsa

• copies,ofGAO Fazms 66,

• thealmcy's 31 U.s.C. 120responses,

• theOr.mCircullrA-Soecmedive Action plan, and'
. "'.:~
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Reportirig .th.e<status
afOpen
Recommen~ons

~u
...........'__...14............

.,. ."Dates arm'lllQl'lllldmns afmeetmgs ortelephane c:a11s with -,eDC1Gr
.' Gtheramci')sdimNirwtheamasa!recammendRti()llS' .".

:FDlIOUruPJil-IIIfil4.........,orat Jeait 5 .mfn:/tfl,.tIIe eIGIe· fIIGt
,.Jiit~.uclOMt.Far easy access,.the mes 'tilealb'

"'lIbm1dbibJltDDloc:lIUQIldb b"1lfwlquIrtcsJl'ODI)J'.J)(~.Dl1blefar
~ t.taeJI")dDcLBoweV&,SUheiaueama ·diNdDr·detemdll8thm:the,
l1IlI"IIat~th.ey_beamlobFeder.Uiecards CfIlterfar

1"~retenUcit]IeriCIcL'

mmiG...1anDtijriar eadtJtMll',GAO"nmdesa reparttD the Bouse and
·Stmai.APP!ojJHwtlcmsOaitiadttees an the status.ofopen
recQDWi~ODS.The report is irltended far use by c:cmsressicmal
Clft!silbtarutatllOfipttcm'c:aawdttees, • well. theAppropdaticms
CcIrII.mlUees,tilPiiepirdDctarh8lriics and budletdeliberaticms.1bereport' , ..

··~dI!s~8IId~i.DfonnaUcm on each GAO product; ~

• dt!SClibts theJDGlltJ'lJCClt~cms cmGAO's openrecwwiieDdmcms;

• eatelcmz.s~tDfanrUltion by_eareaWidlinspedk
budget fancdcmeateearies; and '

• 'lnFlDdlsanilsuemea~J preparecibrisle arudirec:tms, wbich
~eskeyQPfIZ\rec~~ollSthat, baed on GAO's workarad
~ need priQritywrieDticmtrmnc:ancnssioNl Members aNi staffas
weD. as -eency ofJicil1s.

~ the UWUI1 report isaddn!ssed tD the Appropriationt . .°liili' If!:ttees. issDe..SIJIWIIIlries aDd relatedilifcmnRtiou 8hould be
1JMfW to ii:Iue INa. cIirect:Gls in~zwopenI'eCWWiendatlWlS With
oth*ecma1ultwestbatmiDta't!sI:edil\ their issue areas.

~ I lc1el1Uestne'ctlvisioN respcmsible far submlttiDc sped6c
issue~,sammazies.AppeDdixD pz:ovides guidance 1:0 assist issue..
dbectms in'writing1beJrlllJDlJl'YUies.1besummaries in computer diskette
~~~,bf:~,t.oQPnCl~tbanSeptember15a! each Yell
far.iDclusiWiin the umual repart.

e-.l !'eUd ••'Pr.e.... II..-l-...... ltN
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Electronic Edition of
GAD's
Recommendations

Related Matertals

Other Chapters.ofThis
Manual

.Communications Manual

CMpmrI.z
.... •........,.,_ ...cstf...........

1fI/~.0ft,..o.JJeft~~ ifu:ltUl#lt in tMarmual>~v;'
.' ~.di~Jl~(MQF9'i~,<s.<i!_'1)QIs,.tlle~~reflee:tsthe
quaJi\v·of4Df~~o.niPclJJdeclin~th~;fcmDS. AppeNtixIQ·~4••····
ample GAO Fdmi6G.~ .•~·i#hopenrecammendati.cms.

, .. '. ~,ttle~ltedGA()F'~6,6are used. the basis far the annual
·fipOft;'Wci'iiiatianOtltheSlitUS'ijf.JjCammeudatiODS, to t1aeatent
pouibls,.~ be eummt CIS 01St1ptem.berIO. 'Ibis eD$UI"e5 that the
Appropnat;icn Camm1Uees are proVided withthelll~1Drie!ymd usetw

. dD possible. .

GAO's StatuS of Open Recarnmendations is • ham COWsammary repazt. of
the key open~ans aloDCwith computer diskettes c:cmt.IIirIiD&
all open key and nonkey recammendatiol1S. The PC-baed pmgnllll
permits searches in several difrerent'Wa)'S usingwrious retrieval menus .
.and search optians. Because.~ format allows searches by agency,
congressional caznmitt.eJe, ar key wards, It is much mare useful to identif.y
spedfie recommendations. When p1am1ing new usigmnen1s, evaluators
call u:setbis proJram to efficiently check the unresolved recozmnendaUQDS
in the proposed area·far auditlevaluation.

''Ibe pmgranlS are updatedmi made avUble to GAO staff followiDg •
recommendation fallowup cycle. They also are available throUlh theOP's
bulletin boardS)'Stemat 2021512-4286.

. 9.0, Fmc!ings, Conclusions, Recommendations, Followap, and
Accomplishment Reporting-Policy Summary.

9.1, Procedures far Developing Flndmgs, ConclUsions, Recommendati.ollS,
and Matters far Congressional Consideration.

9.3, Procedures for Accomplishment ReJ»artin&.

12.10, Recommendations.
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Foad and Agneu\1Ute (350)

General Government (800)

Hea/ltl(SSO)

Income SilcUnty. SocIal Secunty.and Veterans
.Benefnsw Services (600. 6SO. and 700)

AIMO
AIMO
AIMO
AIMO
AIMO
AIMO
AIMO
AND
AIMO
AIMO

ReED
GGO
GGO
GGO
GGD
GGD
HEHSO
HEHSO

CMIAudiZs
Cclr;lorate.MnanciIJ·/wdits
0..,.. and 5ecuritylntonnlJjon Syswns
o.t.n.. Audns

Financ:i8llrugrily andHigh-Risk PrDgi.".

General GCMrrment Intormcion Systems
Govemment-WJde.lnformIIion ~emetlt
Human ResouI'ceslntormallOfl SysI8ITlS

LegiaI&1iYe Reviews and Audit CMnight
Resources. eorrn.mitv. and Econonic
Develapment·lnton'n8!lC:m SystemS .

FederaiManagernent
Ftl'lInCiIIII~ and Markets
GcMrnmentBusineaOpera1iclns
lax Palicy and AdrTirimazion
Worldclrce Quality

,
I
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NIIianIJ Sec&riYMIIyiI.

Prc.g,ah EYllluaIiaI'Iin Humin s-vieeA.
Prog~EYaIuaIion inpWliCl!~ Ar8a

EnVirDIlTiIriIaJ~i
NIIuraJ~~

AcQuiIiIion.Palicy, TechnCliogy, CId
~

0N'lae8nCf.~ ..~
ta.yepej_._~

Systeml~ri~ ..

HSIAO
...~.

NSIAD
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Appendix lI: Gmdance
for Preparing Issue:
.Area Smrunaries for
Annual Status afOpen
Reconunendations ..
Report

c.....u"lIlla."""· _ .....

Theadee:-pticms below are~ that are inclwiedin the annual Status of
Open RecammendatiODS report. Guidance for prepaziDg each suchsection
fallows:

+#is8edi0nJ)lOVides1""'deJS'an~ewof GAO's past WOl"kin the iaue
areaand,disi:usses~zna4~f.nimplemen1ing recammeDdaUODS. The
ilLfo~Onirl tl1isRf:tiOn•.~. readers.With the DaIme of the ilBue
.reaSO that theY'can betterunderstmd the message ofsubsequent
RdiODS. '

Jn~~~re.adSsShotiliibe~e to obtain infcnmation on the key
operi"lecoUW&endatlcmsthat~tprionty aacmon from c:cmpssional
andIorlll~amd!l1S'This~ahnationprovides division andilsuearea
maziagernentthe opportanttyfo h1ghUghtle<:01iWlendaticms that, if
implemented, can conmbute significantly to imprcmtd 109t11Wlent
operatlODS. Selec:t1anofkey'open~W1iluendatiODSisblsedontheDSlJ1ll
ofGAO's pastwark allcltheitafarm~judgment ofd1vBlanlZUiUsUearea
management.

Issue area direc:tars should identify the GAO products that contain key
open recommendations and present information about the
recommendations S() that readm can understand the reasons for their
importance. To help identify key open recommendations, divisiom should ,
consider the 'extent to which their implementation would result in 'I
significantly acbievinl one ormare of the ConijJtroller General's work ~

priarUies to I
I. realize large daUarsavinpj

I. aid in congressional decision-making on!NIjar issues;

I. substantially improve !NIjar goveuw,ent progruns;

I. e1irniDatemisznanalement,fJ:aw:1, and abuse;

:~.J
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Appendix m: Sample
GAOEoon66

a..,....I':
... 1_.......1 _ ....lal·...liIIl.......

The foUoWing ~1IIl amnple ofa·campleted GAO.Farm 66.

-1J.s~ c::DrZIw. .ACcOUB'1;DGcJrncz
~ CIR ··t:iO··moir -~CIIS

o

tiUe'ofleport: ....I1...11...• I1l.8.iu8.: .~.I1"' .• %Ddi,.ida.i .••_
,'.",','-',"""'. I;Ou~..,':An:' IIcrt, 'hJ.l,,'Dia'c~~·"

bport Ihmbc:. 1lCED-t2-'0 !M.g ofbpo:'t.: 0./171.2.
.;,,',.

B-llaabc: 8-244251

~obCocW:i ·3152'5

1'iU.8.bdau· eol1t1e't1ftejel.D~3-071'~.

DIVISIOIISIl'I:1S'.t'~ SVPP01t1'DJG DCX:mCEH':A1'ICIN
!'QRDAD LNf!J(t1I ON ':B:tFOIQI 66 . ,

PA!t1' I· - DUA COIICElUiiJ:S~ U1'01Cr

1. D!,.iaioll %e8pou.:Lblefor followp: "'oa=a, C !I;ty, aDd
..... .' ..... zcODc:liiic Dege1.~tDi"'iaioll

"'.ociau D~~: bglud-Joa., ~ucIy ....

-'-'-
,...ia1Oa't D~= 'I_p:,~......

kalu'tor-.iD-C::bar,.= .aua,John A.

CJ
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I). Aca ..l~ln"'n't~;,~r•• "'."' •••••••A-~'2-fifi
lDdicaw .iZl aec:'t.iOD· 7 vba~ acticm vu 'take.

:...c••~~ioD9u~licabl~'~
lDdica'te .iZl·aeC'tiOD 7 nUDU fordz'oppiDv rec:__ nd';'UOD.

6.o

s. A.ctiOD.'taJcan 'zao~ full)' nIIPDUi~.
A. ~~_" ",:"et·1:ioIl,._aalct:~··: -., •••• ~.,~~ •.•,••,~,~
B. br:ORllIIdatiOD aboDlcllae cloaecl eo ..

C. u 't!aa" zec. ""a~ia c1oaecl' -pleaae p=vide 1:.be
c:o:raPoDcliDVaC=-plialllla~ .report naber
Zzpl&i.1l m acUOD 7vi1)'1:.be &e:'t.i.cm".. zao"!"'t-r-.--po-.-....ift.

bcCllllllllMiadaucm "a1iClIae1:i0ll. DOi '·i:D'teDded.
SAould't.b.Uno . I'd·Ucm .nIIUJloplDl...ftS:1IO:
kpl&iD ~ aec;1:J.oD· 7 vb)' u ...~ •. ia .iD~-:- -

7. COR.lIbar nMoU.' fo: .a~iu(llIIi~'to200 __/1000
c:ba:~J. ' . .' ' " ..

':he' nA Office of 'tM CGIIpt:oller bu IIOC!ifitld i~ um.\I&l
1..1 8'tlld)' report buedOD~'GaO~.'to iJlc1Qde 1:.be
10.._ 0: 9~ .~,~ .&:leof.~c:olla'teralaDd all
upeu.. ~~t.Haua'~~.~ctaal. of· this
c:olla~al~ ..,

8. balU~8ot'''''(l.iIU.~'to2C10~/l00Ctc:har.etara).
Rota: '. ~_e ci~'ta will iaot be dUaiall:iDat.ed OQ'taide caD.
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Bu/vlll _ accaIIPlls--~ NPOZ"t iIea/be
~2••••••••••••••••••••••••••••!!I: 10:___
~c:r.pli.__~ npo:t JUIIIbc ,..,.~ _
1Ddic:ate u aeetioD ., tlbat aetioD va wcei.

lac en_tin. ·DO.lcmfU' applicable.
lDdic:ate .'iJl·aectioD 7 nuou fGZ' eoppiJlI nc:_. 'DUticnl.

~~. _ ·mu,.napctUi....
A. aac Dd.Uon ab&:nWl =-aj.nopc HH _

•• "C.IDdaUODabould be elMed ..
c. It ~ ncg=zsDd.UOD iae1CN1eci, pI ·JIft"'ide~

==-poDdiD, accamp1.ia__t J:ePOZ"t 111IIIbc
bpla1D 1Jl aect.icm· 7 .,. .~ aetioa "U 1IO'~t-·re8-..po---u-"!"ift.

be ndeUOD '9alicl1aeticm DOt iDtendecS.
Sbould u.ia :ec::nnd.:tiOD ~opu7...!ZS:_ 110:_
_ laiD 1Jl aeetion 7·w" 110 action ia utended.

7. C 1'1:8 or naaou fGZ' .1:a~aa (lia1t =200 wrda/l000
c::baracura.1 •

':be ori-vinal nqg••t by the Office of !'iuIlcialAa.~1:aDee

(OrAl for n ltUfaDds =c:ollCluc:t. 1:.:aizWlg vu DOt appLoved
b;r DA. 'In Karch 1'13,. orA :Uab&i.tted itanquut bat it
vill be Jue It!ll3 at t.be .a:J,i..t MfOftOD cow j.f fanda
vill be prcwidlld.

8. Evaluator lIot.u (liait to 200 wrds/l000 ch.ua.etan).
1Iota: o:b8ae CCIIDIlD1:a ..n.u not be cUa.-.i.IY,tedou1:aide GAO.
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,Procedures for
r) Accomplishment Reporting

o

PQlicy

ElmnentS'of;,/' .. '
Accomplishments

Actions Taken

Influence Exerted

GAO's policy is too ftCOsruZe anrl document GAO's adicms,"
~andJnfluinci t:n bringing aboutimprovemelilBiD
",veuUDeIlt·opmticms·anam;lIcbievilll otber benefits.

.·.·<>neCi{~i~~~..jj~brinlabcmtimpnw.....in
'1~'@cm:Mtb!mOltpart,thisjsdane by •.
infl~the Congnss.ar~.tDtaieac:tiananGAO'8
~aJllht!CC4Ig1Ien4atiarLL' The~~8UChactians...·
u.ebd.'·b1GA08lldthe1m:GneJileas1ft ofGAO'8ea.'t:C;tfs ..

," ", "',' " .",'-, '-""-".:;:' . ,. ", . '.

'~key~d$Jllllltbe preseIItbefare GAO canclaim~ .' '
acwmplist1mellt.'

•.• AcUa.raDar.tbPe beeIltakeltar'8UbstarItiaDy completed.

·GA()~~~thltacticm.

• ~.~~~~1IIDItbett.ensultOfthe action taken.

7hae.~mvst be.~.ift the tDO,lpqers. CftI1IM
~.•,f'IPOI"t~·~tM·fUIIlitJt~,..
.ftt}Irinld.DfGAQ~. .

'DIe~Ja!yiteln:t.t~that an accomplishment aiSCB is
that~~••~~~orsubsWUWlycompleted.
~dlataetiari 1riD. be taJcenare insuf!icient evidence ofaction.

'1be~reqIIin!rneJltis~~mustbe.~ect
"""~~~t"~GAO!"workUldtheaction taken.
'~delreeann1iuen~ ~on • particular accomplishmellt
'frQmdilec:ttD~ ,. . .

~""""""""

• ACUans~aa~c:GAO~cms have the mostdirW:tlinlalle. . . '. '. ',' .... .
, ., . ~'.

• AdiOD$~(oJlOtringGAO's~rting ofthe need for action, and
the~iSand ctisadvamagesOfvario1B altematives. can be
linked. tooGJ..C)'SW1Xk, '~evidence-~ the'ageracTsor the
eo~;CUibutidrlOfjuafii$ontdGAO.· ' ...

• Linkage8lsOezists:wtae:naeti0ullrebuedin whole orin part on
GAO dataprovided to ar,adUleldtJyc:ledsi0nmakels. When GAO's

I

t

-l
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Detem1inirlg
Benefits

A..-U"......'ar
~....
~iJt is ODe amcmg 1IIID1, the1inbp may be d'''icWt to pI'Oft.
x.un ar c:oznmiCree pdn1llU'eSd111 to GAO's help 111m up this
Jirllease. .

AccampliIbmeDIacabenadIlY~ or the)' em be
~i.e.,haftbenA!fl&s that are CWlicultorewrn
Diij--sibJeto 9 1,DUf.r. Stdldlould chocBe· die riIbt CIIeIar)'of
beDeflta (zneasurablear~le) withoutspendinc .
iDardinaIe audit dart to~ the l'SIltaofwark. GAO is proud
ofaIllrcmnpU,dmtieldl··meal4ab1eand1IOIIIIlaSInble.

AswithftCGIIIII.~Iti_tmp~ accomplishmems can be &

bymeasure far.iUdlinl.GA.0'SdectiVEaIdLConsequentIy, when t.' --\
aceampJisb"*'t5arel"'i'Md,the1mould be documented and ..
reponed to the Oaice ofPoliCY(Op).

Jlean&nIbIe~.~""badIeta:1.\'inp 01' athermeaurable·beDrel&Li .. • : ..

• .Bud&eW1aVirJasIn!(l)~anal actions that reduce the
Plsideat's bildlitaslUblnttted II) the Ccmgress 01' (2) & psc:jssjaa, &
defmal, oran·iDaeaIe in n!V8IUeS.

• Other meuurable bene.flta are .t.hc:8e which resultirl the better UlIe
o!funds.1be aVaidaDce 01'def~ of costs, 01' increues in~
C"J.L,revenue~). ~les would be the c:anpessi0Dll
reprogrammiDgaNuOl' lZaftSferoffunds no longerneeded for an
approved program to matherwhere new or added appropriaDon·
authOm,yWould otbel'wile baftbeen~.Asecond a:ample
would be the reduetiGll of III qe:ncy's buqet before it is submitted
to the Congress. ..s,un another aample would be actions thatiDcraR.d~OftU C@lec:tion.

-Jl~~~"~bNcm~~~,.,
cam~~~theaccompl~ "1bItis.~
doUarvalues mould be reponed. When it is kncnmthat signmcam
offsetting CDSIB will·be incurred, tbeyshould be estimated and offset
apiDst. bene6tL III thaIe rare.cases where 11\ estimate ofthe

hie au liou berlll2



~I.a
Proeed",'or
MeolllpUllllaeBt"""" .

Ct_~ lInGUIltis,notfflsfble,the circumstar&ces JnUSt be
.discuried fUU1mtbe lIII!IItift.ection afthe accomplishment

,,' ," Y"-,,",_"-"

report.

, "," .'. ",' .,:, ,"', ,:.•... ",., .._ ',', c", -.'-'-,'•

.. • ~;tlysi.h.ncncllpped perscDto public:

facilities.

Documentation AccmnPLiMme7Uf'r:JJO'l~'r'IfqUimnt:r&t8 em IIae ame
as thD8t~imift1rtm7JGAO~ Tbat is, theworkpapem
must cemratnflYidencer.hat~thereportinacc:ordance With
GAOstan~t.he ~~~t:lereviewed by thesupenisor;
ad theteportmiJstbe mdexedtO'tne'workpapezs, referenc:eci, and
reviewed by the P&R npart IWiew proc:es5. .

. ." ;".,' ,'"'.,:.,,.:>,,"! :'

·1tae.··t1r~··~~M~:.·(9Ao.Fann.·82) •.~·inclUdtlcl
&Sappendi%LPal'tI'I,mUSt·~~~campleted. Put II must be
1i1led OUt wbenGAC)'s work isthe~ for c:ongrasional action to
reduc:e agencies' bUdjetrecrUests-~liShmentsflowing tram
GAO's leviewofproposecrbUcrpubMbec:ome an inc:reasiI1gpet



Quality Controls

Approval.of
Accomplishments

a..........3
,"aid.,.'•
...........• ..... '1

ofGAO'. meaauzablearJDlq'1iIIbmen1a, adpattlI helps enluatom
""""';caD7dOCUlllt!llt the badeet review prace.

DocumentaUon UIinI·a.COIIIPuterfClnUt is m accepIable.bICftute
·far·(w).FaaDI2t ·AccgopliJJllllilat Beport.. It.tIWoIt ClDIItAift GIl~
WDt,. aain__.""""".·1h4t~frtrQAO}brJA
ar,~i""'~~..

:n.e.•~-*."""fi1a~.~ftP"'l
~~.~IJIJilhmeDtnpan,·-Bepart.Bevin'
...·(GAO.FazDa·~Iiap~CworJcplpm,...-JrtrIlt". 6
pIlIn.fIDJA,...tIIi~.ftJJO"t·"~
..".".IDOP.,......~~'trhichevs'*' Jater. '1biI
nqaiIeIDeDtilfaraD~l~zepansnprdleas at the
amauntar1rJleor...·~

~ quality CGIIIrOl.nspcnfbfIttifs.faraccampIisbment
ICpaadzC nsrs wtth the dmsiaDnsponsIb1e fartbe nIm:ed
.......·.•'nael'fl9Gl'5lblUtiesiric1ude fuDy referencing tbe
report, ensmirII that mdence a1Ppori:hCthe·accamplislmaent AI
CGlIVindn&, estab1isbi.tl&that=commenrs remlinanresolved. ad
incorporating nee ''7 c:tumces befcn the report is pnlC!IIl!d. To
er.sart that this takesp1ace,.....' Repons Review~1hou1d
ewIUre the proposed~ befcIe itis submftt«l to
di9isiaI\ lftIIDaIemIIIt.

Acc:amplist\ment repons must be reviewed by divisions and offices
with the sazne~. CiWIl toGA-O repons: nae~ dinrc:mr,
__.,. tli,-=tor, tmtldiviritm or.oJfi,t;e IIIJGIl (or their de:r'ignee)
murt e'III'In'e th4t 1MAtJt:ItIm~.~ luis been Jh fi}JfP¥Jd in
CICCOI'd4ftce tDUh allcpplit:able~.Jttbe~ unit
is a ftlgionaloflice, the ,ssistant.ngi~lNIIIaIef. the IeIiaMl
manaaerlla'" ttl_~es.beforethe npmtis·wubInttt«l.1D

. the.....ctirectar•.

OPwarb with each~ aM to resolve questiom an~
·ar canteII&, 80 duI1 quality COJID'01 can be maintainecl.

All~ tftUt be nbmiUect 10 OPe Divisions ad
at!i~&reauthorized to ~raveaccomplistlmem&bavin&
naraiIia~~andthC8eWWrmeasurablebends ones
tban .100.mWiarL OP is lespanslb1e for appruving meuuzable
~ of.100 million armore. In addition, OP evaluates
1ba8e accomp1isbmems apprcMd by the divisions that 9P decides
areparticulartY IM!!DSiti'fe or com:r:ovezsial. OP also ensures that



o

Revising Reported
Accomplishments

Distribution

Q-pr.er 103
Pneecl,,'or
Ml=Q.pJt....eat~

divisian-appnmld·accomp1ishments meet GAO'. quaUor . ,
requil'emeNS. .

OPaslas1beomceorlJttemalEval\Wian to review accamp1isbJDeII
I'epGd&Qf.lb1DionGrlaore and provide Us adviIoryopinion.toOP
for consideration before appiOfilt1 or~ the accompJishment.

; ., . .:-, . , - , ., '- '-,' . ~ .~ - :'.:, . '. . . . . ,

()Pis~ ,;.t!IIterinI"lCCaiIIpJisbment ft!POltS into the dD
bale. For thole that OP musuppl'Oft, the orjginIting unit JIIUSt"
~.

.• ·the indexed and.refe1'ac:edcopy ordie accoanp1istuma1t report
fmc1uding the -Beport Berietv..- GAO Fonn 92) and

•. III supporUng worir:plpem.

'Ibis material is aetumed whenOP completes irs review. Sv:pptmJur
4ftiI accom,J'lishment~~ oJIIIe 'JIpe orCIWIQImt. qf
~ imIolwd, tt'WItbe GNilalJle tD OP vpcm f'IlrJUCSt., ','. "'. . . ,

Beui.Jed~ ahDul.d·be nbmUtC wMnMID·i1\f~
becoma ctcil4ble· tJuJt 8ign\fioemtLJ( ~ec:u·cpriDrnpor'L Such
nMsians should generall)' be preparedWitbin2 ,ears artbe original
report. For eumple, misicms are apprupriale when addlUol\ll
in!orIIWian indicates that .

• ac:eomplishmelUs originally'reported unonmeasurable can be
quantified,

• ac:IUa1 dollar unounts are signiAcantly lower or higbert or

• actions on which accomp1i.sbmem:5 were based~ unexpectedly
discontinued.

The~ division or offiee arranges for disaibutiOIl of the
accomplishment reports after OP bas entered them into the data
base. The division or offiee can either disaibute the
accomplishment report itself or request·copying.and disaibution by
the Publishing and Communicmons..Cem.er byprepazin&a'GAO
Form 115-Uor ll5-R. ....~ ctivision or office must send a copy ofthe
report to the (1) Assistant Comptroller General for OperatiolW, (2)
Assistant Comptroller General for Planning and Repon;ing,and (3)
heads of participating dmsions and offices.

L) Pqe8U



RelatedMateria1s

0......1........ ,or.......'..........

8.O,·.~··CcmcJnstarw,Rec:ommendltiaDl,

FDDDwup,Md AmCJmpliela"aatBeJxlrUnl-P0Jic7 S1munIIJ.-

11.1,~ far Deftlopinl F1Ddinp, Canc1usicJIII,
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8.2,~...for~onFaDowup.·
I
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C2Iapter 10.0

Methodology..:
n Policy Sununary

Polley GAO'. poJieyiS tot!llSlft that~methodolo&Vselected for each
assipIInentdectigelyIDdd~b'vcamplishes the
~.objec:tift(l),balariCisthecost to GAO and othezs with
the qpaJiCyandtilequaDtttyotcllt&, andpnMcles the abilit}' to
cietemUne the support needed to issue quality produClS.

" . ";;::' " ,"- ." >,~'?

o

Policy·'HighlightS'· vuicm;JIletbOaOl()Iic:al~ can~UHdto.~
usignment quesU()1IS and~ons. Eacho1rersadvlntales but
hasJimit.lt;i0ns.8t46~~ '~.tDIu1.tetJt!fo~v
'uC"iUs 4PJ"1417"iGti~tU,'~~$) tIfIll1lf'OPC"'1r
,qplietL '

When developing usipunentdesip and plans, col1~and
wrifying iDfonnaticm, and~ dar&, sWfuse considerable
jadplentil\:decfdinlWhichzDediOcicioJica1 approaches~mast
~approp~.Whi1e thesetUb.'eDeraJJy are performedsequentia!JY,
the~c:onediOn,·anchnalysis'issuts CINlot be~
are interrelated and mUSt be.COMidezed to.ether.. For~
c:onfrtmtiJ1g~e()~Qrl~and·~the~
acopeO!~,~ltK>uIdbeanilUegral part of the UIignIneDt
~~EartY~QIl, ~"ttle"'t&sks1UY lad to ... ,./
·~an.ofttJf!~t.Dcmes that =m be answered Within.",the,time'and ~,aVliIable:.· '

.' -" ..'- , ,' ' ' '··'-'?';'i,',.':':':-,.- "':'-'" '., , -. ,'-,

'~or~ol98ic:al~deratiQIISforperfonnanee audiw
mluatiD~uebn~.~·.~owbut~described in greater
~ili~teIS·1Q.lt.hr9pgl'l10~...Tbese chapters build on
dJaPr,er.s6.QtO p bt~V'iI~pIi~on usignmer\t~ and
colll1'nOl\ methodolqgies .bi~ch intwmation is collected, verified,
and analyZed. The fOCUs is an methodological approaches regularty
VSt!din G.A.O's audits~~aps.•. GAO'5 Program EvalWlZicm
and Methodolol)'Division~l~prepared methOdolo&V
uansfer papersQe:scribing these·apploaches in greater detail. (See
-Other Publications- .at the..~'or. resp.edive chapters.) Other
methOdolopes, not refernci ~.hf!re" 8lso may be effectiYeJyused.
M;Uor methodologic:alc:onsiderationsfor conducting financ:ial audits
are desc:ribedin the GAO finanda1Apdjt Manpal·GAO/AFMD-12..19.5A. ..,.. . ......'. d



Developing an
Assignment,Design

Collecting
Information

Qaptel' ID.G
lIecIIodoloV-PoUC!7S~

As desc:ribed in cblpter6.2, -rbeJob DesiID Phue,w an~
desiIn is a(plIn for acquirUlg and usiIII iDfODllltima to ........each
~_lUbquesticmposedfar&be,,,,,,,,,,Toer..methat

• Usiaamesatclesipia8QUDdaDd credible, the stI'enItbs at,aD
~at&be'desipmultbeccmsidered in JiIhtat~ that
~~aaertedapi.tbeIa.·JD deve10pinc orevalumna_
·eqnm-.desip,atdllbould

',' ,;'/i,,~,'-: . "<:":\,

• ".",.. fJftIl enII&ft tIIGt·the daigRGr~~~
IIaNGtIIDeau.na.~p:/irI4ifIIp._"""'"
~~.(.~lcu,·-UedlOclo1ccY-~'J)eIjp-};' . .. .'.,

• .",..~ ftIOItClJ'.PrTiJlJ UW· ClpprDGCh ID annDiI7"each~
fIMItitm'qfJ6r~ the~ tmil.limitlU.itms.o.f
~.~ (He ch.lO.2,.,.ethoclol~");
mad

/,

• .~'tM·.~Clftdai:reqf..,.CIftlf implement the ."",zifW
~ th4t .~o:pp,1li,JW'icIIe 101M~ objet:li-(.)
(-.10.3,lIMetbodol~

GAO ~&JatnIlIt~lNJtl&tI.!a4~, datA collI:c:Atm
~.IIfIIl·dt&t.CI.~~.t.ft.~flfIll
tIPJii"ll"'il*ft1r~IIn~ qve.rtiDft. W"1th the
~queStions in miDd, IItd:should specify what is needed,
when! it can bef~ how it CUl be collected, the analytical
teebniqueS·that wW·tie·1:ISec!. and hqw the results will be resented.'.. ' , '. . p
~'t.heIe~.~p~cJuring the assignment design
pbue, but. ~det.alls 8hOu1d .bedetmnined before lnIjor data
coIlec:tionelfonsbegin. lnfinaUZing aDd implementinC data
c:011edianplml,~~d consider

• tbe~ of data, the JI&Qft orf~ of the data, and the aeps
~ 10 obWll t!lem;

• the pros and corw ofusing structured orsemi«ruetured data
coUec:tl~~ts;

•. the most appropriate methods forcoUediXII the data (e.g.. profomaa
workpapem; individualf&ce.to.faet, telephone. or foc:us-poup
intcI'views; ormailed questi~);

• the neeessit)' of co1lec:ting orwrifying aD or a sample of the
information; and



o
Performing Analysis

CUpterlO.o
MeCla"dol..,..pOU", 8t1m11i&17

.~pntesCingandtraiDingMededto ensure data coIledion
1IDteIi.~ IOUnd andwDI obtu,nthe desired infomwion.

Maav'M'ipmaeiDnquift usizIIt:c:ombination ofdata aources aDd
collection methods. In c:hoaSinC' ttae:mastappropriate methods, sWr
must consider the scrensth and ,enemliDbDh:y oltbe evidence
nee ISSZY to~t.be1t.IISj~~~~ClE$&ftDtbJe.,

.:rs~:'=:~Gr~8f!CCid1),
, ;:i'.'f:':'· ",-:'.:)... ;

~'~CQ1leeti~~II"e'~jnpater deDdl.jn chlptar
10.4,lIJdethodOlb~.aiDlJnfonnaticm.·~the
potenD.tJbt.frden,can~_andbi&sjn results, GAO bu.
~forl'l!VieW'irl&d8taCJ01leCdCJl\ insInDneIdsused tor obtaining
illfonUtidri~~~iD'wzn ~afrespcmdenta.'1bis policy is
clitcusledjnc:h.ap~10.4. .' . .

~.is~oftbe.~prOcEiss used to answerusignmes1t
questians..7b~tlaAedatAc:nAJl.PfuptiGU:tV~ as'ItI
~ .•GAO #IIttJ*'#JIlMtI!rm,:fti!1M &we.act «:ope oJdatA
CIMltINlD GtJdrasIM.~ I/llCltiDrI.f tlurirIg 1M de.tign
pIuJ&e, pt!lfffmn cmGlPG"iI4bl.e ..~.,p,eJtmA IIfIIlflll!l.#1loftk d.aI4
c:oll«t«f,tmtl·i~tin#~IM~~ .•·~'
IM~qftM~" " ' .. '. . '

. .' '" ,',', .- " ,--",

~isarange.ofmethOck»lo1iist.hattaeipto 811UetIft,~
UKfleneraUy fadIiWe~ ..•.~ cbo.ice ofmethodolor,y
depen~on faColS SUCh .t.tM.!~~ql.lestions to be answered, the

,fonnandqualityOfthedar.ac:onec:teCi. and the accuraey and
)JJ'I!Cisionrequired ofthelnSWer.

Successful clara anaJysis requires

• uncierslanding a wrietyofdat,a analysis methods;

• planning dUaanaJ)'Sis during the dtsgnphue and making nMScms
u the jot» progresses;

• understanding which methods best answer the assignment questions,
JiYen the clara actUally collec:r.ec1; and

••. an~.theanalysisiS 1inisheci,recognizing how weaknesses in·the
cWa or the analysis affect the conc:lUsionsthat can be properly
drawn.

1
r

!
I
i
~

c
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Obtaining Advice
and Assistance

Key Responsibilities

CUplep10.o
)letiI_o101P~~"'_'"

BalicaDabmmer.ilOdstbitam COJDJnOII)y used in pezfamwIce
nditslevaJ",uaasue-=bedin cbapter 10.5,;MethodalorJ'
~rmDinIADIJ1Iis.. AlIo, G40 policies in accountinl fDr SUI'ft)'
.n::sparuMs andin nwJcinC campuisoasWithample JSJ11Sare
.~.d.

Ccm8dt!mbleJadPI!DiJll~1!ben.rddeft1op ........
···...·cauectad...iDfomwticm,ad IIIIJne dIlL
Iep~~~~:n.ipandMeUIodaJaev
Tec:IIniCIIA.·tam:e~!(DI4TAG), eCanomic·&IIIbsis poupa,-.. -_.

"""" TeetildCllA!li!tince.Gro1p (TAG) .PDID and the 01Iice
·="~tIt~(C)CZ)-avaDIble th asSist'in decenniniDI
tile lP,*o}4'iate"CW~YIIiousmethodologies in an~
8t1181'hDvld.rJt1UVltWUA·~ tDUAtM ftlnantape'J1Ue
earlr and·~N durifIg _~ to eJIaIn th4t1Jll
tMIt AfilhDJl' i4Ie daiIfA v~ ....

~.omee··o!PoIic)'·(op)"",....QD u.eCanfonDtDcear
pan;icWarmethOdOlOgies to GAO'. polic:ies.and standards. The
C).IIiceaf tbeGeneIaJ Counsel (()GC)wW adviIe an lep1 issues.

~.".lntmcU~DMTAG.s. eccmDIRic·CItIGl,.u~
"Pioul 2"Aat, PEJID, and OCEare nsponsiblefor keeping'"
af lleW .nd. cievelDPiD& methodologies and tools applicable to GAO'.
work; farket!pincaudit.QmlevalUMOIS infonned orhcnv
Dletbod()lolits, whose~Dlty his been emblisbed, can best be
lIPPUed. for~ in ·GAo;.andpr:oVidingexpert adviee and ,,,;stanee
onindmdual~asnquested.

~~ift~cmctcu:Arlat~ are resa»rWble for
8electing the job c:IesiIn. methoclologv, and techniques that can best
accomplish the assipment objedM(a).

laue cmlC di1tCUM IJfIll ngiDra4l.~ are responsible for
ensurillg that aJtemative assipmeI11 designs aad metbocloloeies b&w
been approprWely c:ansidered and that those Rlec:ted wID
effec:ttve)ymeet the assipment objelc:l:ift(l).

OP!s.~Je fof eMUring.conf~nnanc:e ofpartic:u1lr
methodC)logies to GAO'spoUcY and SW&dards.

OGC advises adon aspects or daracoDec:Don dealing With prMcy,
canfidenUallty, and access to ~ords.

N........ l • .,



Q1apterlO.l

'Methodology-
n AssignmentDesign

Policy

KeyGQnsiderations
inAssignment
Design

o

.,.,,

Ensuring Validity

GAO'spa1iey is to use~desilllSthat aresound and
credible by eDSUrinI that pcJSSIble altemaSift a:p1aDaUOIIS far
1indings are considered an4 masurement'problemsare~

•.~'!?~~i"\~~~~UId usinginfarmaUon
(fo~iaC6 ~~~ODSIIDd.lJUbquesDom PGIed lor the
. ·~·so~.)..A.t)d~jzu:h.Pter6.2, -n.eJob

Desi&nPhase,w th#'cieSiln eSrabJishe:s~wben,~hoIr .... ..'. '.'
~~a,n~~,~~,~~ated,and ••I1.IJ:IIl!:k:lt·cleteZmiDes
the~pl~gel.d'~".~!riJl~u.,edtDobtain ....-to each
·,~quesUaD.~.~d&rip"ftDt~
""~IJJ4t~J/DJn.Ii.SI4tf'lftV8ten.n.cre llatUit i8__
adIhl&tGtL~qf~~~Cft~
'~ltJoI;itnjlti'i'~''''''~

To ensure that the araigmnent~is aoundand credible, the
~ ofaJ1~ot"~~mUlt beCC)nsiciered in Jilht of
pOsSibleargmnems~~~8S1Iefted.apUIst the firadiIIp that
are.obtau.ed.~:~ar~anassicnmat desiIn..ca1f
Ihoulddetermine&nd~ ch.I:t t.IIede:signissdciemly mung to
suppartcoru;tusiDlLland~.lDeasurementpf'oblems.·This
ehapter desc:ribes~ar~8IIIl Dieasumment jssues and the
1Ddea1fSlnvohedin~opil1g a design for performance auditrl
evaluationL .(Relar.ed methodQlq_c:a1~roaches and samp1jng
issues are described in cbs. .10.2,-MethodoloatV-Approaches.· and
10.3,·Methodolo~~ .~feIy. ~ormethodological
COnsideratiOnsforcondue:tmg~'audits are described mthe
GAQ&anciaJ Aydit Manual. (iA0IAf'.MI).12.19.5A.)

When~~dlemGst8PJI~lSSignment design, staft'1nUIt
consider and address rival e.zplanaDOIIS for conclusions that are
drawn.'I'othe 'f::ZIIIIIl~ that the rival ezplanaSions for GAO's. eYidence
can be com:ro1led for,~can 8)' that the findinp and conclusions
are valid.

TO.mazimizevalidi1Y,an~.design must, depending on the
,casignmem's'ob~Ii),,~thefollowing:

.. ," '. '."",' .... _" . .. c -, ',' ., ..:'.' " '. " ~,¥ " -~' ' , "" , :' :"" ,,' : .-' .. ' ",' '" ",.

- Mea5Ift those attributes thatthe.~ design seeks to
measUre (conmucnalidit:)'). .

i I
t

I
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•••
Constructvalidity

CllaPter10..1
lIeClloclo1C-6M'p-.tDeIIID

• Establish the a:istence and/or 'the,JDIIIIitude ofallYsfttlluan when
srmsricallliplBc:ance is relevant (statistical ccmclqsion validity).

• 'EDblish the call1eGfU effect. luis been',meUured (JntemaI
Wlidit)').

.. Pnmdel'esults that are cenera1izable wherueqllind by the
UIilipment's objeeti¥e(s} (asema1~).

In 1t!MEII,'~drd"''''tiGIII maneflpedf'fllidltr··
afteD,iIluim,l#ectotbl!r~~b1..u_. TheIe'fllidilr~are delcdbedbelow. 0 0 0 0 0 '0

Aajllll\ltIIt~lIhoU1dbepzecise eI\OUIh that ",'concep1B
. .ciIlbe~IEd.lOthatdlejClllb«!Jneuand andao that the acope
adtimebmes~~id~Definingthe~etsto
measuret.he~ceptsi$attimref~to as~OZL 'I1te
deAnl&iCIIIsor~~oDl1ir.ed __should be JIIeIIIiD#W,
defenslble; and correspOnd tD t.ermino1oIY -=ept.ed by epena in
the field.

When.prazY~le is 1DedfqrtheconstlUCt'being evaluated, • (~
qu'estiOnOf~depeetDwtUchthemeasure is validezisrL Far .,
t!DmJal~~~theMer.ropolit.an Achievement Testpersuasiftly
~educ:aticmalauainmeDt? can UlUlRents apinstthe validity
arthe~~~ectiYeb'countered?Thisasped. ofvalidity is
frecruentIY referredtQ as Consauetvalidity-the extent tD which the
GpfDticmaJized term me:asureube concept it is wpposed to
\"DC!lUUre. .

8Wrc:an help ensure c:onstr'UCtvalidity by pretesting the measures.
In,thep~sWf'shoaUd ~ for measurement problems,
incluclinc: '

•~~,t.hatoccmswben.nspondent
distDns faCl&DnpurposetD bide • "roblem. '

•.~~ duetosueh problems as faulty
IIleInOIY,records not being'updaIed in • timely manner, or questiaas
that,are misundezstood. .

• SOt:itJl"'dGinJbilitv. f1f' nczq,crCion~,that oecur when
respond" report What theytbink an in1:erViewer wants to hear.

• S«pI:r tdftJt:#that occurwhen.~ed$1agbeyond the time' 01'
measurement, such u in business cycles orpanicipalion.in welfare
programs.

\, ')
'---../
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Statistica1COnc:l11sion
Validity

lntema1Validity

CIaapter 10.1
II~"""II" IatDeqD'·

~·~.;~oftbeditadesc:ribiDIormanitoling the
ensiO'~~dlrafrmn~tDne perioctsnotcomparable, such as
~tI& .•~tscc'Dlide."a~for~forwelfareor
iDdeftnitjOl'l ~diIIaesi /'

~~~~clueto'JIfDPIII\puUc:ipamS receiWIg widely
'ftrYiDCImOuntsar~·or~

~~~.~eemstruct-Uc!lt;ybyusillgmcn tbm one
..··· ..·.·.·~.gf!i~cc,:~dlraby ... a!dlfenmt
.•. ~~~;aa4t.~dUf,..rent.evalUltOmis SGlI'lt!times

..··.~~r.o.~~~~ari,arconYerlent\'llidiO'.

.~~!~~!~~~'.t.bin& should COVIJ1.1:U1htY Ifthey
~,~~li~~~Gf~~i~.1rl.contrut, Iftwo or
~carleeplB.disstmnv.theyshouldbe distiDctor·. .
eUd_tj.~·frOm_aalOther IIftdftUd measures ofeach should
not be. bighIy correWed. nus is sometimes referred to IS differential
or~~.

. .

StetjS#~~~~d.tC1n#~tp. the ability to detect a facrar, a
1elati~'.:~fl:Ifl:Iplflt .~.. J)resem. and/or the mqnitude ofan
effeet~~bY;t;be~'.objedjve(.). Foreumple,
didChil~tiIllhtWithMWleaming&pproac:beshaft significantJy
hiIhf:r levels'of w:rbIl·and·lIIItbImaucs.achievement dIan.ttK*
tal~-trithlr:acw:i~..ppm..~.... ... ,
'1betbraD~S;C,~~teataclu.iPllvalidity can come from a wriety
'OfIlO~Tbe~~~~a sample size that is too
smaD toehabie sranmcany d~tilajan effect or relaUcmship or.
specific size, regardless of the aNI.1Ytic approach used. '!be level of
stetisticalc:onc:lusion validityc:anbeestimUed d .. d .
....1MI(,;;Al. ..' ..•.••• ..> .." '»." .. ,.".. unng esJgn
dMloPlnentbyderAuZiI*ninltije.sir.eof'asample necessary to derec:t
an effect ora Jivenlize. . .

Statistical conclusianvalidiLYaIaoc:an'~ affected by the cboice of
SWistical tesIS.that~DOthD'e~ent power to detect III
effeCt. ."Measures'haviriga'hiIh"'~ armor also can threaten
GAO's ibilitYtolWistic:aDyi~l'e1aticmstUps or d1frermces that
are aceuaIJyPftSellLAdditionaJlY,~anning too many ezplaDatoly
statistical·tests on the same setof dIitI.. can Iesult in some findings
being SWistic:a1ly signiAcantPu:re.tY b,)tc:twlce. (Note, also. that a
finding afsW:iStical'signi5canceznaYraot'indicare SIlbstantiveJl.
signific:ant resultS,pani~..menI'ili8linj With 1&rgeSample
sizes.) .

1ntema1 validity is the ment toWbich the cause of III effect that his
been measured isestablishedbttbe inquiry. For example, were the



C'a8P_IG.1
Me&Hdololr·4-tp'NDtn.a..

hiIber.levels afftrbalad:lIWbematicsacbievememofchildren
......new JeamiII8appmaehes cauwed bytheUR afthese
~1heJl")"idbleaI.teriaatift ezplmatiom for the etfecl&
are fr'equeDt.lJn1llftelol& ..1'tieusignmelltdesign must aplore
plausible compeCilC ap1anaticms tor obsel Nd omcames ad
.ttempttDrulettaeinalit. ..

Cammarl threats to .·intemII vaIi.di1:y include the follcJwinr;
.. ;:,;:'; ", ";',)

·~biGr.:WhiI.~SdC$otpeopl~~the
Ub1ihOod:af~~~GiiCOmes.bdinp . ·bedue to

.·dIeIe.·~~csihdllOttotheP~beinI
~·-Val1lll~·tor~QIl'l·IiIdClftdy atfect

...projIimnIIUIbItMtiI.....~·~·wlvmeerfora health prmnodanpi'"-mead1be dllrenllt, I.e., hetlthier thantholle wbo do
lICIt.

'J

• .M~ CancIlticInS..."ChInIe over the period for which
etf~1Ift~~~Foraamp1e, ~timeftl901'~
IUIIUrUIyIDaylfDWwditor,riler,strorcer orwe.-, ere. -nu.e
cbaraleac:aPditiOns..~ ....tb. ~eprogram, could csuse cbqes'
iIl;the YlIri&b1ebei.1II~ ~ther or not the program existed ~

•~ .",.1&VtMtr. Whileaprogram is in effect. JMn)'
evems.., inleJnlN! that WDUld distort premeasuremems and
~•.theyrela&e·tothe ouu:ame.being SlUdied.1be
abBavedeffectm8ybedueml'~ the program ornaanent but io
.~ otN:r nI!nt thtt·bas~ place between the pretest and
posnest

• ~ID u.e.... ",. 'ep.ession Cl'tifa=: This threat arises
wherrmasuremems.aretakmwbel\& program or other intervention
occurs &1 aneztlenle or crisis pOint. SUbsequent program
perf.o~cemeasures lend to t»eUke thaseafthemore typical
~.~.JH!riod.IIJftIpnmlll~i·may be amibutedmisfakenly
to~ae:tian~wu~duriz1Ithe crisis rathertblrl to rwural
IlUetu8ucmS inproaram performance. This tNutalso can occur
wbl!n~ 0b8eI,~ effect Is~to seleeting a population on the
basis ofa:tiemety hiIh or utn:n.e)y low scores orsome variable of
~e.g.,padepoint averqes,knowledge about apan;icWlr
~.c:nme'~"c1aimsproc! dng.rases, or l10bal t.empermJre
~fii!li"~

• Ezpm,mtmUIl7l'&D714litylbic.sed.a=ititm: I!subjects droppiJ1g out
of&.progzamhave characteristics that cliffu from those wtao remain.
before-ad-after comparisons may DOt be wlid.

( )
~
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CUptel' 10.1 . ... ,,. '. '. .. . .'. ., ',' ,.
M.aIlodolq,-, - ..C1MldID '

•.;De.laanriftg~'·iP.Uti_'1mo take anaetion that they hPe
talceribefore'~dh&ft~t~cUrom the prior leamiDg .
a:pi!!rienQi! mther~~~P1"9graminccmnedion1ritbwhich
.;perr~.~iii~ Foraample, theoccwrence

.·'clrthe?obIez 'ed effect'liiittieiCiueito taking a test~umes.not
j thelJrOpallL,Jri¥a'pr8fi!Stiiftd'Po.uest desiln, thepoup could have
scared beaerin.the ·paStHst;beCiUile they~mare familiarWidl'the_

o

Extema1Validity

StarrShowaCOllSider~¥~i,t~~to emmal validity,
including' . " ..,

·-eCtion:<tfeeUt.tw.~d~etO#e*ingor studying
nonrepresent.it:iVe~iIUW:i~. or.people, such as instances
whmtPrOgrains~'~~·befllJ8..~t,easeoraceess or availabU1ty
or beeausetheYarethe·b$pr8cQe,~;

.'f >: .>:',-, \':"',\,.,:,!"-','."",'

•. "Htl1Dthl1t"Ae" <uecutba.t.occur~t.heoDserved e1Ieet is due to
multiple ~rsVsciiciateclWith'the~ent, such as a cue when

>,'. pmgram,funetions'in ~'ftrY'dif(uent\~YdurinCthe evaluation,
tb*n.t~i4i~befoteOt''Will'~:' ' " .

.',:;<,';,:","",'-. ",- '.',.''-'.,' ... , ..: .... :

'. ,a.typic:a1~ionct1=tbatmu:etheselected context
nonrepresentative on some difrien5icm,likea program that. appeazs••
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MeasUrement.
Problems

ClUlpter'lG.J
lIailodolog-;+"p=eIIt»-lID

.#~,;,~""""_~a=az'.thedata caJlec:ted are so
·.out.d.ect~the1areDD·....relenm.arb evaluation..
·~.~a9'dfic..atSbe coUllQ)' ar type atenriranIneIIt,

.~vcIJ;"

• ·~'ltrlClltthltOCCIII'wherl the respdftdenfa aeDiiCivtty
CIf·.~totbellW!lnelliorpqramis ~eeted beet'.of
a.e.....&Dd

.-.•;,,:...,>., ..•. -. -, ,,,':;

.....Iti1Jle...,~thatoccurswherlallUJDberot
1Z'eaIDM!IIIaarPJVlfllllS lIe,jaiDd;yapplied.auehtblt the~edB
caaround the evaI"at:ian.mtsaftd dODotzepre8l!llt tbe ~edIof.
separIle appliCltion ofaDJaae " ..ellt orPfOlZUL

ln~the·;,;ij~clM;gI\,sraffmust'considerpoterdial
me~reJu~tP!'Dbl~Irlclt.tdiD&emJr...Meuurement is the
'PlocElSOr~"~toaphenomencm-ciefined by the
';~~'tD'rules~by~desipL
MeU1JreIiten!S.~.~b)'aswmberOfcoUection~
e.I.,~.nd'~

J4~9bta.ined~D1:~edian~J'l)aChare eontpGWd
orthree~. tz'Ue1lC:Ql'e anac:curazele1ledion ofwhat GAO
:~'f.O.~~ types,Oferror-5)'SteZiWic errorand
Dridarnerrar...•·Silu:ean measureJneNS have tentW for error· srd'''<''''''. ,,".',', """" ,'.: .... " . " . po .'. t
ahOWdmempt to understaJld potei1Ual emns 80 that they ClII\ check
L~.~::.ermakeC:Om!diansor be aware otbDw#le

A~it:err,tWtSO~~ called a bias, occors, for aamp1e,
whert ••~ent pl'O\'idesananswertbat the qUeStion leads bimI
~.,f.O..lJeJi~,·,~fJ\e9petbat ismostaceeptable.. SystemIUic errors
ala!trISUltl,bypusl1.ing answers o!likenspondent1t in a similar
din!dicm. .·The magnitude ofsyst.ematic emm; is climcult to measure.

,\~ er-rrmisemetbat dIIlYaZ)',in direction among nspondenIs
and wauld avenge to zero ifenough responsfSwere0btained
(~,,~~ to:;lSllmthe1cmgnm"'). Bandomerror••
SmaDeras the number of respondent1t increases. Measurement
~due torandam error can be determined and ezpressed
~caDyasreliabilit,y.I

PqeJG.J.. Hoe .... lII2
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Selecting the'Most
Credible DesigIl

Clrapce:r 10.1 ". .• ',' ...... .'.•..
~o.,-MlilDa_t~

AI1~ulub.;eCt~'·inor ..How to measure isa desip
decisianthl£1radescasUdf~teqUirementa.For example, in
:detemlininlwhethef'~~~should be surveyed by mail orin
]M!l'ICIn,~mctl·.:ibe;'foD~are relevant:

;~,:>;,.,;::';'<,"\::: :,~,>"<:".:/'_':.'/~~' .- _, ',-':.,"" ':', ,",' ,:":';!.i:::.:;,~,:;",:: ~ 'k,')~'_;.:"

• 'Far'"lnamdUa1~I11#~nndom envrfaramaD-out
:." ,qufstiOlllllill!woulcf,~~,~t!lllDforafacMo-face
~~_'ButtheJil'Pfi:::Je.posrblewUhthe qUestiOllllaire

:(atequll,tbW'_)WOWd~:tium compenprefartbe .
......'. ·aanan's;pater.·.••.JaridOJft" ,', .. ' ·.forindividualrespond.. . . '. enII.

.. .. '. ,: _':"w', ' ",'" ....

.. ;' -'~: ·"""/,,i~.i.<~' <, :.~,;, .. ." -{.,i/., ':,,: </<:..;,<.;

• ~'_arec:rUicaJ~~inillC;hieviJ1gdle~ent'l
~\ie(.~;LoWer~·fJ.tfilal\Ore1lkf!lyWnen~eJ1II
~""'f'*adbyJDall,.·~nsllJ:f1n~~c.e.rrorand emclaise:.biUinthe~ofthie~tlWtcaDsits~
inrpfM'SCiOlL(Stepsftwdbet&iento obtain maimum respon8I!

rues,including'followup InIilinp,JN'*CIi'd~~
telephanec::aUs.) .", . . ··,c.:.

GAO sWf.stJould ccmsider bath bias due to responrJen!s ad bil,s
due to questions. Respondent bias refers to the~.~or
cerWn typesorrespon~to retUrn mail SUI'VeJ5 t.b.lq)••otheIi.
Question ,bils con=nshOlV t.hewording ofaquesaon ~or'im
response op1iorisand placement in a data coDeclion·iDsaumeDt·em
resuIt'in biaRClanswezs.

Anot.bereO~onindecidinghowto measure is whether Ute
.accuraCy orany SUlgle measuril1&p~ might be doubted enough
to·~.'c.on1idellC:e~lISSignment.resu1ts. In such cases, more
than·onemasurem.entshould be made using different methods.

'!be.highest quality us:igruIt~de:silnis the one that is approprille
arid obJ~ aneJ'miNmizes as many Unars to valldity and
~PlO~l.,ms&$ ~le. .But cast and time constraints
Sometimes prohibit using Ute highest quality desipl. .. Nevenneless,
Ih.e.~ ~ed must be ndficienIlll.mmg &0 be crwLible cmdeu the
.me time~ qua1ians aboWthe tJalid~ qftheJi:ruli:np.

In responding to questions on Ute e1fec:tivenessora program, far
example, the most credible desip\ might be·to make measurements
co~peopleexposed to the program to Utase ina compuiscx\
group over a period of time. But time and other nsource cemstraints
may make it.impossible to do this on a national scale. Furthermore,
it may not be possible to find a companion group. M a result of'
these conmainlS, GAO sdmay have to rely on a zange of' cue
studies, resulting in limited generalizability.



Related Materials
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CUpte'1G.1
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.A.lt.emative cWipsahQuld be considered to determine how the
~~bedf~UISWeredat the10west cast.' TUne ad
CClJtlia&rtrc~maa,bl coDSid.., wriousdesip ancUbe
PeaP"sii&..Qr&be~thateacbWDUld pemdt. The desiIn
Iilected should be the one thatbest~to Ute~s
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be~ tl»UIe.clelilntelm-peoplewbo uncIeEsCInd the
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Qaapterl0.2

Methodology:"
n Approaches

Policy

Case StUdies

o

AcaseltUd)"~~·ja~lArl~~~·Cl)mples:iMtuce
bu.rcm.~.ijft~ra;l'~·ofitobtained by'Ctensive
desc:i4icmiIKI~aaan."jhOle mad in. con.. •. tee...' .. 'DIe.!p. ..'1"."'" .''','''' .. " ,,'~!",'.. '.' . ':

easeltU~'1DItI!C!tD'~ffiiJi,",~~,aamples.to·other
Sllfozmatianuoma" '.. '. '.' orapoli" •

, ..... " ..~.... '~

InideuUari,Clleicud1es~UledtO~irHIepth iDstances of
unusual orunique~~CJI'~ormterest. 1beyare also
~tD.compaftc:UesWitb_UQ~ortoaltllldard, to
cletmaine pIDm\S in Ute cases, aNUO~ inforJlWion across
cues. Cue stUdies can'addressd~ nozrnatm..~ impee:t.,
~~~ajgn~l~qf4cuettWfJj; ....•.,.' •..•.,... .
~,~~t.i, 1IOtalJDIDonetD~tM UI!I"'tqfu.
ftlIlIlUCI~" .

,." I

c..ae~dlis~q~.Widen. ofiDfarmaticm about the
m.swl~ ~"Studied, including h01t itoperaled in relation to the
events it is part or. Ifalso important to probe for details about why
and~~~~ans oc;curred/i' '

Oftenwllt!n~~8IlCI~ eompfthensivedata for alalle
~o!qIseS'~.P~~lti\feb'costtyortiJne corwumirI& GAO can
UR ane ..or ont)r. a fft'inStanees to answ~ an usip\ent. question, in
part'or in whole. Ca8es~".~ becbos,ento -prove a point- but
should be selected .either randomly or using criteria ft!lewnt to the
assignmeDtob~.)..••·.l"or~le, ~ can be selected to'

-establishwbatis.~ atthetmnme5 hestand wame cues
'and PRMde some'reaIpn$ forthediff~

I

(C" ') Pale 10.2-1
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Sample Surveys

CIUIptGo 10.:
lIedaodoloQ-Approa,da.

• aenen.t.eideasabout~tD fDCUI abe.....afotherdllla,

• fOnr&ula:te·1J1pot.beMI farfldler_cty 1&IinI dUferent mdlodOiou.

• .~&_situlSi"and

• deIcrJ:be.aCatiCIJ insCInceaflllliqUeutter.r.

WhDeeuel1Udi.~.m~.&~tJet'!~·eveataor···.
c:arIdIticms. the)' ,~eraDy~praricleSamc:ient evidence to
~tzapufe CI'!SI'brClr' tD,eneraliIefindiqS~the
CllfSlevie"ecl. ForpoIlC)'~.and~ an eoJItiO.eaia!
__tbeC&!ll! Dely~&VIbouldbe used in COJ\jUnetian
With otherfarms ordata coDedicm.·.·. Paniculariy when evaluating die
campla: re1aticrihtpsthat duncterize federal prDJI'IJIIS aDd
operations. "llraJit.)t.~ beftdlied tbroUlh cae studies.

JI'momoreJnfaftnitiOll,.ee ''.eM StpctyEvaJuatigns (GAOIPEMD-
10.1.9). .

11\ asample8lUW)'.dIIa Il'I! coneetedfromasample (or poniOll)at
apopulaDan tD detemlil'li! theirieiclence,disaibution. and
uume1aIian of tM!Ilt5_0fc:onc1tti0ns. .• 'l'hetennasuney- is aJso used
-.rbentbe wbolepopWltio,n is ~tac:teCl,which GAO frequentlydoes. .,. .. .....

People.rec:ordS, or irIsriaIticms can be~ Data can be
collected through mail questi0ruWres. phone Of in-pezscm
iNemews. ezamirlaEio.n;afteco~,orobservation.ln conuast tD
cue SIUClies thatfocusQll coUeeIing information in depth about a
sinIlear few cases. ample.... tenelto fOCUS on the emile
popu1aDonot~ . .

ne.....bencfitoJ..,..,.~is~.
Generalizability allows GAO to make estimUes about a population
based CIIn·dala framthe lIU'nple of the adUa1 units comac:&ed fOf the
information. Probabllitylamples must be appropri.Uely used to
permitgen~froltl~~I~'P;tbepopwmon. (Samplingis
~·.iIlC:iL'lo:a, ....ethOdolO&V-Saznpling.j .

The purpase atsample .surveys istDdesc:ribe events or conditions by
agrepangand generalizirig tram tbeswvey results. It isimpo~
therefore. to collect unifonn data. from every unit in the sample.

( .' ")'
l\

\~/
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Claapterl0.z
MetiaodolocP-~.

····(J)ata.coDeCtiOh~ems_describedjn ch.l0.4,
!MIthoclO1~1ZIf~on;j.Also. iUs important to n&*

'.' • WhDe·..1IIlftPle8Um1znq*bow a Ie1ationship between evenss
or conditions being repa.rted,Uaere is usually insumcient evidence to
canclusi'felyilnpur.e C8'mJity.When warrantecl, special clara
...,."JilethoCk.can·beUseChD·dra1v fUGl\fiat causal

,"'Jiit!ltldiOlllL

Ji'ar.l'IUJftillfODlllUem.-Pesimg bl!!.tjgm (GAOJPEM1).
10.1.4).

~;"'1 ••~."".. ·'Q'n·.·.<Sj..•. m.···· ..·.·.·th.· •·.•...·..·.em.·.··.·,'.··.'.··.is:.·'.·.• :·· ,·.··.Faf:~e:GAo;.~'~rU:ybe~cant·anab'sesin theLJVCU,ua.w. ..• ~···de.Jj"'l.':~."'··"'.::' ..1..::..·· ~."',~.,.,:." ···'01 ' D......··.,•••..:on· . '.
....• ', ;... -,."-,"'\",.,.,:,1,:,,;,".' 'i. , ,'__ '~&UIUIIC.~UI~"""",~YAlu.w ." HiiiIIi1l

:.provicIt!S~~cwa,yti?Jtadiprmoas IUldies.1IId S)'IIthesDre
theirl.c'nlis~rOIic:lt~tesaiot orpoaibJy cant1.i-
,iDfarmationin;a~eimd~leway. Itccclfalll'lllllllD
to a usablefollD,~a~knowledgebase for people
m#lciIIgin&I1Jti.jeCt-'~JfI""Cl&sputedpoilUs promillent,and
identifies areas~ fu:ttht!ff!ll'lpiriC:al information isneedecL
Synthesis canyie!d stronger conclUSions than would be pOssible
fram asingle study, pan;i~~the.)Id!wsis"bJisbestbat
·tbetehaVe_fairt.Y~ft!lSU1ulfrOJlutuclies that. .
~..~e»1~es.'" . . ".

··~I"tj(m~,hasbe!erlll.'edtD.effedMlyaddns imI*t..
~~~~:can als().~ ~.toproride information for descriptive
&IId~queStiGtw.AlJIlfhesismayfuDy address the
~Qbjedive(s)orit;CIIl be used incorUunetian ,nthotber
'l'P~. . ,

'1be~oradvantageQftbeevaJ,..tj~:synthesisis that it makes me
ofwork previously perfonnedand, 1:beiefore, can SM! time and sratt
resources. ':tbeU!lefulness..01' even the use,.ofevaluation synthesis,
hOwMr, is limited by the scope and quality of the &C'Ml"UJlated

information..Eva1~~CII)<deal only 1rith questions that
ba\'ebeen stIlCliecL ADd it~ CJlttne quality With which studies
have been conducted and reponed. .Synthesis requires knowledge or
i'esults ofppor evaluati0nsincansiderable detail and orhow the
information wuacquired. Ita applie::ation requires methodological
and~calknow1eci1eu".JL

nte stepS inahevaiUation synthesis are as follOWS:

-Formula!e'the questions t.hat,Uanswelt:d. will satisfy the
information needS·thaimoUvued·the synthesis.

['

I
i
~,
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Prospective
Evaluation
Synthesis

CUpCerlCLZ
lIed10d0lo~•

•~the~forenlultiftilifcmaadan dealinl wUb the
cpSdcm. Computer..e-i*dJltezature 8alCh t.ee:bniques can be
beJptul,u can the adviaeofapeft&, tD identlty IIJII in the
DtGamre.

"...

• .Seled.~IIetiQlll1DillcludeiDUieQDtheIis U'fewer1l1an the toea1
are to b!"'includecLPlacMdaa. to are avaDable...can help to
campare theirIIftIIIth jp tea. offletors such as adt!qmIcyafb
~dMip,ftlidbrofthemeasure 1Ded. and ~opriat!lleil
of*ftsticaJ...... .

•Draw~f")I~UJle~~... ~tili."·~stfCl1b'
.....tiUlnsultsacraa••di.ispasslb1e.··. CodiCO!lIl!lllllll
lI1Il~studiesJD&1be~forillterms·GfaeNDcesln
~a1ogiesmedlDCltbeirzelatiftlDqtba. OtberfacumUbat
ilia)' ~cWrereaces,IUchuYariaUans iJl pntJram 8IUinp...s
~ CID aftenbedermnined.

.PrcIspec:rive evaluation8)'irtbesiswu adapted by GAO froIIl
evaluation S)'IIIbesis <cliscusledabove)tD IIIS'ftrquestica about
the fUQft .,.cematiClDyand~ci~.Itprovides. wayill wbich
the 1oIicoffta1U11iDn~cdol~andits procedures can be 1Bed
in _singpotentill·~eitheroran individual proposal
orofiltmIative~~ Praspectift evaluation synthesis
combines the coR!trUCtion·Of.~models ofprograms wUh
the systematic applicalion ·.01t!I:isting lcnowlecqe developed ill
evaluation synthesis ~thodolC)IY.This approach also relies heavily
an Jcnowlqea!readyo~ by eYa1uatiOllS and nIIeU'CherL

"!be steps.jnpraapaetiw:~an s,nthesis are as follows:

• De5ne the prQtIlem IS eleartylS possible to focasan~ for
which. aolutiOll is soughL

• SelectpoUr:)' options tDev8late. To evaluate all relevant policy
opuans is rareb', ifeger,~1e. OpUOM selected should be viable
and reasonablY able and should represent the mu:imumdifference
mpropasal·ctwacteristit:l. .

• Perform conceptual anabsis of the aeleded options. '1bis includes
identif:riDI the assumptions, beliefs, wues, and thecH1 underlying
the proposalsse1ected.

POUC:l-.'P.0_6..Muu.1



.' ADIJ1ze.each JJropaSa1'S~OIiC. •.'1tUs requires determinillg how the
pzopcalsaretobec:mit!d~,

,
,:

I
i

"l",,' ,,'

:Far••~Jnfc.mDltion,:IIee~r:iyt'hJpationMetb.
'be Exgtm§1iwbdpltionSrntbm (GAOJPEMD..I0.LI0).

• T.tbyauwctpticans.'Eviden&!!rom prior ftHUCh' is co1lecteeL
XeJt"c:onc:ep1:Ul1l11d.~:'~ons uncIeri1iDI the
proposaJ.s are compared with the~ofpDarl11lcli~'nMrnt.he
IikteUbQodtbltthepropcU1s wmRc:ceecl is...lid. ' "

;'.' ~,.';~~?./~~~;f·\: ~', <:;,:, i:\~,~~~':</.:';:ii:i''::i;' ; "}';i:,::

~desigftspelJnltdrlrwinBcauIal~ or estimating what
wouIdhaft:luIppened.inthe~ofa program and usuaDy are
~,to&nlWeJ"i.cnlJaCtqUfstioDs.J4~desipnquiftcamparing

,,~,ltions fram oneImUp~o~ons tram another group
,t~d~eUlestimatiOrithat,~ding onu-e sttengtho! its
design and the ncar ot its application, can be quite useful to
~Q:rUDakm;But,particu1ariyitlthe complezrelationships that
~ sodalprogtaJris, c8usa1ity, cannot be verified
.,enpiricaDy. '

Som~ out,emore common ezperiJnenta1 and~
designs are briefly discussedbe1°W; ',Each approach has advantages
and disadvantages that should becarefUDy considered U JWtOftbe '
aBgnment',desiln '. Faradditicmll infonnaDon, see D§igning
EnJ'Iations (GAOJPEMD.I0~L4). ,

True experimental design reqWresnndam assignment to aatment
and compa:ison group&. With,~DII'l assignment, the ,two.1fOUP8

'~~,~~~mtSOithataftirezposureqtothepJ'()ll1llllL,'
a~~ofouteomes:1ieldsanestmw.eo!prognUn '"
iIIIpaCt.~that thesroupsare large enough and that no
tbrUtato i1'Uemal ~ctityhave intervened, the design pemUts strem&
swemems about causality. '('I'hreaJs to internal w1idity are
described in ch. '10.1" -.tethodology-Assignment De:sign.'j

'Field,~eri:ril.ents ":~gni .,,
••

Expertmental Designs

o
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CMpcerJU
lIec1lodolol7~

Thisjsan~1IranI methodololY,but it can be.costIyad
~~c:an&roloverapmgmm.Ethical
cansideratiCms, ncb as ezcludilll people from benefiSa, maymake it .
iIIIpzacticalJar80Cial pqr8ZIII.'ftae use of this approach, therefore,
is DOt CII'diDal'ilY~ to GAO.

"" , ' . . .

~.~"afI'er""'P!O" die chance too introcIuee mme&hinI
UbuperiDaelital desiIn intD their ICbecluIiIII ofdata co1ledion
procedmsevendIouIhthe1Jack the tuB c:omro1 over the
~of.tbeey,pennWldllIdmulithat makes u.etrue
e:iCP"#Dnent pcmible. .Iey fe.aa:ansofqn'~ desiIns are
cs.cribed below.

'ftae~ent c:ompari.fcmaroup IPProachmay be uRd When·
the.o~selection requindf~ comrolll'OlJPS is not pneticaL
Sinf=e~cmis not nzulam,.tbeaimast .c:enaincorwequence is tba1
~.Il'OU:PS~ not equin!eatmperhlps a number of..,.. Becan.
oftbe~itisd,mculUc conclude that dlJfmmcesill
oiItcaIne:s between theJr'OU;plamclue aoIeIy too the pJ"OlZ'8llL

. .One,.., of4ea!in1 with the,~ezence between the two PDUPS is to .'".
Choo.e a c:mnparison croup-tomateh insofar as posS,ible the
ll'eaDnem poaup in thaseaspecrs that are sign,Wcant to the outeome.
lntheol')',if~ those difIerences,the confounding variables,could
bedecemUned'and matched wWl·.the ueaanent group". very good
e:sdlnate0fprogramdec:t CDuldbedeterminec:t Butsince this
usuaDy c:umot be done,pn:afessicmaljudgment must be used to
decidet.bestrenlth of the causIIlmtememsthat can be made.

Another way ordea1in& with difl'erences betweera the two PDUPS is
to~ statistical methods tDc:ontr01ford.Uferences. A variety of
IIt.UisticaJ techniques is avaUIbleao conU"Ol for most or the bias due
to c:onfounding variables. It is common to perfonn several kinds of
srptisticaJ analysis to dewmine &he weilht or the evidence on
prosram efIec:ts.

The noneqWvalent comparison pup design is probably the most
frequently used approach for estimaDng program effects. It is
practical and can result in reasonably strong conclusions about
program effecs

'!he basic ideaorthein&enupted1iJDeseries design is that if an
event, .such as the oOsel/of&feclai program,' has • causal
COMection wi&h anouteome, the PI:tem of observations before the
event should be difIerentfrom those after the event..
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: Options Analyses
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CUpWIU ....
MeCllodolod;'AppraaeIa"

U8eafthedesign recamns'a~~","otob$eMiticms about the same
paup(s)madecm!r'~' ~.belorHftd.after observations an!

usually iDadequate fardrawnag~ectinferences.hec:a'·
ftIiItions CIIlnsultfroJn fa;to~1IOtrelated to the program beiDi
lQIdiecl. J4ultiple'dIta~~-~to help .epmIe.program
declBframthefdfedl5 Otatherfaetozs C2J''"'I ftriaUo. in the time
lIeD..

PmIIble 'cluutges deteeted)i'illeOtthe time .mes desip could be a
".daqeintbellvelafthe.iIr'''OCherpossible c:bIngescou1d be

altermcms in the·trend ar.i!DtS.

~chaDIes,*bedeteetec!b'1\'isualinspecIiaa,but aften .
'I"ij'lff;ieal~II'e~.!b cletect·effecrs1IIUked.by other
·fb".,u,nQlllinu.e.dItL ·.·.CJumpaterPropmsfor time aeries .....
• ~dedinwidely mDIb1e.mtisticalpeen_

,An~~tJIe- --desip••It])Eilldta....
~ about the varWian in effect or&~~,. e.c.,
abrupt effect faUowedby a fadeout oramoderate climb in effect
reaching a plateau.

OpUonsllD&!jBes are coricemed primariJy with mam.gpredidions
about the fu\:ure based an.anaJ;Jses Gfprobable CQSt and/or outeoIneIS
ofpaBey options. OneSlUch~ ispaliey ana1)'sis-tbe
~lieuion ofappropriate t.oalsto, problems where th~ is ad wiD
beJratuncenainty.lnpalier IZII1)'sis., staffmust structure &

.compleX problem and apply the appropriate analytic tools to it,
including making assumptions aplic:itand U'YinI to test them. nae
classic polley analysis inc:ludesm steps:

• Step 1: Define the problem and specify the objeetive{s) to be
achieved ormaximized.

• Step 2: 8elect alternative polley options for achieving or
maximizing the objec:tive(s).

• Step 3: Predict the consequences of each alternative·using tools
such as modeling.

\ • Step 4: Describe how eachaltematiYe measunsapinst the
objec:tiYe(s) (specified instep 1) using the predictions (obtained in
step 3).

(~) PqelQ.2.1

.' ..'
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• Step 6:.C9ramIllliCite theNlUlta ao t.bIt decisiCllllD&laa can
cbncMIethea,1ternatjn(s) cansisreDt with how they weiIh the
objedive(s).

AIthouIh·the..appur....policy""" is an ifaative
.JIluc~ aDdDeed.""'"beIinat.cep L

'DIe byto a c:recUble.po1icJ....is JcDowift& and III&kiDI apJicit
tbeliJDt'J'tiOlF totbeeJtem4i..-eeced, the.me pDcdi-. die
-akeho1derpxlJll, the10Iicadaaumptics,mad the toaIs ..cr.in
tbe......

~1-.d too llrUCClnad~pmblems in a polic)' anaJyads
incbNiedecisjoa en..JllDdeJinl,Iienstti9h1IDaJ)'1is, jmplemeraticm
1DaJ)'Iis,.~ aDd Jell' .'GI\anab'* ('%be GAO's TraiPinI
JnstitJJte's?alic:l AIIIbIiI" a:MDe provides additioDal infarmatian.)

DIe 2nlpatjgn Smtb= (GAOIPEPdD-IO.L2).

Ct- Sty"" hlgUiQM CGAOIPEMD-IO.L9).

Pm:,~ Eyaln,tjpnMr:th*Tbr~Enluation
Syntb=;js (GAOIPEMD-I0.L10).

IIfolicyAnlbsis,- GAO TaiDiJII·1DstitIJte.



Qurpt.er 1003

,Methoclo!6GY--
() Sampling

Policy GAO's paliey is to ensurethat~ cd conc1usioDSan sound by
c:boosing the type and•.of the sample aDd iqrplemen1ing~'"
.mpIiDI,J)rOCedUres~ to the assiIIUneftt objec:tift(s).

o

D~q.Qit!gto~pl~·~~IiDi.=~::=,:~re:~~~
aIId,~Wht!ndata~tpmeet the usi,punen.t

,'.~~)art.~fXla~uteror inJnaChine..readab1e fcnm,
stIf!"oftencan~everyttemeflic:itntly ..•.. Other'circumstances in
wbich.~o~ ..l~P¥eYmaybeappropriate,
~antJle~·~~s). include

-.JiOpi,l,tiantOo~tD~lli~

- ., • papulatiOl\ in'Which'iDcIiviciijal ttems are~ important inthemselves, ,,' '. . .'. . '., ,

-.situation when the infoDUtican to. 'be obtained is critiea1mt the
populatiOn is SmailenoUltltDPeDnita 1QO.percent census, or

-, • situaUan in whiCh an event will Qcc:ur rarely.

Formanyp!rfonnanceAudiul~'!ltjonsGAO uses sampling
insteado!alQO..petc:ent~.~it isofU=n more emcient and
less costly. GAO usesbOthjuctgzReNa1 and probability samples.
Their appmaches androles are l'eI)'ditfen=nt. '!be assignment
objec:ti\te(s)establlshWtuChapPlT.'&Chshould be UHd. Each tYPe of
sampling is briefly ctiSc:ussed" below. See figure 10&for contrUIS
betWeen judgment sampling and probability sampling.

Using Statimi!2l Sampling (GAOJP!:MD.10.1.6)provides a more
comprehensiveandteehnicaJ ~~n'o!probabllitY sampling u it
relates to GAO perfonnanc:eauclitaleMlluations. Advice and
assisWlc:e must be obtained from the Desisnand Methodology
'I'echnicalAssistance Groups (DM'l'AG), the regional Techniea1
AssiStaI'lc:e Groups ('I'AG),or the PrOgram Evaluation and
Methodology Division (PEMD) when deciding tosample,particu1ariy
"$~,!PRlyingprobabi1itysampling.7'he.temple.cIe8ign, i1&dtulitag
Q,8tunpling;/'rrfJ'M,mustbe~cz7ad~ by one o/tAea
t1DO groups C1f' PEMD befare d4t4 coU«titm bl!giftS.

I

t

I
1

I
i
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I
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!
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JUdgment~·.

Probability Sampling

The me ofsunpIiDg in~ audits ditfe1S somewbItfnmlU;s...
illpezfonnance auditslen1uaticms. The GAp Finandal Audit Manual
(GAOI~12.19~)desclibes bowlOlPPb'laJDPliDIiIla
~audU..

InJ1,l,,_mPUn&C.,.tiI... called DODProbabillty mnplin&),
afr·bUe the Rledion ora amp!e0ll their knDwledIe·andJudlmeDt
about tbe.c:baracrciItics afthepopulasiDIL .

·~ItUdi"""'CbGAo~1IIis,··aze1lllUlD1j_.tjJly
..aeeta&bUt~~~.~ randomJy, partic:u1IdyJr
thejr-~ .~tOU7to iCten:tif1repnsentatift cues. .Judpneat
8D1Pleslift" lametimesusect to estelilh w1neIUIllty to bud.

'1beJJlijor~cmOfJ'a~ampl.is thaUbe Nsulta.~
be.~to a1arler'ixJJJulaIion a.ec:au.e then! is no way to
..~bydef~leeride:nce..howrepreseNativethe ample is.
A~·.mjle, fhett:f0PE, __ lID: be.. f/the·UIigramat
Gbjecei1li!(s)v·1D~ ..CIbcna thept1pIIlIItiImjram .td&ich the
..,...... tlzke7&.

AJ)~Dity.AJnple's (somecimesleferred toa sratisticaIar
randOlil-.mJ)les)~(mCOlltrUt to those CJfajudgment.al

·..mple)ean be computed andestimareslhadetothepopuWicm
\IDderCud)\nae prec:isicmoUhe 8IIIIple results ad the probabDit1

. dIEthe populAtion est;imate'sc:onfjdence imerva1wiDc:ont.ain the.
InIebut1mkn~populat;iOllvalue can be numerically measured.
~r,esWtsor a ~ecutedprobahilitysample are.objectiYe and
clef~le,aizusthe.Y can bt;ftPlicaied

" ..... ,.. "','·"0.~thes;arnpleis weU-designed and ~ecuted,aft
. must.t»eaercisecUn

• determining sample size;

• ensuring that.aD Items in the population are either numbered or
suseepUble tonumberin&;

• detennining theQ'pe ofsample to be used (simple, probability
proportionaI.to size, stratified, or cluster, eu:.); and

•.R1~the sample from the sample frame in an unbiased W'&Y.i.e..
by a. eompletelyrandom methCKl. .
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~(~ce)

"'lIIle~DIL

• SImple me is .
. '!"h'tic:eJ17 dIlrmaiDed
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Elements of
Pn:»bability
Sample·Design .
and Execution

DetemdDiDg
SampJeSize

•••
Establishing a
Sample Frame

Qapt.er lo.a
lI~oclo~_ . ' ....'.,

Elem....ofpmbfbil_l&IIIpIe de:sipmutexec:uuanare(1)
cIetenniDiDCsunple" (2)..WilMnB asuaple·frmDe, (3)
cIefermininC the t.Jpe oframpIe to be used, and (4) lIelectiIII.tbe
-.mple.£ach is m.cu.ld below. .

svnpte.is&flmdiallof"~

•~.~ Pnc:isian, Gl'RmPUnI mar,.&meuarea!
abe l'!'Joedec:IdlfftnnCe between the ftllle faundm thePlDtUImJ
1IIImple~.tbe V81ueoftbeamecbaracterisdc tbat would have
been foImd·1f& lCM).pen:eDt census hadbetm....UIiIC theaIDe
'M&"DeDiIIIt·tee:bDique.

• LtJwJ.oJ~ thIIt .""'wllZflDtt:=eflltM ttJlmJbIe
• ~.""".. .Tolerable -"IJ)IiDIezrorneedsto·. determined to
eftIIft·thit·h nsubB.estjmttedfn:IID the ample will pmride
adequate evidence far..cciraCluliallCa1••.Confidence is a IDf!8SUN
(usually upnssed.u a percem.qe)afthe degree.orUSUIUCe that
the _'ihi"eobminecl fromasuaple dif(m; from the population
YalIJ.ebei,.g·~bylesstbantbealmpJingerrorconsidered
.toIerab1e... GAO nonnalJy·usesa~ confidence leveL

• WhAt tMpopadaticm JDob I_JM'IM·~qfiftterat: Far
ere"lJ"e, iIa.me, cemral tendeDc:y,~iU9, skewness, and
kurtoIIis (tile ctepe of flImess or peakedness oftbe curft
desc:ribingthe frequency distribution}

• Sample daigr&: The type of the sample has lin effect on sampling,
i.e.., is the desip\ simple random probability proportional to size,
maDfiec1, duster, ecc. 'lbe:se are discussed below.

The sampling frame is a mans ofacc:ess to a population, usually a
list of i&ems in the population. It is the source from which indi'riduIl
items to be Sampled are selectecl.. nae frame should identity and
locale specific items 10 be sampled and cWferenti.Uethem from aD
ather items. The frame should contain all items in the population to
be sampled. haw no duplic:aze emz'ies. and uclude items thatare
not in the population or iIIterest.

When a frame cannot be obtainedtbatincludes 1D1t.ems in the
population, samplensults are leneraUzable only tD the fnme from
wbich the sample was seledeC1. not the POPulation.

•

\

C)
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ProbalJilit)'Prapor'ticmal,tO~.',~ is based on thelSSm'l1Ptian
thatthe variable to be~ishigbJyCOlft1ated, With some data
aln:ady knOWl\IbO\ltUleJ)Op'JlItiOll,~chas then~ of SlDdema
in a schooldistriet. the nu1l'iberorinhabitants, or thedoUarvolume
of tnnsaeUons. JUhis usumptioniscom!Ct, this type orsample will
yield a szriallersampliftg en'CII'than ,othermethods would.

Jn~mmplitlg,the~an is divided into two or more
groups (called stzata); and a random sample is selec:led from each
mamm.,A~is &~onofthe total~QlLFar
sample, apopulaDan ofpeople c:ouldbedividecl baRd an their
inc:ome into the foUowillgpoups:-bighlncOme,- "'middle income,
and -low income.-Aample e.stimat.e is,ca1c:u1a1ed sepa:ately for

~ frOm which SIZIq)1esClri be draWllaze IIWIYand~ed
~,apont.heobjeedft(.)otthe auditle981umon.GAO std
lapt,eDIQIe,thltthe"aource is apIJnJpriare. zepresenlS what it
piuponsto xepu:sen1,cand is accurate and complete.

The~ sunples that,GAO mastfnlqut!ntly uses,ue simple
~,~IPft)bab11tt7~to size samples, IIIDtified

,,~~~IIIDp1E'JD,praccice,the 8IIIIJ)1e desiIn far a
, ~,~"'iilP'i..may_ac:pmhjnltion oftbese. '

~.~."..,jsbaictD lDotber'methods. nus
',,',.~.,rariasbestorlsusU:lJll>lIe1ected.whenthe populltiaail
ham~'lts~~uethatthepopulatianis
mone loc:IItion (orCD be sIztIplecl from & silIgle frame ifin IIm!r&l
~).DeI that CllllyJJKJdtnte wriation eIis&s amcmg the ftlues
GftAe~JntbepopuJation.'~oauempt is Dladeto.epepte III\T
pQrti~¥.~~inID1It!pIr8te1!'DIJPS. ,n.emalt iInpanaDt
factorirfSilDplerantiom SIIJIJP1iIII is thateachiteln in the populat.iaD
~.-.n equal aadknoWn (I'ICJIIISO) chIDce ofbeing selected forabe
c~e' .

~~~·tD.1s1OmetilMs xeferred to a doU.·
unit sampling orlitonewY unit ampUng. Whenaeledinl items in a
~eranclQID~ead\iteminthe amplingframe has_equal
e:taance oftMijDg-.el~lprobabDity. For certain usipment
:objedive(.),ttlUlt:leg~tolift eenain items & qer
cha.nc:e.C)f~Rl~.~,tnilbtoc:c:ur in the 'cue ofaelecting
sc:h~distri~~oran~~~the school mmtces greatly
cWler ina."lIl"ch iDstanceS,lIe1ecUan probabWUes would be
usignedan tbebl,slsafttae te!ativ'esi%e ottheunits in the
population.' 'lbese le1edion Pft)~11ities,obviously,',would not be
equal' '

,,,
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Selecting the Sample

Qll,ptclU
IldUdDlOD S'....

each....1IId·theyale then combined to make an estimate for
tbepopWatioD. '.'DIe1aJllP1emeincnueS when the results from one.-areto be ccuapII'8d to die resuIrs for another.aata.

AmatUied ample isUIId

.to..equaJ.....wabal'DaDer..mplear~'~
dba linD8IIIIP1e-:clCNdaeauan pneraIJfreduces thec:alt or
aemp1e fGrap.mleftlafpoecilion);

• topespecilJesnpb'!listOeertab'l I'GbIlOups, lUc:hathale at
hi&twW'vvaWeartlae w!tb.• patererrarpotelltial;·ad

';'

·.-aetmtniMlad"~whenthepopuJltionis divided
1DVJDI.~UPCJl"iCIIIF.Jn IDc:h'CIIfS,.~ ample is dIaWIl
each JoCItian and the tIICiInates for each ale combinecl tD lift a
cmnIl"'"farthet!Dtin!paJJU1aUOIL

.Jtcms 'Witbinaltiataiilatiaaldbe.much alike. possible, bat~
c:hazacleristic:s atthe SIDra IIhOu1d dUfer. muell as poaible from
each otherastheyn1ate to the mtUUI'I!IIleI11 heiDI taken and the
"'i'n'" beInIlDIde.

"

a=.r~·is.~II'CJUP$ otttems and thendther
egmining all tbe....tn~poupornmewing&~
-.mpJe'aftbe ~tnthelftl\1l:'.Enmp\es ordusua are draweIs
.ofaccaIIIIIS~reeords..bukets·ofpruduee.· and.80.an. 'Dle
)JUZ'pOR'.o.r cI&Isteraunp~.iseco.nomy .. But the ee:onamy.is
~1Iinedat t.tleezpen.se orbaving & Jarpr samplirlg eft'Of.
,....... ofr.bis,·••lar&ersanple me wiD be nquired With the
IeIUl1:ift& off8et to D9inp. Whether the UR of cluster sampling wiD
result in a net reGucaOll in CGSIS needs to be cletennined· in·tenas at
the pncu1arapplication.. Sometimes in GAO work. the aNy way to
lIiIIDple the items is by.meac:lustersample. For esample, the
NCOrds aI'! scared • iDdi9idual district ames and no pradica1 way
'eSis1s tocrate & SIIIIPlinI.fr8me.

TIle results improve &I eachd~ becomes more like the other
cluscen.·and the items Within & cluster become as diveme as the
items in the,populaDon. Ideally, each cluster should be
represe:ntlltiveofthe~ora.

Fora~e t,o'be'uaed in maJcin& inferences about the population
orimerest,tile sample must·be·bued on the laws of probablllty.
Each itelnin the SIlIq)le frame must have a known, nonzero chance
orbeiD& lIe1ectedinto the ample. The items &0 be sampled must be
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1Ie1~b7onearaCazbb~anofthe standard teehniques or
nmdamllelectiDDtbatminilnize tbein!1uence ofnoncharlce foIcmlS·
1heNlultBOt&8llllP1ecli'mlm this manner aft! predictable in
terms ottheJaws otprofihDlt;y:

PrababJUtyJllillPlesembe~ in three wan: Random number
·ampliDI,.,...sic.eledicmW'ith aDDdom8tart, and RlaDD
'bUi!dGftI'llftdamJ1Rleetedi~CXlSofdiIlts in the lowe·
anierpaslticm CIOJIIeIiIneSClDedJunior-dilitMDJPlinI).GAO#46
.,;~_..\~~~lJ,pp,OUIId'" GAO• .'nIeIe
.JDCJ. i'~': ;,~' .

.. Co4tmetceCoinmisslCinJor~1pP!;OYed random number generator.
To use this ~e»d,.JUtems in tht! popuWion must be numbered or
statr must have a method of assigning numbezs to them. The
beginning and ending numbezs of the items in the populationare
determined Sufficient numbers faDing between the~uCl
ending numbers are selected.by a random methorJ.Y.»p,~~:.~ "
sampleo!UlenecessarysiZe.

SJlsuma.a.tic .eetitm·tDith a nmtlmn stcn is a technique' in Which
the necessary sample size is divided into the number of items 'in the
popul&tion.'l'herounded down result is the sampling interval. "1'be

Pol1c:i~ Ilunaa1
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~')XIiDtjsob_b18eleclil1lanumberwithin the 1imt
saZnpJiDc~ ...tabJttofrmdDll\ diIi*L AtrIa the stIII'CinC
paiDt~o~~__equaltothe~ is8elected. To
UIe,tbis~tbe popuWianmemust be known ornsc:epUb1e
to a"close estiDWe. In certain qpes,ofpopulations wUh a pettem or
,-~of;~'~nc:milllcharacterisCic:sreJared to the
"r.i~beiDI""""(for·G:IIIIlPle,daUrhiIhwayanmc puta
c:czt,IIin~GI\ .wbIft.GAOwu ....'minI tJpes adlllDllber of
~cIe$),'"1&Ie1VOllidllOtbelPPnJPl'iate. GAO Ifdneed to , '
~_IbePOPI!),tjaaoriDtereltdaesnothawapaUem mthe
Ylriable they an! meISIDiDI&hit preducles'tbe,UIUIIIJItian or
randomness.

~ buetl cm.f'IIfttlDmlr....~qftl..,. in
~ ardIJrJlGll&Vm isanacblrmectaodof~c IIelecdon with
a andom swt.' Cenain Qpes ofsunplingunitS'haft been Usianed
ccmsec:u1iveidenUtiemannQmben; EDmples C'e,8OCia1 aecurit1
numbezs, inftntory stock numbezs, and U'UISaCCion IIUIIIbea
assiped in the order in wblchthedocuments were received or
processed. '!be mast imponant fe.uure ofsuch idenU1ieation
I'~ is thatblowerGnlerpasttion digiti (usuaDythe last
three. 8OJrIeQm5 the_faur)c:an USUIlIybe assumed to be random t' _'~\
rih lespedO,tD, the,characcerisCics, ,t»eing,measured. 'W'

'%be steps in the Hledian prgcedUle an! to

• determine thenquired sample"

• divide the sample size by the pOpulaDon size to obtain the sampling
rate (or the percentile), and

.,' select theft!QUired~or combination of l2ndom digits by
'using a·table ofrandom diIbs orsome other suitable source of
random'numbem.

Selection &boulcl..,t beb,ased on the leading digits in the
'identi1icazieXlnWDber beeI'. they frequently are codes not
asSiped in 'Ilerial,order.

Using Stati:jtic;al SampliJU (GAOJPEMD.I0.L6).

GAO !\nandll Avdtt Manual (GAQlAFMD-12.19.5A).

Pale 10.34 Ncm:abe:r,lIIZ



Qlapcer .10.4

'Methodology-, "
() Collecting Information

o

Policy

Info!ma.1ionSources

Existing Data

, Computer Matches,,
•,
••

GAO'spolieyistOerISIIft! that the datasources, data coUec:tion
...._ dIIa~Cltion plVcedures are 801Dld and
IPPlQPriatefor~IIIlUs:ilnment.questian.

OIlc:ethe'USiIMl.'~~:~beenfann~staa"select
their informationao~;*rhb"jDCtwhathOldl.th~irafCJrmation or
evidence.~tC).~~.~.~qLleSltions. lrIfonnation

·8OIIrCt!scan~&e:ofiWo~ ••!irigdaUland oJiginaJ daUlthat
GAO $tdedUeCt. . · . ,. . .

'E:mtingdata~re1~~ affacls,ldtiUJcies,opinions
and so fortb thatCJthezsJUaYeC01J~ they are formatted in a
1ISIblemamerDdcanbeanal.Jzed~1iUJe or no edltiz1I. Sources
include previous BlUmes,~ records or data bues
manUal or computerizecl.,~deflCe, laws, regulations. and
qeneyordezs.Usiltlaisliltlewal3ll save lime, butmtrshould be

·anreOfP9tentialprO~IeuW.Fore:iample,lheinformation may not
beleUable; ItmaYllOtirlcluctethe le1ewftt wriables;iunaynothave
been coDee:tedweIl;It may 'haVe bt!en manipu1aled or dwlgeci; and It
may not have'been maintained··.!ifoh Prc»pef jfttema!.conaoJs.

..·.Eaqyattemptsshould~DWletodetmnine ifdata nquiredto meet
assignment. objective(s) area\'lilable. Ifa data base will be used,
,sWfshould determine the am01li1t. C)[,dm verification needeci.'lbe
~lofe1fortrequired Willdepeiadon howc:ritical the data~to
~tht!-.,ignment.objec:tiri(s),onthe quality of'the database
controls, and on the regular orro~usesof the data base.

,~t!rifying·~reliabUityofsuchdata.isnonna1lysignificantly less
~. thin developing and maintaining an indepenclent.daIa
~(V~e;ationiSdiscUssedla!er in this chapW'.AJso see
Ag=ing.tbeRcJiahllity pfCgtpp,Jtet·pms:csm.par,. (GAOIOP.
8.1.3).) ,J!~o~\other,considerauons require, computerized
dat.a~can rea4ilYand inexpensivelY be obtained for analysis on
eOmpUtelSover\lrtijch GAO,hascontrOl

cOmputA!l'~is a technique in which selected data from
different computerized cWa buesarecompared to determine 1!
i~~~~"qZ:'!i~mP!r"~n4itions. existjft~ .•da.ta.base.
~~c:om~ns~znade usiI1gkeyc:riteria or eleineNs such as
mUMs. social securitynumbers,ad~, contract numbers, or
~c:e.~umbers.Forcample,a~base of delinquent student
l~ frQIntheDepanmento!:E:ciuca%ion can be compared, using

I
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social securitYnurnbea, With a clara base offedemJ employeestD
detenaine whether the ame.pemon~ in both dim bues.

Co~_1II8tdIiDICU·be·.,qUick and.cast-dedift t.eebIdqut! for
·~to.J'eView.JIrIe..a111G111U5 ofdaa too help better deIine
!II.....quesUonS arfacalodaer dim coUectian and~ .
darts. This teebDique.aIso·cu be'aefulfarcletemdniaI
IIPPftJPriIIre~.for~ .•~~ID!!II~ .•
....~~. ..dleI··· "IaIdCtItedilhfraud,'."itt- '.'"~ eIq'; .•...•.. . .

··.··~~p~c:Cu1d~aDd reportillgofan usipmeIIt
..rtit!re cOInputer lIIIlChiagis'being' ccmsidered, GAO stairmust do
thefoBowing:

• ·'.~.~thecomputerized clatabuesaft apprapriateand
thIt IIJf5ciem c:riteri&(aftennfernd toO U -ke)'s"} Gilt tD perfann
the '1IIIt.ch.

.~derthe c:ostbene&and dediYenea ofobtaining, anab'zinI,
and usingthensuhs ofcompur.erirWches. and ensure that .;;'., .
approp~~temativemelbods to accomplish the assiInment
ob~s)ha\'ebeen cansidered.; .

• Condue:t additional manual daraWrifi~onand testing after the
matCh is.madeto eI1lIUft that·darafrom each source aft accurate and
up-co.dce

• ~op, I.I1d foUow'adequatecantl'Ols to meet the spirit orthe
ComputerMa&ching,ancI Privaey'Protection Act of 1988.

When, GAO all1J[AfII.it:ipAtefllllll:h,ifag itifD7"JJ'l4ZtiDnjrom. d\D"1n"Imt
agencies'c:om~dAtA ba.l&t.a~ tlWSt CIJ.T'f:,fvllJl balAftce the
~ lobe ae4Wa1«i.}rrIm. AU:ht'lllUdaG V1Uh the1'OtI!fttiGl
impaas·.tm_i~'(JJri1lllCV NI&t.s. The key issue for G,AO is
how the c1atawm.·be Used.' .GAO shQUld not release data on
jndhiduals whenncn cIaI:a. cOuld be used·in action qainst
individuals. Therefore,'sratr InUIt'coordinate With the Dmce or the
General·Counsel.as early U possible on any assignment where data
on individuals maY be released. '

GAOsta1f·shou1d cont.aetapprop~ Design and Methodology
TecbiUC:alASSistance GroupCDin'AG) or regional Technical
Assjstance Group stateitthe>' areCc»~dering computernwcbing
techniques. .GAOswralso shOuld coordinaZe doselywith the
agencies to avoid access delays in obtaining the needed infomwion.

.-



0riginaJ Data QriIiDIl_-measDrmIlentsaffacrs, IEtitudes, opinions, andm
font\that·GAO~eo1lectand.eontrol tbl'ough instrument ciesipl,
~ftCOrdinl.and~Toeo1lee:toriliMl data,
(iA08d...~~or~includin&questionDaires;
~clirectobseti&ti~.zuuocus poups. 'lhefoUowinI
~CIIIS·Percdbet.he8e methOdS for pthmng dar&.

'.. :~:r;~:~~>:,;'

.:m=~~S~~~~0pe4.theJ

.earrflCflltlte~b1:'~~orm int011lUdione1!icieDtly
....•...aDd~eiIIY.·~~.~le.·~· •.that.llUIIt.

. .··ofterIlDoWfDrst'.lUStieaI~>flJofonnaW'oiicpapezsil1! DCJs •
med·tG;C()Dec:tmrorinltiB.n~~~~orobleJwtioftl.DCIs·U1Ied
tDc)t)taitrinfarmaticmfrDm~Uals include face.Co.facealld
te!ephcmeintervim:1l\d.eJl~and maDed
~cmDIin!S. ... ..

.~ppimStoCcmsider1U'aeYe1~~ usil1g DClsue that1hey
.1I'iJ1(1).obtain~d~~orfacls, &Uitudes. opinions, and
;,~~!~(2leueth!'b1J:rden~ftfspondenrs;(3) maximize the

1Dcf:Iihood.ofresponSe; &tid(4) pio"ide sufficient specificity,
~~,and~tof#njtjt.e!anaJysis.To he!penSure that

···the:Ie~~cOn.SiCJeritDC1s.W~be6llbmitl«t1D1M ctivi.ricm
DMTAfis if thq _tlOlw

.IOCJr~repmarec:itizens (e.g"P&rti~ ina fedeml, state, or
1~procrarn);· .

D~ ..cone~()n
~entS···

o

• 10ol;~ctre·plivUefinns;

• 10 or more local governments, including such bodies assc:hool
districts andbnSit authorities;

41,6 ormozeaaae goyernments;ar

• .25 ormore federal ageney0f5cials or employees.

A fn!Zjor'cxmsidmJtiDn in .u.ring DC18 is the pft1lCZC7/ rights of
in4itnct~~to.thosediscussed above under
.CoJnP;~~-Sta1f~f()llowthe guidance provided in

·····,~''1,,7c>.b~~to;JnfOnnation,·and a.-Collecting
··~dence,·regarding.pledlf$oreorUidemiality. .

'Toeff~use a DeI, prete$tingis essenUal. Testing the
queSUannaireor tile intervi~·guideorthe pro fonna. workpapezs

Pale 10-"4 NOftaber Itn
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ProForma
Workpapers

Interviews

CMpcet lDA ' •

JletJuNl~lIIlIIf. 'a.

befcftt.tae1anllledhelps to,ensuretbat they wW ask tbelight
people the.queStiOlll In the right way and that nspondents aft

1ripiD&adabletopDeeCkedinfOnnatiOlL ~are conducted
bytheevaJ'mor<l}widl tbeUsiSlallCt! otDMTAGsd, widlasmall
..af.~..ected'tiaIn the UDive.nIe'cansiclered lOr the IuD
~~,',TzaiDin&aad aapa villanof'intel'\'iewms also IIIUIt be
adequate to ensure that required data are COlUIiIteI1tb' 8IId aecmately
caDec:tecL

_~DC:Is,G#J."'.MDvlIlbe,,~~'q(~_';"
'. ," .-..,...'"~t:.. ". '. . '. ·'Or""""'·, "
~. '."', '," .,~•• ," ..l ,fu..t;io'uDDnfi'" '. . td'
''''~'''~~4tT *).fIfItl.th.epoaible tl/fd; em.
~~C'J«I~'~ 1ftuC.frtnn, A
~~~~•.tlro""DC1,tJw...,
~.rhDulct,.,.,NlISift thtftJ'Ol'tcrr~ If
spaceCioes nat~indudiD&the entireinsaument, the wonlinl
ad'~ ottbe qtIIl"Ijomt'ofilUerestlboWd be iDcluded.

~~wj&hDmAGscan help indecidinl an the belt
1IH!thodfor~DCII and iDdeVelopjrl&. pretesUn&, mad
1tIIplern~DC1.LQuesd~f'rogramJllin& 1.anIuaIe (QPL)
~.canbeU$ldtD prepIN'DQs thatftciljt·tecompllter
~.(See 'dIe. OPL RefmneeManuaJ. QPL Data coUection
Ptngnypanci opt, ParaEdttiDf PJ;Qmm->
Pro forma workpape!s are DCJs thatare used to eIISIft that cWaaft

CQnSisUmtlyazuiaccmateb'CODectecUn astandardized fannat from
fDf!s,reconls, or oCher Wriaer&'lIOUl"Ces andIorfrom direct
observatiOlL~ in developing the, DeI, espec:iaDy a DeI that wiD
be used by numerous lCdatdUferent Joc::aticms, is Unporrant to
faci1iwe analysis.

Imeniewsaieusecl to lOme deJree in vinuaUyallaudits and
evaluations. They may in¥otw rtdativeIyff!'W people-such as agene)'
or conuac&Or omcials and employees-with the substance.ofthe
ilUen'il!1V directed to the penIOI\ being interviewed. Or they ma, be
used to obt&intbeame kind of informariori from a largernumber or '
people, for eump1e, program putic:ipaNs.

Many interviews are eithers;ructInd orJlelDi«rudUftCL SUue:tlftd
interviews, whethercQndllded face..t,o-face with the respondent or
"by1elephane,'usea:'Dq1; •.Thed~ded questions andresponae
euegcmeS andtbe order in Which they are presented are normally
the same for everyone interviewed. .WMn v.ft719~
~DCIs, .ttJ/imuort~ ,th4t 1M DCls 47'e11"'fIIa1«l tmtl
IhIU * ~'crebiN.t.
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SemiCUctured)~eWsarebaSed on interview guides that pennit
......llezibDltym~~onsand theirphrasiIIB to
indiVidual imer\'ieweeL''lbe)'useopen4llded questions that
faciliWe foUcnrup on cues'giwn bY the person.being interViewed.
lnfonnaDon obtained from semHn;nletured interviews is, hOWfM!r,
JIIuctllnoreclftJiCWtIO aDlJyzei~aprept.e. AggregaIion can
.I'IIQUiIeUlinleonterlt~metijodology discussed ill chapter
10Ji, -.setbodol~Nrfarmmc AJWJSis.-

~inter9i..mnJativeJy expensive. Ifn!lItiveJy Iimple
information mustbeobtlinecUrDlIl many people and observingtheir'
demeanor is not important to assignment objective{s), considenltion
.tIoulcI beliVen·to.using telephcmeinterviews. A computer..nist.ed
telepbcJne~ (CAT!) canfacDitale telephone interviewing that
~a pCUhltbas complcp8ttems. Using CATI, the telephone
intervieWer is guided on the wonting and sequencing o!questions m
tblttbe respondent's answers can be keyed diredly into the
computer.

GeneraDY,GAO condUCIS adA.T1.urvey inaneottwD~

• Through a contzaetor wbo biresil\terviewers and programs GAO's
interviewsaipt usin.gcuscom~ or

• .using evalUators to condUct the iN.erviews using QPL software to
create the CAT!pro~

Appendix I gives.guidance on.the use of both structured IIId semi
Structured.interYi.ewS..·Adewled~on of strue:tured interviews
is included in Using Stl'U:tlln:dJnt=mmng Thdmigucs(GAOl
PEMDoI0~1.5). " .. ,

The use ofmail, or selr-adminis&ered, questionnaires is III important
IIId frequentJyu.seddaf.acOllecDOI\ method. Generally,
questionnaires are more cost-etrectivethan other DCIs when
obtainingdata on a nwnberofvariabl~ from manY people.
··Questi0nnaires do, however; take time to properly design, pretA!St,
edit, administer, and follow up to let reasonable response' rates.
swrpreparing qUestioMaireSalso should be mindful of the burden
and cost .questionzWresplace.on respondents.

I



Focus Groups
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Qaapterl0~
JleCilodoiog-CoU__~

!rIailqueSti~e1imi".tepttemewerbias and canJeduc=e
rIs,pandeDt.bias be(:e1l-.NI)XJIUienfS are more WceJy to answer
dttfic:Wt..·~e'IIIn;.OI'~ questiOns honestly OIl)Nlper1Mn

in~

~are,Iw»"';~.,~ts.Mall quesCiormaires can be
....~#d~~,other:duIn,theintended respondent.
QUesti~~.~lan&uspon.mne,andfoJknrup

·.can be more easily ipaored dian•.when.CJCber.dIra conediarlJftefAods
.~ ·beeIl...,eL.· 'tbeJ;,cwmotbeUled 'When peopledo.haft. ..,
,kl.9~.~.wid&pecJJ»1ellavinClcnv·lltei'acy.orpoarYisiOD.
'11)e;~,~~dOlS'lIOtpermitanezdllnle or
infarmatiPD,. inc1\11ianClfIlillltip1e cues in thequesliannai.re can
set ezce.ssivelY c:amp-CId becQme.1IIUIIaIIaIeabJe. Consequendy,
sdciesigning aquesQoDDlireIllUlt be thoroUlhlY familiarwith the
nspancIe:rIt IfOIIPIlld IllUitaClNftbe IUbjeet IQIUer from the II'DUP
JDembas',.vietrpoiDL

Gene.ral.principles,to.lllide the development orquestionnaires are
iDcluded in appendizD. ActeraDed discussion orquestionnaires is
irlcludecUn DmlOPW pd UsmgOu§tiOnnaiRS(GA~
10.1.1).' ..

The use of a focus croupinvoll'fS&p1anned ctiscussian designed to
obtain infonNltion about individuals' perceptions and opinions
ftlated toa~c issue. F~1nJUP discussions typic:alJyinvolYe
&mnaJlJI"Oup ~fpartic:ipants(USUI.IlY8 to 10) with similar
Ct&amcteristics Who are knowledgeable about the preselected issue
but do nO,t know·eac:h oth~well·. do not generally"Work togeth~.

Discussions are eondue:ted infonnaUy and guided by a moderatOr
(i.e., a trajnedGAO stdmemPez' Gr consultant) who, throuIh Qpen

ended questiOns. encourages partidpants to freely share their
tho~Ulanda:perienees. The moderuoruses ap~1ished
protOCol to enSure thatallilelDs.' for Which the focus group was
convened are covered. Focus croup discussions are tape recorded.
'I'Dnsc:ripUl of focus croup in&erViews should be prepared ill
WOrdPerfeet orASCI1 m. to facilitate analysis using ten retrieval
8Ott'rire,suchasAskSam

A~ adftnta,e otfocuspoups is that they can produce quick
resWrs&t.•l~ cost. However,,/0cU6grcnqas czre 7IDt rJaigMtt 10
~,~ e:r;tent. ojAprDblem trr to gen.erAli.2e results to A

IiJ'rperf1011'llla,titm. Instead,dley areintendecl to use croup dynamics
to elicit a range of opinions that people hold UJWards spedJic topics

Not herll11
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.adwbyand topJOVicle lri1J.tUierstaNting about bow aproeess or
progt8ID~rJcsorWtilt issliesare involved in a topic: being
ev8lUlled.

.• 1DGAt)~.Work,thtf,.~tbemgroupdWe"ssjons aft ,eneraIly
··asedtD.auppJf!IIlt!fttatherinf~obtainedd1.1rinI an
.··",~'.Focaspaupsc:lillhelPStdmembas

';""-:",:'3,:"

• pdter background mtormaticm in•• newfield topnpll'e.forGl

~~meJ\t,".·.i.."'·."'· .....·.···•.• ·.··•.~~· ••~.nd~;~nspcmJJf$,.and
••··.__.ibIo··~·~~tionslUlda=adesabout'~".,',;.,,':-.-':'>;\1<'i\,'_:,:\-,{'::. ',:',-';'-:';'-_,":"", :,.";,:.-::_,.,.: .• P~t,~.,.",,, ",' ":' _.;", ",'-": ' '
lpedfittl7pl~.asbowel'~. new propatnhas been
imPl~'" ,...' .. ' .

..:~., ':;

'lbe~l'JhilQ~.·~·a'~emttthodof opiniongatherjng and
ConSenSus·deYelop~ It~ ~alternativeto commiU.ee or~
face discussion methods used to.arrive at.groUP·opwons. It seeks to
~~~efoll~~iI.sinIeq~of,thoseeUler methods:

• >Jh11uenceo!domU1lllt~~uaJs. .

. , , -,

'Ibebasic c:baracteristics of tbe I)elphi. method are as follows:

;,'",,', "'".~

• 'ltprOvides'iteration~~edteedback that involves getting
each respondent's vieWs sev8raltimes. .. When each additional
response is~thel"llSU1tsoftht! prior round are fed back to
responde:ntiirisummary tonn..

• It provides Ulonymity by the -.e ofquestionnaires or other
methods that avoid associating sPecIfic responses with individual
nspondents."

..,'v.'. .',/~.," ..! .• L'C ... ' .', ,.

Pale 10.4-'7
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Verification

VerifyingAccounting.
Financ:ial,.and
Management·,
SystemS

Verifying the
Work of Others

..It~tbe_ofalfBiSCiclt &ftl8le atUae final individual
opiIUQDS u &he poupapiniCID.> .

Anon.1Jnlt;.y helps eJimiDat,e the intluence ofdomirulllt individuaJs.
Ferecltm:k CIll_cantrDJledlllld limited to eaentiIJ c:ansideraUaas.
.'itlltj.""b'......tlleIlllUndmduaJ opiniOllS lIeIps reduce tile

..·~,for,caafarDltlr.;iJtaI8D··reDectIS ach JIIeIIIber. apjDian_
pin oldie poup opinicm.

.EIta.bJisbir'I~~~and."m~ar
mtcinnIticilfOli WtdchGAO nlies..evidence beIins widl
~ desiII:l.aIIitJcWaRn~.~ work GIl the
~V_cltiClll,diiC:uIsedintissection, is UIed a1. ., . .... . .. ' ....•.e, .... . ... .,. GIll
wtd\·.clestsn, C01lectiOn, and·.~·methodololi. to establilh b
nliability and authenticity. arinfomudian 'Obtained from accouminI.
IiDancill,.-~~·madframwarkproducll,
......GId oplniOlls arothla.

1Vhen.reJiancecminf~PJ!QClQced by an aecoununc. &lancial.
.ar~.,..iS~verifieatianmetboda1OD' includ.

• ""'and.r.est,inI intema1.c:onaals [mcluding e1ednmic clara
prOD!ing cor&t:rols} in tbe.,stem that produced the infcmnaDaa,

• lSI incUaeDskto the l!IIdpIment.objeCtive(a)ltthe8Jltem'.
intemal·comroIs an which,~isplaced are weak orare not
foUowecI, aDd

• perfcarminlaullicielltsubst1lntiVe 1Dnsadion teSting to ensure the
reliability ofdata consistent.mh t.hensWcs of the risk ......ment
and &be _ 'uent·ot intemIl controls.

Qaapter4, -standards,. establishes GAO's standards for these
methodologies. GAO'spolicy,O!ensurirIg the ntliability of evidence
through ft'riew ofintemal cantrol systems and transaction testing is
awed in chapter 8. '!'be CiAO 1?nlJ1daJ Audit Manpal (GAOIAFMD
12.19:.5A) desc:ribes in peat detail GAO's methodol01Y for financial
swementaudits, inc1udiDg 1eStin&..ofaccounts, commls, and
c:mnp1imu:e. ,

At times, GAO relies on information included in the work producra .
ofothers, such asinternaland~auditols and ncmauditozs
(far eDinple, ,c:onsu1tams and experts). GAO's standards nquire
&bat far reliInc:e tobe,Placed on the work of other&t its acceptahJl1t;y
must be established by ~ropziat.e.tesrsor other acceptable meas.
Qaapter 8.1 diIcusses how to establish whether others' workCl.l\be
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Verifying GAD-Created
DataBases

Other Cbapt.ers
ofThis Mimual

GAO Order

Other Publications
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In eoDectiDg original evidence throUgh~Cmnains OJ:'~.J)CIs,
iDdividualdata elements IIlU$t bewrified to ensure the inteIritYor
the entire GAOoc::reated cWa base. Foraample, U'a questionnaire
n:spondent~~~aquestianwbest#-.~~ ·.· .. ·····.···
~aIcippecI,·...entrtCiamarIIOt·Ja1owto ctelkethlli.., .
'DIereforer8td'pnenD1~tDl.lIsess the reasonabl..-jdt
~.. Far:DCls,·..~aaaetedfrmnapnq$es
pwdbewrffied,*tleatCiiiilDrllle basis, to ensure thai'ariIina!
_ .......·SIozsilageDOttieen·JIUIde.

~.(lAo~ CiUI~tCrr clltatlltry aeme-, ..8ZIQ)lear
UleOU'qRltc:tIIaamsta.. ccJlllpari!chrith the origiDalinputdata to
Jder&t:if1.~ccaectinlcearaCiestil·theGAo.c:reat.eddazabue.
When GAO ltdclothe data ent!)' work, wdfiCltion islllao required.

4,-standuds.

?,~tatning~~JDf~c:lI)...

8, "'CoDeetingEvidenc:e." .

0150:1, -Authority to Admini.stez:.P&tns and AmnnIticms.•

Am;ging the Reliability pf Cgmpuw.Ptxz=w:dpata (GAOIOp.
8.L3)~; . ' , ,

Dmigping and U$inr Op§tipnpairi;; (GAOJPEMD.IQ.l.7).

optPata CgJIPon Pmgram Version S Q (HRD Technical
Refensace Manual~Sept.1991).

"",;':

QpLpatp, Esmmgprm:ramyemgrfS,O(HRD Tedmical Beferenee
ManualS, Sept. 1991). ,

opt Refemu:c Manual Vc:r:rign S Q(HRD Technical Reference '
,.. lr1anua16, Sept. 1991).

\



Appendix I:
Guidance on Using
Interviews

Qlaptcl0.4
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" \ )

Seml-Stnletured
Interriewf ,. "

-n.e~"'bethoftlUlbJ;y ftl'Sed in the purpaeeofthe
~,'&beiaformatiart nquired, ad the best quesUOIII to obram
i&...111~.~ tile illter9iewerlhould know en_about
~clildaleclfacratD~ and faUowap 01\ &111'
~ ......lIIfanruatian obtliDed,in&beirlterview and
illfozmasionpreviouslye»btaiDed framothermun:es. Belshesbould
be,~in,deft1aJ:iiaI,quesdallSto follow throUlh GIl cues pen by
nspandeDII' ..... thathlldftotbeal anticJpa&ed in pJanningfar
&be iIW!mew 'witbaat biUing1he·ftSPODIL

It is iDsponant to let the person being interviewed know'~ teIpics,or
questjonsto be'diEcnDed beforeblndJfbe or Ibe wJJ1 Jaeedto_er
toPartic:u1ar documents or obtain infonnalioahm otherpeopIei'i
order to live a prompt and acc:waze nspona

Norma1!y, GAO interViews are COIUlu~ with two Itdznesntiets- ..
they may be conduCled by onesdmember. When IiilnifiClrit or
poteIlDaDy~.mm.us,are'discus.sed"a8eCOndstafr .
IIlfIIInber'spresence is advisable. '%be presence ora 8eCODd JMOcm,
in particu1arlysilnificant•.interviews"helps.tmIIft dIIt the wrmen
record of the interview accurar.eJy re11ec:cs'iZI!omumOrt obtaiIIecL ,,'
DeYe1opm~tal,,~sball1d usually be accompanied onimel"rim by
a full performance auditor/evaluator.

'Jbe tnterriewer's attitude and demeanor should be one orobtaininl
W'onnation. It should not be argumentative. IUs sometimes .
desi.rableto let the iNerviewee,zecoum information in his or her
own way. But the interViewershould c:omrol the dLcc:nssjon to keep
it relevant to the SUDer,being discussed. ,can: should betaken to
get al1needec! lnformationin one interview. But even with the best
of care, to sc:hedu1eanother interview to funher develop iDfonnaiicm
obtained may at times be necessal:Y.

At. the canc:lusion of tbe'WentieW, alient infOnn.mOD should be
briefly aumm&riZecl.,'This canbelp c:cnIfinn the interViewer's
und~din& ofwbatwuaiidt and 11 may help the interviewer
recan, additional pertinent facts that heed to be developed before the .
inlen'iew ends.

Notes should be taken during theinterYiew u a basis for preparing
workpapers. But if theft is an apparentadvenJe reaction to I\Ote
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taki:nlthat~'tD~thefurfher conduct otthe
inteniew, it IbouJd'·'bestopped.

iecording8qUipm_OrsrenGgraphels are not DOnnally used dudnI
. mliDt.ervHnt:,sButtfl\iC'" ,,",they may be used with the agreement
'·'Gftbe,iDt.erViene.:Acupy"ofay:1ecording ar written uanscript

1hOuId,:beirDadeavailabletotheinten'ieweefarneeded corrections.
Whernlle~1!!WI!e""'theftCOl'ding ortrlDSClipt, a copy

.··ihouId~~obtilirlilcL· • . .
.,.. ,.,~, ... '

n,e·.ftCOrdorthe intervie1Vfor~.worJcpIpers sMuld be pnpnd
"_PJ'GIIIPtb'ISJ)OISIblelfterthe'tJltemew ,ant! include the reasons
far-lIIdt.hl=IIJ~Gfthet.ntervi~,&S1VeI1 as its time and place.
'1heDllZlleSa*I'thet:ttles'Of~dpamsshouldbe inCluded, as
IhoulddiebaisOllwhichtbe1We1'eae1ected to be interviewed.
__practicable, the'lnterriewmemarandum should ·bemviewed
IDd signed ·by.ach GAO·Id·member pn5ent.

Jntervi....lbOuIdbelSkedtoconfirm~iDformatiOll
.., _theypye:etaririlttaeilltervietrunless it is otherwise supported
aDd~an.considen!d.uranecessary. This is mast imporWIt
~tllfmmaliall'0btainedd_,1J'itha point critical to a GAO
!inding;eu.rrersfromdocumentationorfl'om other testimony;ar
c:r:wet'-poij~..:-=ces, or individuals to be referred to in the
~'.~'·il1i1:~desirabletDCOnfirmiDfQmWion on a

.·.biIhJy~CI1l11bjectoronethaUmolvesrmmerous dares,
.""","tMearsraDslica1·infonnati ....• ". .....- ~- £-,-_•..: ..~.~~ ,.... . .. on, even W!un:u ..n::II~UUi_onIS

usec[cmIy~~:dataint.herepart.

~on()f,i.niOrma*ion PfO"idtd in an interview does not
.,~&heneecl'~~tt.ConfinnaDonesuablishescmJy

that' the record.or the inteni""l'f!UO,nably swes the interviewee's
position. It does not establish the validity or the reliability of that
position.

Confinnation should be in writing. The interviewee should be asked
to sllnandcWethe~ten'i"'lIlt!IIlo~dumin a stI1ementto the
following effeet: . .'

·i~ve read thismemoran~of~terview and agree th.tit
presents fairly the maaers discussed and the swemems made
during the interview:

.-, ,.',," _. -, ;" .. ' -"""';""" '"' .,":'.""" ,~ .. ,..,;"-

Under un~c:in:umstailces, itJll8ybe appropriate 10 use a mare
f0nnal swementsigned .UDder Dl!h.When this is believed
necessI.r)o. the division Assistant CoznptroUerGeneral should be
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StrueturedInterviews

CMPcerlOA " .,
"edI",ol~.lIdor ett_

CO"'Im-d "eseeGA6om.r01&O.1,.~ to .AdmilliSterOafhs
aDd Afft,,"Pri,... ")

Itf,be~.~.J'!!CIQflStfarwriUen eodr.rnation orJr.
lfIUQIlezillp;.U)~".nquestforwrilt.ellc:onfirIaIdon
waaI4.~"- ,.. ryCOOpeiaUaa,cn.l canfinIIItian

..Il!~"'~j~ ..Dqqldlnthe warkplpea ,Tbe NUODthat
_~tbIIl:'"canIIImatian was obtIiMd should be DOted
ill the WDricpIpemA8ICGIId-edmemherabou1d,_ •• theca!
cadmIItiaaand,. the wmtcpapea evidenc:iIIIlt.

It.imel.ie".....to~ sipIUic:IIIt iDfcmutiaD,·eidIer ill
....Clf,GIIDJ-daltflct -tilemre.m...'. reuans ....ouId be
DDtedillthe~'SWhDeCOftObomtioil is~
UIIW'iIIiIlpeIIaf.'ialaview¥ete accept respcmsibiJit,yfor
iIIfoaaaUanhe'arllbepn7lides1iuakes corrobcnUanpuUcuIarJ)'
iaupca1am. .

Amuc:DIred iIItetvieIr..- .Delio lither data, either by telephone
ar~lft.)strueturedInterview,..a'• ,the same
quesaaasofllUlMrOUI mdi9icIuIls in the same znanner, o1fering each
respondeDUbe..me. afpasidbJe respcmses.

What isaidmlbeilltenietris basiClDydiewed by the writren,
mucand OOlthl1ispzepued inadvance.andpretesled with
'njm~fmmDMTAGst.d. .Jnterviewezs me aained to ue abe
Del.and to c:onsiIterItJ)'transmtt.the IIleaIIiDg orquestiarw to
nspancienIL, neDCImayincl1:lde supplemental1anluage that can
be used it the int.eniewee does,nat understand the original wording
af.aquesDGIL AIf1 DlqnO'iliaUons made in the languqe to foster
UDdeIsrandinI'lIhould be nOted Il'ld considered before the data are
anatYzect

'Ihe DeI to be used in a stnletured UU.eniew should be prsested to
determine whether

• the right questiOns are being liked,

• the subject mauer oreach question is relevuat to the respondent IIIId
be or• bas the1cnowledge to answer it, and

• the wording and procedun!S used in conducting the interview are
adequate to ensure~d and reliable responses.

Pretestintemewees are selected from the universe that will be used
in t.hestudy. The preteSt_dOn need not be random but, when .

•

Pqel0.4-1%



()
Clt.apter 1G.4 . '.' ..' i'
lIedlod~lIItonaatiGa

the uniYeme is heteropnom, R\'eral ofacht.JPeariDdivi~~in .
_ uniftme'should be ae1ecteeL Ptetest.~~
canduetlld in-person, but CATJs maybecondu~'~~ephcmin&
potential Je5POIIdents. Problems can be idend5ed bi#ae' .... ......'. .... . ..
int.en'iewer's·obserwDans or by quesdoninlthepzetIIt~. ,
in. debriefing.

In many~ the c:zUique by acenc1amdal5 whale'propamis
1mder~CIIl&9Did.probl_1fterdata coDecticm. Jf ..
modfficmcmsto the DCIarto theconduetofthestruClUriJd
~_~anotIaIrlieri.Ofpretesll- beneeealrr·

,~_;;"\:,,, ',' :<:';' _: "'>'{':"';:":, ,.', -:. ::'" .',:".,L-,:..,:"",;:, :,~, i,,' :.,. ". ',':';', ", ' ,-':":,

~DlUlt.be~1Zairlec1.'Event1lo1Jlbtt. DCJ
~~,~,~Uldtheil"ordC,speec:h munerisms c:Jfthe
~zaay_intehdedIllallinp.Training~mcesinClude
Cl)kjC"k,'1"ccmr~ (2)inter9iewbooldecsincluding
iw....._'." .....•.,...;,,_... ··~\role ..l"".··'ft·· .. 1'4\ Ield racIi and ~. . .'
~~\"'I., .~...... \' I P ce, \VI supeI'9JIOl')'
fie,1dviSa and telephone c:antad5. .'DIe devices used &rid the meat
~ft.heiJ',..,depcadsartdae coInplezity of the issue that is the

.. ~jtK:t~~~andt.hepriort:rlining and ezperience otthe
in~ewm. ..



.AppenClix II: .
General.Princ:iples
for Prepa.ring
Questionnaires

QapcerJO.4
lIG"'oIo~Deert.lIItor rd_

• PI~_qt1fllIIkJaIlnaformatappropzilte to theirpurpcxleDel II)

ftllQUinId information. I4&tI1passlble questiQrl formItIaiIt, zqiJaI
fna opeIHIftCleclquestiODstD thtiR UIIt.pruricIe respor_ cbDiceI
.....antoraleavlDabJe~c:hoic-.The ae otadl
depends·an the.1ISSipIrleDt ob,Jective(s). OpenoeIIded·QIltlIUons·are
ItJdomUled....af1hedJmcul1:)' inagrepdng oraaJniDI
ftIPGI\Iesadtbe burdentbeypcecm ftSJIODdentl.

• Jrdude:aDsilnlfiamt~les in a 1IJ'II)'tbat CIIl be meuu:recL 'nUs
~ easuringttlilt lI'leUu:res·ineJllded inI~.c:hoicesare
cansisteDt with scandlrdstD be UIlIId inanabzirC ftIIPCX'RL

• Ensure that questions .are relevant IIIId proper and are qualified •
needecLln PretesUng quesdolUUlills, care must be takeruo eJISUIe
that inappropriale questions have been IWOided. This includes
..mncthat the 8eRSiti'vity.of respcmde:n1S, their Jikeb' attitude to
questions. and their ability to easily uruierstInd·and ·answer.them
have been considered. Mail questicmnaires are pretested through
pemcmal interViews.

• Bec1ear and concise, consisIent with respondems'lanIuage levels.

• Provide a eomprehensive list of relevant, mutually exclusive
responses to choose from. To obtain useful·cJata. response choices
must comamaIl impoftaftt categories that apply to the questiaa.
'Ibis requin!s thoroUgh research and undelSW\ding otwtwthe
question is abouL .

• Ask nonbiased questions in lU\ appropriate format, aequence,.and
item c:cmsauc:tion. Bias can occur in either the questiGa or the
m'Uceure in which the nspcmse must be cmm. lnfonnation from
biUed responses is, for the most part, unusable,· because the auditarl
evaluator cannot dewmine to what aIerIt information prorided is
distoned.

• Antic:ipaSe and account for various respondent tendencies.
Question c:onmuetion can 10 a long~ toWafti countering

Noc _1JI2



#
#
#
#
#
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respondent tendencies, ,such BSagreeing with a perceived "correct
response," and promoting unbiased answers in subject areas that
may be perceived as highly sensitive, objectionable, or threatening.

• Quantify response measures where possible. Questiormaires
provide quantitative data, but they are not exact measuring
in,$Jments. Measurement eITOr can be minimized by following
good practice in developing and using questionnaires.

• Provide al()gical and unbiasecUine of inquiry that is understandable
and. interesting to the respondent, including appropriate sequencing,
and the use of subtitles and ~tiona1Phrases.

• Include good inSt.nJctionsthat~t expectations.· ~introduetion
should contain the purpose of the questionnaire, how the
infoJ11)ation will be used, who should complete it, who else will be
receiving it, why or how they were selected, and instructions for
returning it or asking questions about it.

• Before administering the questionnaire, prepare a preliminary data
analysis plan that identifies how the infonnation obtained will be
used and which questions, if linked, provide the answers to even
broader questions. .

Pace 10.4-15 PoliciellProcedurel Manual November 1992
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Chapter 10.5 '

Methodology
Perfonning Analysis

Policy

(;)

Analysis PIaIl.

Comple~¢ness

of tne Data"

Accounting for
, Survey Responses

PrePBring~"d~iria.lyS~·'pii.Wli;IIri'impo1"t8nt,·p.vt,of•..~~an
assigmn~l. Adllta analY$isp11U'i descrit>esho\Vthe clJataeon~

"Willi)e llnaJ~ed andp~ent.edto answ~,~,~~p~
aftcstaaidare.ss;;the8SSi'gnmeritiSsUes.•··ltShOU1dmc:ludeth~,til)l~,.·· .

;' ~h~~;(~Otlin~orf.t1e:'t.tbI~'\Vit.h0utnwri~j.·8nd th~VaPhi&tilat
. ~1~'usedtoPreSent~e'·daW,Table sheDs.could Present
.freq~~e!es,c~s ohwo'qrmore ~les,co~ons,or
Itl0r'e sophiStiC'4ltedstatisticalresults from regressions or other
8n8lYsesjThetabl~and graphics must help answer all or part of the
aSsignmeritqueStionsi'(AlSC); seech, 6.2; "'The Job Design Phase")

'.!';",';"-, "'1'; """

'APre~da~~y~p~st10uldbein<:ludedirithe '.' •
.~igI1I1)entd~~~.Q~~.~ith~.~i~ent proceeds, the plan is
refined. 'Af'terth~data.arec~l1~ted, sta1fshould detennine the
extent ,tQWhichttt~trt!xpeciations for data characteristics and
qu~ty ,h;lvebeeo met. .. ' ',' "

. ",,"','-'.' !'- . ,'-,..' ..... ,>

lnthe.;~i8nrn~ntdesi~;PlansarespeCifiedfor obtaining certain
data.Jo:a. specificnuIribetofcaJ;es..'Despite best planning efforts,
staffusl12lly cann~~ obtaindatao~all.Variables for all cases. Choice
am()ng possibl~arialyses ~h()uldbebased partly on the collected
data. Fpr example, aren1any obs~ed values small and only a few
large? Me the data cOl1\plete? .Inhe data do not fit the assumptions
of the meth6ds planned, the'stafr should rethink what to do with the
daU/.,they have.

Whenconciucting a GAO survey,. sto,ff must account for all
questi01l.na.ires maileci or inteTiJiews attempted in the WO'rkpapers
aTlJiintheGAO 'prodv.c;ts. .TItisincludes the number of
questionrlaire.sr~turrl~d.orinterviews~ompleted,·the number of
ir\~end~d respondEmtS'iliatie!used,' the number of questionnaires
that were 'undeliverable or interviews that could not be conducted,
and so on.

Page 10.5·1 PolicieslProceduresManual November 1992'



QuaUtitive.A.nalyses

Content Analysis

Cbapter 1005
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'I'M re.~onse nut/0'1" a survey 0'1". ifa stnl.t~fiecl sa.mple is used, the
responsera.te/O'I" each str4tum shlJuld be CGlt:u.l4ted 'as the
~~o/~igiblt1stvd'V ca.se& drtl:umjrom 1M sa.mpleor
popvJ4t'!!m,~istt.llitt,",1";O~'V8o.ble.tl4t4.,In'calculating,,~,~.
GA(lt:ountsal1~~ctedc:asf.s ~eugible. unless they are provt!ll
ine1i~~le ~~Ih~~~~~:the response to a screening "
,qu~9~9~!~ugh~t!Pen~~~a;o~of infonnation. Mail
questio~ returrlecl,~~;th~R~ office designationof
-undeliverable- are considered to tie eligible for the study and
should be considered as nonresponses. Survey response nUBs must·
.l!t,.~'lIllmgwitktM7'eSUltsin'q~Q~.

" ' "'" . ' -.' ' "; ,t.'~ " , " c':';'; " ,,- "", ,,-', .

,Qua1itaUvecillt~areiirat0nnati()rtillthe Jonn'otwol'dsorimates.
GAOstaff0t'ttm:t:0llect~t! qual\titiesof written materiaJ
work.Rapers. ~ency,documel\tS,lIl~tings transcripts,previous
evaluations-that are di!f1~u~tt9c:.ombine and analyze because of
their diversity and Jacko!Stiu~. Content analysis is a set of
procedures fo~olplliziriginfo~tionin a SWldardi%ed fonnat that
allows evaluators to make inferences about the characteristics and
meaning of writtC!nandothenvise recorded material.

Cont,ehtanatysisis used to convert narrativemessagesot;~~
i~ges to qUantitative fonn so that they can be inteffl,reted,With
standarq stati$ticaltechniques.' It is a systematic way of assigning
nu'rn,eri¢al t:0des, to nonnumeric, data. It.may be useful' in analyzing
most written ",a,~erials;il'lcludillgthenarrative responses to open
ended questions asked of'questionnaire recipients. This method
tends to ~e.timecQn.s\lll1ing, but whether it yields SU'ongresults or
n()tdepe~d$Q~thevariability.contained in the responses, the
appz:opriatenessof the· categories ·or themes into which the data are
classified, and the level of intenupter reliability that is achieved by
independent classifications. Therefore, early and continuous
consultation with the Design and Methodology Technical Assistance
Groups (DMTAG)is needed.

Content analysis involves the .following steps:

• Choose material for analysis. Although. written material is most
frequently used,. recorded communications (photographs,television
programs, movies, tape recordings ofinteI'Views, and so forth)can
t>~.tJ§eQi(th~Y,~e.ay~I~le·to..~e.reanalyzed and checked for
reliability. Sampling can be used if the material is too extensive to
be analyzed in its entirety.

• Select a unit of analysis. This means putting a boundary around the
material to be analyzed.

Pale 1005-2 PoliciesIPrO<:Cdilrc& Manual . November 1992 (~
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Quantitative
Analyses

Qaapter 10.5
lIetbodolol1-:Perform1Ja& Aaallllia

• Dev~op coding eategorlesforconvertingnan'8tive to quantitative
information significant to~entobjec:dve(s). 'lbe categories
8electedlll~be exhaustive, mutually exclusive, and independent of
each other•

•.. Assign materialincluded in U.e.unitofanalysis to part.icu1ar coding ...
~gorie/s.?9qding~ be ci(1)~~~Yor by computer program.
Coded·rr1aterial must be checked>forintercoder reliability.;..... ' .... ,- .. ,'",'.""", ,.... ' ,',',- ,.-', - : ::- .,.. ' .... , .

• App1YIIPPl9p~-~analY8es·~meet usignment·
~jective<s).. ...,

·Pre~is.nec~~.detennine~ether

• coding ca~g()ries are clea.r:iysp~edand adequate,

• coding'instroCtions are adeqlJ~r.eand result in reliable classifications,and .. ..

• c:6ders are S\1itable for the job.

ComPuter text-retrie~.and hypertext software packages, suchas
AskSam, ai~ available tohelpSearch,sort, and extract qualitative
information. The textinfonnatioq,h9"iever, must be made
compatible with software requirements. For example, forAskSam
the text mustbeconvenedintoan,ASCIl text computer file which
can be done using WordPerfect The contents oCthe text. file also
must ~broken into logical, unitsoCanalysis-such as documents,
conunents,.ol' paragrap~a,nd then ~ed. IC open-ended .
inf0nnati?niscap~redc:luring or keYPunched from an interview or
questionnaire using the Questionnaire ·Programrning Language
(QPL), an AskSam Unport file is automatically created. (See OPL
Reference Mariual, Version 3.0.)

For adcliticmalinformaUon, seeCQntentAnaJvsis' A Methodology for
Structuring and Analyzing Written Material (GAOIPEMD-IO.1.3).

Quantitative data analysis deals with infonnation expressed as
numbers as. opposed to words. When quantitative information is
collected on anurnber ofcas~.convenientand well established
proceciuresare"availablefor comparing and aggregatinginfonnation
across cases. Findings maY then be presented descnbmg the cases
·in.tables, graphs,.or awegate sta~cs,.such as means, variances,
and correlations. More complex methods include regression
analysis, time-series analysis, and log-linear analysis.

I
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Descriptive Statistics

Inferential StatistiCS·
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Arange ofstatistical techniques is used to facl)jtate analysis.
Descriptive and inferel'ltial statistics are briefly described below but
are more- fully diseussed in Quantitatiye Data AnalYSis' An
ImrpdU<:tion (GAOIPEMD-IO.l.11). .

Deseriptive statistics can be used to. S1JI11Jn8rize and undemand an
otherwise incomprehen5iblylirge amount of information. For
example, given a long list of numbers (e.g., the dollar amounts of a
th0usandM~carereimbUl2H!mellt.s)' the size ofreimb~ementscan
.beindicatecfby dete.ririiriing their mean, median, or mode. These .
statistics, which are measuresofeentr'al tendency, need to be
applied appropriately. Forexample,,..hen the distribution of
numbers i5 skewed, the median istypicalJy a better measure of
central tendency than the mean. !

Another set of descriptive statistics illustrates how much dispersion
exists among the numbers. These include

• range, which is the difIerenc:e between the largest and the smallest
numbers on the list;

• VarUmce, which is detennined by computing the difference between
the .mean and-each number in the list, squaring the difference, and
aV~rqingthe sum of the squared differences; and

• sta:rulard t1evia,tion,~ch-is the square root of the variance.

Measures ofassociation, such as correlation coefficient and
regression coeflic:ient,maybeused to describe relationships among
variables or comparison groups and to indicate the degree to which
variation in one measurec:orresponds to variation in the other. This
does not, of itself, establish causality. But, in corijunction with
particular evaluation designs or with carefuUy formulated questions.
the resulting regression coefficients can be used to support
conclusions about causality.

Descriptive statistics summarize a universe in which the significant
attributes of all items included in-It are known. •• When information
has been gathered from probability samples. inferences can be
drawn aboUt the universe from which the sample was drawn. With
appropriately drawn samples. inferential statistics permit the
computatior\Ofstatisti<:$tha~estim:ar.e the _central tendency, the
dispersion, and other infonnation about larger populations or groups
of populations. (See UsjngStatistical SampHng (GAOIPEMD·IO.1.6)
for some elementary methods for drawing inferences.)
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Generally,inferencesshouldbeclraWn and reportedonJY'about
differences, similarities, or~o~IUPSobserved, in sampleci8ta
aft.erGAO has perform~then~statistical test(s) to ensure
that the inferences 8le1ik~yt()betnlefor the,population of interest.

ll".ojinrel:e,ltvJ~~tC:s;~i.~'tJuuthe sample be
tI~ti4rawn.~J:l~t~ of the universe is surveyed,
the sample result will aimostsurely'dI1ferfrom the true but unknown
univ~p~-.Wb~~p~~~t)'sample is used to develop
estimatA5,ieacbestimate~,a~~leprecision, orsampling
~r,whi~ma~,~~~ ..~,;"~P.1JSIminus figure. .Asampling
errorirldi~bQWdosely.Qn~~.n!producefrom a santple the,
resul~,t.hat()n~~ouldobtain~9n~!ereto takea.eomplete eount of
~UIli~erse<\ISiO&theS8lllem~rnentmethodS.. By adding the
sampling errorto~dsub~.iifrilmthe estimate, the upper and
lower bounds for each estimate. can be developed. This ,range is
called a confidence interval. Sampling .,,~an(lconfidence
in~.rVi.lsare~atacertainconfidencelevel-inGAOJUs usuaDy
95.pe17ent. For example, a confidence interval, at the 9i).percent
COnfidence level, means thatin9.~outof 100 instarices, the sampling
procedure used would produce a,confidence interval containing the
W'liverse \"aIue bemg estimatecf

Inferential statistics incltide test statistics, which help to settle
various propositions about a population based only on sample
infonnation. 'Awide varietyo!teststatisticsapplies to difJerent
evaluation designs'and conditions.

When reporting on sample results, flO statements about d:ijferences
among subgroups may be mQ.deun.tess an appropriate statistical
test Iuz.s showntJUJse differences to be significant at the .05 leveL
For example, 'in a surveyofrriar\ufacturing companies, it would not
be appropriate to state that a greater proportion of large companies
than of small 'had a specific attribute unless the observed difference
in the sample data had been shown to be statistically significant at
the .051evel.1f important reasons exist for citing a difference that is
not significant at the .05 level, the director of planning and'reponing
of the unit should be informed ofthetechnicai problem involved and
the implications to the product message and hislher approval
obtained for deviating from this policy. In these cases, the exact
probability that there is notactually a difference (pvalue) must be
shown in the same section of the product in which the difference is
discUSsed.
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Forecasting

Fonnal Modeling

#

#
#
#

Chapter 10.15
MethodololY-Perforlllbll Aaal,...

Anumberofforeeasting methods is available. For uncomplicated
situ8tions,reeent trends c:an beexr.rapolated to a future Period using
curve-fitting procedUres. The simple extrapolation can sometimes

'be improved by modifying it to consider the impact of lilce1y'clw1ges
that,~ significantly affect future conditions. For example,
f0n!!iee1ilJleChangesin population age might need to be considered if
~thcare casts are eXtr8po1atecL "

Anothermethod-theDe1pbimeth~ expert opinion as a
fo~base.Whenusing foreCasts in fiIwlcialaudits,
eva11J&tOlSshowdfoUow the guidance in -Financial Foreeasts and
ProJet:ti0ns,It Attestation Standard Section 200 in the Codification of
StAteinents on AuditingStJlndanJ:;"8Jld the GUide for PtospeetiVC
'flnanci,al SWeDlemsby the American Institute of Certified PUblic
AccoUntants (AlCPA).

Conclusions about the operationo!agovemment program or
activity can sometimes be reached by modeling the operation.
M<>dels are'abstr&ct representations that seek to capture
fundamental relationships in a simplified fonn. Formal models,
which can be developed mathematicaJJy and tested or estimated
statistically,ean provide a sound and defensible way to analyze vast
amounts ofdata or numerous variables. Since the use of fonnal
models can ,be time-consuming and usually requires an
understanding of operations research concepts, GAO staffshould
obtain advice from individuals with the proper expertise.

~ usin$, m.odels, sta,[fshould ensu1'e that the model is ,
appropriate and c;redibLeJOT the purpose at hand. Staff should use
appropriate factors/criteria tosystematica1ly assess the level of
confidence, to ,be placed in the model's results for its intended
purpose. Assessmentc:riteria should ,include

• infonnationabout the theory,model design, and input data;

• how the .model has been checked, including verification, validation,
and sensitivity analyses; and

• how the modelis documented and controlled.

Assessments of models should be documented, and information on
strengths and limitations of models used should be disclosed in GAO
products.
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Descriptive Models:

Optimizing Models

Chapter 10.&
Metiaoclolol1-Perfonallll AIIa1JU8

Many·modelsarea1leadya,vailablefor certain issues, or they IIlaY be
construetedif the tJenefits warrant the expense. Examples of
conunondescriptive and optimizing models involved in GAO's audit
and evaluation work follow•.GAO .also uses economic models that
are des¢ribed in chapter 17,·Economic Policy Issues.-

,", -:',',-,- ,",'

Descriptiveroodels can displq,#le:delalls ofa situation to show how
it might berearrang~or 4~0~ the consequences ofchanging
iL ~ripuve models describe real-world situauons in .
matbematic:.llltA!nnsanci~~C)1:~otypes.Deterministic models

., produc:etheSlUn~JeSUlts'~tmrunwith identical input data sets.
Probabi1isticm~els (also.referred to as .Monte Carlo simulations or
stoe:hasticm~.~)a1lQWforuncertainty or variability in phenomena
~c;h as equipment failure an.ci tiJne spent in line waiting. The
following are examples ofdescriptive roodels:

• Combat: Combat models describe confrontations between
op~g fQrces, I'8IlgIgg, for example, from one,.on-one opposing
weapon syst,emsto tht;ater..level'combat between forces composed
of diverse combat dements. in a specific geographic area. Combat
models can, for example, be used to anaJyzeconflicts that have not
occurred.

• Air qua.litY:AirqUalitYcUspersiO~models predicfcoricentrations
of pollutan~.in theatm0sph~.•"These models can be used in both .
reseMc~ and regul~b)~appl,ic;ati~ns' including pennit decisions,
e5timation ofj~oIlution 'le,velsa.rouncie:risting facilities, and review
and development of air quality staridards.

• Cost-eifectifJimds: .Thesernodel$focUs on expected resource
consumption asSociated ~it.hadueviIlg a specified objective or level
ofeffectiveness. The'effeetivenessobjeetive is important since
different objectiy~ will produce ciifi'erent results.

•. Queuing: Queuing mCKie1Sare mathematical representations of the
behavior of systems InwhichobJeas wait in line for one or more
services. Queuing networkmodels estimate overall system response
time·and other keyvanables and are especially useful in estimating
the capacity of the sYstem under study.

• Ma.rkov chain: Markov Chain models are closely related to queuing
IIlodels.but fOCuSorilhe benaVio{6fa sYstem whose condition can
change randomly with some fIXed probability.

Optimizing models thatdetennine the optimal way in which given
variableS can bemaximizec1.or minimized subject to specified
constraints include the following:
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Computer Analysis

. Cbapter 10.15
MeUaodolol1-Perfol'lDllll ADal,...

• LifflJ4rJlf"O/",,,,,,:miftg: ·'The most common of the optimizing models,
linear Prognunming cartbe used for maximizing or minimizing
cetrainfune::tions (e.g., allocating resources) when a linear
le1at.ionShip ezists between variables.

• Game t1um'JI: These models seek to optimize the behavior of
individuals·whenan outcome depends upon the lnterac:tionoftwOor
more pattiopants.·

.eNetVittrk ImGlysis: Prograrn·~Wt.tion and Review Techniques
(PERT)and9ritica1 Pathldethod:(CPM).usemathernatica1models to
~ stepsdult must be taken to achieve an objective. 'nIeyare

. ~todeve1op stancianls 1O lIleetan·objective by planning-.nd
Seheduling aetivitiesthat depend on each other.• While the models
themselves do notrmd optimal sc:heduling parameterS, they may be
used to ·optimize"by trying cW'Cerentsets ofscheduling parameters.

PERT re1iesmote heavily on' c:omplex mathematical models and
computermethodology.CPMtiseS .visUal methods, as well as

.mathematiealmOdels.

Often'anal~isoflarge amounts of data is needed to meet the
assignment objective(s). To facilitate subsequent analysis, as well as
data coUection,~omputerprocessing requirements should be
cons.idered in detenniningwher;e,~ow,and in what fonn data are to
becolleeted. "

Many computer software packages are available for arranging,
analyzing,and presenting dllta and in creating workpapers.
Computers are also used ,in reviewing agency infonnation.

In using computer software packages, staffmust understand the
algcrri.th.mintlqlved.For example, one must Imow whether it does
whatthe ~ignmentanalysis re<luires and whether the assignment's
data satisfy the requirements associated with the algorithm and so
forth. Also" GAOstJJ/fmust document the input, procedures, and
Tuults ofcomputer analyses in the w01;':papers.

The significant characteristics of illustra~vesoftware packages are
briefly described below~

dBase is a relational data base management system complete with its
own programming langullge. It allows users to link or reu.ue (and
draw infonnation from) one file or several files at a time..
(Documentation manuals are available.)

dBASE Software

Pale lOs-B PoliciesIProcedures Manuat· November 1992
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, FoxBASE and FoxPRO,,
'lhese,aottware.packages are relationa! data.base management
~'lheyaresimilarto.mdcompatible with dBASE.
(Docwnentationmanuals • available.)

'lhese are integrated soft;warepackagescomposed of an electronic
spreadsheet, data base ltWIagementfeatures, and graphic functions.
(Docwnentation manuals'are available.) . '. ".

·.COrilporlerlts6ftbiS.·IO*"d~IOped .••bY .Canadi'$;otn&·'ot'U(e··' .
Audlun- GeneraJ.,;a1lo,v".uditonrto~eetltJnicaIly prepare and
manage"~l'Icpapers;l1deJ:eflcefhe:,,orkPapemtothe audit program;
maintainP~ouslYappro\,edauditprograms; ..·~ and8lWYze

.~frollt;c:lientfiles;,prepareleaclsheets,ratios, artdfinanciaJ .
statements;preparel1owcharts;communieatewith othelSo~thej~b;
and prepa.respreadsheets. . .

, ElectrOmcBriefcase,,,,,,,

, LOTUS 1-2-3, EXCELL,
, and QATTRO PRO,

The random number generat,or:,in IDEA, August 1992 Update, has
been approved for use in GAO assigrunents.

o
StatisticalPackage'for
the SocialSciences
(SPSS.and SPSSX)

The Biomedical
Package (BIClMED)

SP$;S is widely ·1J.'5edin.GA() for statistical analyses, data
1:I'BpSf()r:ma.t;ion,andfilerqanipulation. It allows flexibility because
dataJll8y~eit4~numericQralpha.betic.(Detailed infonnation is
a~leinbooJcs.suchasSPSSStatisticaJPackage fQrtbe Social
S<:~~nce:;and SpsS1Jpdate~)

.The $pssxpackage,includes a,random number generator that has
~apPf()ved,(or lISe in GAO assignments.

The BIOME~package, which .~anEngli$h-base~control
'language, includes 33ditTerenq'rogramstha.t perform varic)U5
statistical analyses. (Detailed infonnation is included in a bQok
titled BMpP·77 Biomedical Qqrnputer Programs P.Series.)

SAS

DYLAKOR Software

SAS, formerly' known utheS~ca1Analysis SyStem, proyides a
wide variety of tools for data analysis and reporting andis~
extensively nationwide. Featuresindude infonnationstor8ge and
retrieval,d;t.tamodificario~8!1dp~gramming,statisticalanalysis,
outppt fo~t, and filehal)~.. Unlike BIOMED, it includes
extensive graphics capability.. (The GUideline (or Preparing,
pacymentipg,and ReferencjngSAS Products (GAOIIMTEC-ll.l.2)
provides deta.iledinforinaticm~) .

Thesubroutin~ RANUNIthat generates random numbers has been
approve<1:for.use in (%AOassi~ents.

DYLAKOR software has the power and flexibility of a high-level,
general-purpose programming language but can be debugged and
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Regional Office
Selection Pacialge

International
Mathematical
Statistical Library
(IMSL)

, QPL,,,,,,,,

Related Materials

Other Chapter
ofThis Manual

Other Publications

Claapter 10.15
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tested faster. It is appropriate for the auditenviromnent, wbere.
quick response and one-time analysis and reporting are nonna!.
DYLAKOR's I8Ildomnumber generatorhas been approved for use in
GAO assignments. (DYLAKOR documentation manuals are

.available.)

'Ibis is a software pacbgetailoredto GAO that uses the nandom
number generator conunon to other acceptable packages.discussed
above~(SAS,SPSSX).Regional.'l'echnical~~iqroups, .'
division DM'I'AGS, IIIIdthe GAO interdivisional design group should
becontactecUor,more details.

IMSL is written in FORTRAN and is directed toward speciaUsts. It
contains computational subroutines to check for many kinds .of
errors. Manuals are·available to describe procedures. Subroutines
RNOPT-3, RNOPT-4, and GGUBT contain approved random number
generators.

QPL software is a system of IBMIPC compatible programsdeveloped
by GAO that can be~tocreate computerizeddatacollecUon
instruments for conduetingcomputer-aided telephoneintelViewB or
toenfer data collected from handwritten interviews or
questioMaires.QPLcontain5 uUlities that can automatieally create
SPSSand SAS programs forahalyzing data. .QPL also contains
utilities to convert the data to otherfonnats·such as Lotus .1-2-3,
dBase,·andASkSam. (Documentation manuals are available from the
Design and Data .AnalysisGroup,Human Resource Division (HRD).)

6.2, -rhe Job Design Phase:

Content Analysis; A Methodology for Structuring and Analvzing
Written MateriaJ(GAOIPEMD-IO.1.3).

Using Statistical SamPling (GAOIPEMD-IO.1.6).

QUantitatjve Data Analysis' An Introdyction (GAOIPEMD-IO.l.ll).

Preparing· Documenting, and Referendng Microcomputer Data BMe
APplications (GAO/IMTEC-ll.l.l).
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Obtaining Agency
Comments on GAO's
Work

Written Comments
on Draft Reports

Cbapter 14.1
AaeneyRe1atlo.....Ezeeatiwe Aaeaelel
and Other GOYemlllental Entltl.

,-rhereportShould include the pertinent views of responsible
omciaJS,ofthe organization, program, activity, or function audited
concerning the auditors', findings, conclusions, and
recommendations, and What colTeCdveaetion is planned.·

GAO be1ieves tbat the views of responsible agency omcials help
ensure that jtsWorkis'aCcul'8te, complete, and objective and that .
p~posedreco~~ndationsare reasonable and are likely to correct
discloSed problems;

To get UaoSe'Views;-GAOstatfshoulddiseu,ss the preIimiIwy results
of work at successively higher levels throughout the assignment.

When work iscompleted,GAOconduets an exit conference With tOP
omciabofeach ageney or nuUor field or headquarters location
where significant work wasperf0nraed." This discussion gives agency
omcials an oppOrtunity to learn abOut and comment on problems
identified by GAO. At that time, they can state disagreements,
provide additional information, and'discuss corrective options.

GAO 'IDUJ.,' to the' &rtent f1"JCtU:tJble, give agencies end other o,[fected
J)4rties lJleopport1mity to provide written comments on draft
Te})071s,especiallywhentheissues involved are very sensitive or
controversial'or when the report includes a particularly wide-ranging
recommendation for action by tt,e agency head or the Congress.

When written comments are not obtained, the issue area director
must be satisfied that the exit conference provided sufficient
assuranee'that GAO's repOrt is 'both factually correct and fairly
presented and that any conclusions or recommendations are
appropriate. The issue area director should notify the division head
about any decision notto obtain written comments on reports
involving sensitiVe, controversial, or wide-ranging issues. The
agencyandlor other affected parties must be notified when written
conunentswill not be sought

Due tc urgency or other reasons, a congressional requester may ask
GAO to issue a report without obtaining written comments. While
GAO will generally honor a requester's wishes, issue area directors
mUst qecic:le.",hether the assignment's significance and potentially
controverSial aspects and the general impression obtained during the
exit conference necessitate the need for written comments to ensure
that the agency's actions and positions have been appropriately
considered.

I~
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Chapter 11

Workpapers(j .

Policy

/_..'"
U

, ....lat Is Required?

What Must Workpapers
Contain?

What StandardsMust
Workpapers Comply With?

How Must WorkpapersBe
Organized?

Why Must Workpapers Be
Reviewed?

..-..:-- '. _..

1Vor~dOCUD\C!I\t~GAOjObtbat results iriap~et;

'I w~r~'~Ocument'the ~~ence sup~rtingthe work done in
addressing ajob's objedive(s), findings, conclusions, and

.RCOnu:nen4aJi()~

1Vor~~reviewed8lul~prO~iol'compIianCe..nth~~m
a timely lrianner, .' .

. worlcpapers are shared with GAOstatrand are safeguarded against mjsqee
or abuse; '. .

wo~kpapers"o~completedjObSare retaiJledfor 6 yems for future
reference and are easily retrievable; 8Ild

.workpapers1rith historiCsi~'canc~~identified and retained.

Woriq:>apersmustcontainthe eVidence for the work done to address the
job's objeetive(s), as well as the evidence for the findings, conclusions,
and recommendations. The workpapers are containecUntheJob' ,"
Management and-Prtxfuet File and the evidentialy files. Workpapers~.
prepared for aU GAO jobsregardleSsofproduettype. (See pp. 11-2 to 11-4.)

Workpapers must comply withgenerallyacc:epted govenunent auditing
standards (GAGAS) and GAO stal\dards.More specifically, workpapers must
be complete and accurate,as well as be relevant, clear and ,
underStandable; worlcpapers must use a standardized fonnat. (See pp. 11-4
to 11-5.)

Workpapers must be organi%ed in a logical manner that best meets the
needs of the job. (See pp. 11-6 to 11-7.)

Workpapers must be reviewed to ensure compliance with GAGAS, as wen as
GAO'S policies 'and procedures; Workpapers-must be reviewed by
supervisors in a tirnelymanner. (See pp" 11-7 to 11-8.)

1
~

I
I
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How.MayWorkpapersBe
Shared and-How MustThey Be
Safeguarded?

When May Worlcpapers Be
Shared'With Non-GAOStaf!?

Which Worlcpapels Must Be
Retained?

What Must
WorkpaperS Contain?

Workpapem-papermtd elednmie--1lUV' be shared widaother GAO fltaft
for jotHelatedpwposes, but Iqustbe safeguan$ecL '!be polic:iesand
PfoceduretsscOmBge"cb~ruvid~ adequate steps are taken to
~ucepgtenUal misuse orabuse ofthe·iDfonnaaOD. (Seepp. 11-9 to
11~16.) . '. .. . i'

Workpapeft;on adivejobsshould~liotbesharedwithllOKAO
staff. !or1cp&per$~a~withclosedjobs IIUlY be Ib.ued with the
~ ottieriovemmerttagenc:ies. Or the pUblic onacue-by~
ba!iiiS.(See pp. U-16and 11-1".)

WoricPaPers-soc:i8techvitbclOsed jobs lnuSt be retained for a mhUmam
of 6 years. Each division must establish a plan for storage and easy
retrieval of!,orlcpape!1;. Utile WOl'1q)apers on a closed job are not needed
forfo~owup~rotherp~·8tthe endofajob, the evidential)'
worlcPiIPers shOUld beprtij,aredfor Ito1"age. The Job Management and
Product FUe should be ~Ulinedatheadquarters. Each division's plan for
storage must include aloginich identmeS'the ph)osica11oc:ationof the Jo~
Management and Product me and the evidentary worlcpapers. (See pp.
11..18 toU-21.)

Workpapers assoc:iated with historiejobs should be retained for a
minimumohwenty years..(Seepp. 11-19 and 11';20.)

Wprlcpapen,whether ill paperorelec:tronicformat, must contain the
record of.n·work.~t.oajob.Workpapers provide the evidence for
the work done in addressing the job's objective(s),as well as the evidence
for. conclusions and recommendaaions. Woikpapers also provide the
evidenc;ethat GAO'S standards have. beenmel

Worlcpapen foreae:hjob, regardless ofproduet type, must include all
material-such as memorandums of il\terviews,schedules, agency
memorandums, and agency repgrt.s-relevant to the job. These
workpapersdescribe and support GAO actions taken, analyses carried out,
and conditions encountered.

Workpapers for eachjobconsist of twofiles-the Job Managementand
Product<Fileandth,eeVidentiaryfile.

11le Job Management and Product File has six sections:

•



... >._.

CUpcerll
Worllplpen

_... .,., 'job'ibitiaDcm,

,. jobpJanningandcollUllitme.nt"

,. Pmcluct;~opmentand~~,.

I· jobadminisb'atioD,

-_. -'

o

. , .?"

.evidenPalYworkpaper~clemgSJI¥m,

bulk file contents.

(SeeClppo Jfor CltitIpy oJIbiJGAoJorm "19, theform wed to ereate the Job
MtJfltJgefIIAmt tmd. Prod.vetFile.)

The Job MD.~CIfItl1"roductPile is created at the beginning ofa
job; everyjQbmusthavea,JobManagelt\ent and Product File. The
=sisrantdin!ctorusuallymain~i.t.At the close of the job, this file
becomes partof~oflic:ial rec:orcl and is retained at headquarters.

Thejob ift~iori~colltllinscsuchitems as the request letter, if
appliamle, and the results from the job«reeningprocess. The
job-p14nning aM ann",itment&eaic)n includes such items as the design
matrix, theprojectplan,al\(l.rJtecolJUllittnentlett.er.~~
~and·nMewBf1CWm ulcludes such items as'tile PrOduct
Development and ~ewp1all,.thec:lraftsent to the agencyv for comment,
.-nd~e final pl'Qduet..Thejo~ adminstTutilm section includes such items
as the finalMATS report and oth~a.dministrattvedocuments. The
eWien.tiary workpaper indD:ing system provides the organizational
scheme for o~tJ:aeevidenWuyfiles. The bvJk.fiJe contents contaiDs
a list of dQ<:Ulnentst.hatare too pig,to be filed in regular workpaper
binders.

The:signatu-repczckc:lge containsicey documents from the Job Management
.-nd Product File, such ascle;u3nce5 from·uriits likeOGC and agency
comments, that support issuance of the final product and product
distribution insaudions.1b~ package is used to circulate the completed
product for final appro\l3ls and signature by the Comptroller General,

.. di~O[lorofJi,!;e~~,ot:~,~~ director, as approPriate. A,fter
distributicrn iscomp~U!d., the ~turepa.ckage is not Tet4iMd. But key
elements of the package are nmwved aM retained in the Job
Management and Product File. (See app. I for additional details.)

,
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WhatStandardsMust I
Workpapers Comply
With?

Complete and Accurate

•

The'Widentimll./ik consists oftheworlcpapers-such asmemorandums
ofinterviews, schedules; agency databases, as well as agency
docmnent&-t.hatprcMcle U\eericlencetD support the findinp,
condusioDS and leCommendat.i.oDS. (see app. I for a copy orGAO form
420-thebinderCCM!l'8heetused.fortheevidentlUymes.)

Wor'qapers, tDhetMrift pa.per or electnmicfOfTMl, mustbe~.
AtDCIy tluztfmSltNStMym.tQ.(GAScmd GAO sttmdtmls-th4tis, .
~te, aecunzte, releucIf&t, t:lst1.r AM.uftderstG~AM in A .
St4ndarctizedjtJrm4t.'1be evidence presented. in the worlq.\apemmust be
complete, aecurate, reliable,and sufficient. .For elednmic workpapels,
the·team must assignaceessrights to other GAO statr--t.eam membem,
issueanalltatr, and lloMssueareaStaa.

SUJ!fshi1ul4~ th4t 1IK1r'kpczper:sfor ccnnpllltedjobs~ svbj«:t to
nUa.seIDMertIlH!rs oJOtmgrustmd othergovemmenl mtiti&s. In
add:il.iIm,V1O'I"IqHI.ptJf"SItw complld,edjobs trUly tIlso be 7T1ea.setl1D 1M
j1ubLic~GAO~~(_ .. C.F.R. 1'4" 81). 7beposribiLity oj (. -\
svdI. SCl"Utinyunderscmu tJu! imp0rt4noe ofr:nsuring th4t tDtIf'kp4pers .,
m'eJ""e'PCredin adtlon:icznoe tDitk GAO poLicy, tDh:ichfolJDtDs GAGAS.

Evid.enoenpPof'ting alljob·objectives must be compJae aM aecunlte.
Theworkpapers must (1) identify the methodology and procedures used
to obtain and analyze evidence, (2) demonstrate the nature and scope of
GAO'S work, and (3) support all findings, conclusions, and
reconunehdations. •...

'nteworkpapers mustalso show what mathemaZical calculaaions were
done, who did them, and what tests were condu~dto ensure
completeness and accuracy. All GAO calculaaions significant to the job's
objective(s) must be verified by repeating the calculati.on..All fI.OfI.-GAO

~,Signifit:czntlDthejOlJ's objective(sJ, must include
a:pI.a.RD.tiDns oftDh4t·.tDGS dofUl to ensure completeMss aM aecunzcy.

The completeness and accuracy of workpapers, such as records of
interviews, are significantly enhanced if they are prepared promptly after
the eventocc:1Jrsor the evidenc:e is gathered.
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ReleVarit·

Clear and UndeIstaildable

Stahda:rd1zedFormat

CUpcefU
WorlEpapen

~·cOUBctetlAM·~.iti'iheV1O'rlqia,pm""",tk
reJei,a~ve~logu;al,~kre.latlcmsh.ip-to thsobjeai:oU '.

.'. ~'!1)~jcJb.~ ••(~.~ ~,!I'eonec:tingEvidellcl!").; ..~
"4~~~~~~en~.is..~~and can bamper~;•.•.•.•..•....••. ,; ..•.•
~entof~job'i~9~,lItA)rageand mmg operaaio~ and C:8UIe
.~in,fozmati~nt.o ~.~oolced ~r obscured. SuchiIrelevD
~or1cpapel$,as,w:d.J~.dupQ,~~nes,Should not be retained.

~",~~u.,"';"iP4Persmust bet:/e(lr cmduftderst4ndable.
Arl~en~aucii~()I't!wl~~iorwithno preYious'COMecaonto the
job must be able to readily undersbmd the purpose, as ",eUas thellCDJ)e,
results, and conclusions.

Workpa~~tbe~71Idjft.4't4fJd4rdizedfonn4tdesigned to
(1) facilitate accessibility, handling. and storage; (2}streamline
P.reParation;&t\c1 (3) pn9!nt 'U'I'Qf,essi0nal appearance. Generdy, far
eachcioeum~t,W'orlcpaperssta~~d

",", .." .. " " ..,:.- '

• include the job code, the purpose, and the source,

• idenat.vthe person w!lopreparf!dtne document and when it wasp~and.' .. '"

• proYi:cie eviden~tbat the~()t~ have received supervisory rmew.

Using the DaraColledicman~Analysis (DCA) application for worlcpaper
preparation will autOmatically 'provide greater standardization. The DCA
does this by (1) automat,iaaUy.&S.5igning aIDe number to the document-aDd
(2) requiril\gspecific i!ltor,matj0ll"ut the source, date, and subjec[
~ ofth~doCumentIn IUidition,the DCA has temp1at.esfor doculnoentB
reqWi'ed for thejobP1all.,I'isk~~ent,and job design, as well as oUter
a.dmirlisp;ative f()1'JnS,-Tlt~ pr~r'c»fthese workpapers may place She
tenlp~ electr'oni~~in a PPAJolderentitled •Job Managementand

·P.cQduet file.-. (.App. I conUlinsthe GAO fonn for creating the Job
Management and Product file.)

I ~~~~:~~:tce;~np~~gpaper and electronic worlcpapen; are

P..e 11-6
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HOWMust . .;
WorkpapersBe
Org8nized?

IIndexing Workpapers

. I.:w~ rdljobs tnV8tlHrorgtmiztJd"a!oIJoVls:-

Forthe Job Managemel'!t IIIldPlOduetF1le, the preprinted tabbed dividem
provide ..standard metliOdfof0tfaDiZing the worlcpapers asoc:iated with
lnanagementofthe joblllld the development ofthe product. For the
.mdelltiar')' fil~,~ever,·bec8IISeofthe diversity ofGAO'S auditand ..
·t!va1wmonworlc,'nosingle·~onpattern or indexing system can be

presc:ribed.1be jobtamlllld a persondesignated by that team must'
deWTrlinettae overall ind~zingscheme forth~evid~1ilewbichbest
me4!tSthe nee<is0fthejoJ).IIladdition, wmtcpaperSummaries~ be used
to organize and presentthe l"esults ofa job segment. '

Whether paper or electronic worlcpapers are prepared, the indexing
systemshould~cludeanover.aI1 indC!%, be simpleandclear-eut, and assiInaunique number to eacl\workpaper;. ' . ,

· ~=:="or~'::~~=--:.':t"'-:" ~
workpaperseasy,

• The.overull ifU1ez identifies the organization of the workpapersand their
interrelationshiPs. 1beovera1l index should also identify'the
organizational scheme of the evidentiBryfiles. For those workpapers not
enteredonto the DCA, th~ ovemll index should indicate where they are
being retained. A paper Copy ofthe overall index should be retained. in the
Job Managementand ProduetFUe and it should be identical to the overall
index retained on the DCA. '

• The inde:z:ingsystem 8htnll4 asrign a unique numberJor e4Ch tDorkpaper ,
that Pennits cross-referencing and facilitates tying material included. in the
report to specific 5UPJ)Orting evidence. This is done automatically for
worlq)apersp~ontheDCA.1nthe case ofpaper workpapers,this
numbering mU5t be donemanually,'for paper workpapers, the top right
comer oteach worlcpaper (schedule or interview) should contain an
identifier, For multiple-page, agency-provided documents, the first page
should be indexed and the bottom ofeach unnumbered page should be
numbel'ed (for e~ple, 1110,.2110, 3110), Ifan agency document has
numbe~.pages,the pages need not be renumbered.

In addition, the indexing system should bring together all worlcpapers
logically rela1ed to each other, including the applicable job question(s) or
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Why Must
WorkpapersBe
Reviewed?

Purpose'

.peDt(s)in1hed~.~,CJl't.he'·projeet.pJ8n.Effective"
crosS referencingoiwo~:(J)~ucesthe need for data duplicaticm;
(2) helps ensure that infonnation is properly related tOjob objectives and
~~~)"~J~rt.efj~r,.leView.referenciDg,lIDdprocluc:t
preparation. Cross referenciQg should be to related,wodqJapers.and to the
,apprqe.Job qu~~('lorlM'lJllent(s) in the design IIUUlix or the
,pro,ieci plan. '.' , " ,

'WC)~~~.re~#t»I~iA»lsbecausetheyp~adear.

'1,,·=tn:~~~7~~=::::~~~~~
,su~r&estrUlY,beUMJdIo ,

• plQYideasuCcillct~6t;siglUliamtinfonnation that suppo11B-
objectives;.,' ' ,

• enable a n!vie1V~'toqui~ j:asp. thel\8tUl'eof lV0ricclc)Delllldthei~
ofIiUpponfor findings,CQnc1uSions; and recommendaDoIls; arid' ,

.,' '.>.- .. ';',., .",.' ; ;.' ..

- faCilitate draftingthefinalp~u~

When used.'!orkpaper summariessh~uldbe indexed to wodqJapers to
guide ,the ~~W'er to ~portinge'Vidence. '

Workpapers muSt be revie.w~dbysupemsors to ensW'e compliance with
GAGAS anciG#f p?licies~d PR)Ced~s. Supervisors must also review
workpap~inII. tiIn~n1ann~.(If the, assistant director is the author of
the....or~,thetlSSOCUate ~r or issue area director, or designee,
mustn!view the woticpaper.) ,

7Ju!purposeolth£Su~~ uto ensure

-com.Pl'i.4JUJewitJ3.thejob pilZ.n tlndinstruetions given duriRg tMjob;

- ~pli.ance t.OithG.t~ tlf'Ut~O $tanti47T1s ocmtpleteness, CICCImJey,
·~~,.rJ4r#'ll4nctu~ttI~¥ity,4nd use of4 stand4rdi:ud
Jonno.tJorwofkdone; and ' ,

....ell·7



- . _. ..-tM'tJt1m~~·tmdwJfit:iencII 01widence -pponifIg
.fi,fI4iflll$.

The rewew' is alsO to ensure

• ·*~1Amea(J!~4'nIf,the~of
~mendtatons;

• cxnif"",,i&ywUh~QAo.~, fIOlit:U:s, CItIt!
~.~inc1ud~ 8aijnirlgacceadghtStOelectmnic
woliepapers-mdontbe ncA ili'aceordance with GAO polley.)

The wol'kp8perbinder cOver sbeetspnJ'Vide for the responsible pssjertant

directorssignature,attesting tDthe review .ofthe workpapers in the
biftderand cOmplianCe with GAo's policies and procedures.

1iming and Documentation SU~m_miftD'IDO'~a:s~ CIS practicable·qfter /My
h4ve be.m preptlNd. The review should ensure that any requin!d
modificaD0ns are made or, ifneeded, additional evidence is collected on a
timely basis.

Staffshould promptly addreas and resolve all supemsory comments
raised in thewo~Befote approving the worlcpapers, supervisors
must ensure thatall outstanding questions or comments have been
satisfactorily resolved.

The workpapersmust COl\tain documentation indicating that tlle
S11Pf!1'\'iso1Y review bas been perfonned. Forpaper workpapers, the
supentisormay sign each workpaper or the worlcpaper binder cover sheet.
For electronic workpapers on the DCA, the supentisor tna). use the version
comment box for individual workpapers. (The supervisor's initials and
date are SlIfqcienLJWor~,such8s agency manaals orregub\ltiODS,
need not be individuaUysignecL Whether paper or electronic workpapeES
are. used, the supervisory rmew at the end of the job ensures that the
workpapers are organized in a logical manner.

Far electronic~pers, cnu:etke supen1isory nroiew is complete,
fNlitingrigh.tii:tCJ. t.he1lio'rkjJtjfienShiiu/d generaJJ.y be nmoKJW. D.n4IM
content of1M tDorkplZpt!t"S ShmildflOt be cluz.nged..
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CIIapter 11
Workpapen

~*~~~asr~~?~-
WithinGAOandHowworkp8pez5using the D~~.appli~on,should establishappropriate
MuSt,'Th"evBe ~con~1s toinformaDon and documents in accordance with the

,J... " , ," fonoWIng gmdance.
Sme~ded? '

,As shown in table11.1, GAoguidanc:e includes four basielevels ofacceIS
for GAO team members and state.

'lbe DCA apphcaaon provides an elec:lronic IystelI\ (or nwIIging and Of'IU\iZiIIgwortqlapers, With
wa aean:h and reuieval capabi!JbeS a1loWUlg the ce.am to inda, SLOre, aIIare, aean:h (or, and kale
ftCOrds,

Geaeral PoUdM/Pr_ech.,. tt.AUl- Febn1u7 1117



,I v...PrafiIe

fWmiIIian to access • IUda. entira
~t bUt nat tollllke ClhIngeI to..
~."fWmiIIian to _and d ....
doc:un..-nt.butnotlodellte"~
PrafiIe(the~and~af"
dacunent's "ence) nOrauign IIGDMI
to....

FuaAccels P8rmissian',to acceu, edit. and delete ..
WOItcpeper-including the abIUly to ....
the document proNe as well as,grw1t
access to others.

.All GAostl1!fshovJdbe giwm "View Profile" IICCeS$ toelectnmicaJly (.'\
generated docrmumls em the DCA. 7histoilhaot prot1iJle aor:as to 1M ,.
document ilseq; but tDill iden/:ify the M:meo! tMdocumerU. tJu! svbjfJt:t
m4tter, tJu! d4te yrepo.red.,' the f&CmIe'oj thejobJor which it tlJa.spreparetl,
end e GAO point ojco7ItacL

As shown in table 11.2, GAO has established access levels for the various
types ofworkpapers. The level will vary, depending on the type of
document and the staff member's responsibilities.

.aae 11·10 Geaeral PolicI-'Proeed_ MaD'" - F....." 11t'7
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CUpt,cr 11
Worir:papen

- - 'I'jb)",:2=WOrtcpapers on the:JlCAo=Sta(fAccess-I-ere!s
,'. ,-

, ,,'
L8w.Gf_

-Ful
-NonnallRead Onty-
-Aead0nly

-Author(s)(pntparer) of •
..Job teIirrI. members
__.:"'notCll'lIheJob_ .. '.
.QAO,ea"outIid8lheiuue -VIeW PrOfiIeIRead~

"""'::'"''

o

-GAO'a~.IIIrit~eclting~"NormII"-to"·"" people. and tDr..
~ • .."....arytorIlfficill!rtODolllludCMlind,... of doc::ur'*It5. When~
hIMi~~~ Met filly~•..,.. rights IhouId 1WWft1D"Rud Otrt:

~OnIy"IighIaIMY".Dl'8'*ldIO'IItafICIUIIlde,Of. " .... '" after.. norHIIue.."
~,~!lCUI~tliIar~iOb""wIlh,-.......dnctot,ar........ cnctDr'a

'deIiOMe· MyIlllilnlil1ts on .. imlrn\a1lOn DJt ~ti IhauId bedilcl.Md. u.ing guidanclepnMdecl
by.........direcIot."~Of" • mayO'Mt 8COI&

ewhen the!hft prodII:t II being.IlClpid.·~ ~.)~.) 8CCl8SI rigtD to ClIw-.,n
~and~.Once the draft prOdIC is·appI'DWWd, _ riDhls tor mast tMm
members.1ItlouIcI~rt Ie "RMd :0nIy."



Claaptcrll
W......n

PI:::e~apeIS\\1~ '·-·=.=e.:=r~req7~~~10
the issw4ml.ADo&v.Io~ahDvldbe gu.idMl by crnuiIleri.fIg
tdfet:ti:·job~tM~atl~oftMtDOt"JHIJH"'S,
fIfI!ljreclud.ing ",isuse'oftMinfcmr&Gtior&.

G~-Nonn8l· access to staft"membezs includes the abiJitIy to'dIaDge
or ~the.worlcpaper. Consequently, GAO procedures limitworkpaper
editing rights to the fewest people and for the minimmn time nee PlY far
efficient coordinaDon and review ofdocuments. When worlcpapers haft
been properly coordillated and fUllY reviewed, access rights should reWlrt
to -ae.Bd Only.•

In genera1,team membelsand othersta1fworking on the samejob should
/begranted -Read Only·aceessto~workpaperscreated for that job. To
the extent that job team staft'will alSo be responsible for editing or adding
inf0nnati0nto theworicpalpels,-~onnal·access rights should be extended
totbem,BS, weD. Otbem,not assigQecI~thejob but within the issue area,
may be granted ·RadOnly"access lit the disc:r$on ofthe issue area
director.

/
.Sharing Workpapers. With
Non-Issue Area Staff

AU GAO staffshDvldbe gra.fI.tIJd "'View Profile" aecess &0 electnmic
tDO'riqJapers on the DCA. In addition, non-issue area.staft'and those not on
the job team should have -Read Only" access to background data, such as
agency policies, manuals, or procedures.-Read Only. access mI\Y be
extended to all GAO sWf for the final designmaaix (approved by PM
director or issue area director, as specified by the division ACG), without
the cost estimate, once ajob is dosed. To be useful to others, the final
design matrix should accurately ponray the final product..

Staff outside the issue area, including attorneys and economists, are often
pano! the job team. In general, these team. members should be granted
"'Read Only· access to the worlcpapers.

Other staff outside the issue area, who have a work-re1ated need for
infonnarion in the workpapers, may be granted -Read Only· access to
workpapers for closed or ongoing jobs. Such access would be under the
following conditions:

I. the workpaper has received supervisory review and

\ -
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'CUpterll
Worar:p.pen

.. , ... .-........,. --
ole.'. ~.·-theissuean!&ctile(;r.ol'!(Jl'd~g:ri~, discusses' (1riththt!~911D1f1' '0

..~ .•.J!!CIu~ ~info~#nJt.h~epil~~h:t whichthew(Jftl1ati~~
.'. ..'ipt!\ereci~~!~~~oDS9r.~~tson it-such'aswnetberdataDl
(:ith~!V~8Il!PiO~~c:tapl~.4rw~~er judgmental samples1Vtft ~"" ....•......•. /' ....moREL '.' ..... . '.' .'. '" ;

1ngruntifI{J8Ut:h~to~~tI,.8tqtr,thelot:lU shotddlHHIA

.rnf1Jet~~~.W~~.Acc0rdingJ,y, accessfo~ Il0n-issue
area.. . stafl'.. ' .. '··be ........+.... onawor1rft' 1'-1> -wo..&.ft baSiS or: if'...... ~.;.6"0.~ ..•...........~~. ~...•~aper '.' .,
nec:esSary,tA)aill·1Vor1CPaPerS.~atedwith···partj.eularjOb.·ln~
it.~~PJ1f1J:l'1"i/J.~e<to~~..~.tlre48t1J/ftdi.th "&44 .Onlg"
4cCeistlJall~jJI!rS'~v,un.incniisue timAn exeeptionto thiS
general rule Jn81occur1f'hentw0 or more issue areas.arec1ose1y I'e1*d.

'I'~~~JIl~fQn,o!Vtlleg~~requirements for safeguardingworkp8pers as wen as the'speciaf~Uirementsthat apply to certain types
opnf~)lmation,su~as.cla,ssjfjed,pr:oprietary,or tax.

i '.. ': :.. ",', '.. ,._' ;.".;-" ·,i,·...:.. ,,:, .. .'; ,""',-, ....:. ,'i';'

All toOrlqxr.~ mtUt·beh4ndJ.ed·~ proper~ tlnd sqfeguo.rtMJd to
~~,l~ft,~~~tTIfl:t~urtJ.~~~u~
~Ji'orpaper 'W0rkpapers,l~lln in GAo-contronedotli~space
USlI8IlYa1fOrdsad~.PI'C)~llELForelectronic wor1cP8Pers, .. ;
~~aare.p~df!(l.~'l~:~~ levels (see above) and oiMt's
esta9lishedP~~.(o~:US:inI~ords and other monitoring
c()N1'OlS.No1#ft.he~adminis;tat.orifa document is inadvertently
c:tele~NotHythe/~e,.rea;~r;the local LANadministlator, and
olMe if (1) ~Prop~ac~l'ights,were assigned or (2) unauthorized
staff have access toworkpapers. (See (iAO Notice 510.2.2 on LANIWAN
Securit)'~)

Specialprecautions.~ould.1>e t1Ik~,\Vhenwor~~ outside of
GA~ontrolled space.or thesafe~ provided WithihG.\0's LAN.If··
sarisTIici.Pry ~ementscann~tbemade to adequately safeguard
wo~ in, such locationS, the matter should be brought to the
attentiollof the'appropriate issue~direetorso that suitable measures
toproteet the~orlcpapersi~..be),akeIL (For additional details, see GAb
Security Manu8l, GAO orderd910~1.)

How Must
Workpapers .I3e
'Safeguarded?·.

General Requiremellts for
SafeguardingWorkpapers

o

P..e 11·13 GeDera1 Policl-'Proced_ Maaaal- Pebnu7 ltt7



SafegwudiIlg,qIassified
National.Sectuity
lnfoImation

Safeguarding Tax
Infonnation ..

Safeguarding Other
Sensitive WorkpapeIS
Requiring Special
Treatment

.~.1f& f1eM"Il, ~tMtriJlmut·ftOt be1:l"lJl1J8d fir stored em the DCA,
~"eorr&~ (Pes), M'tDOrk.t4t'itms on 4 LAN. Workpapers
t;O~;c:1assifjedinf~()nmUstbe handled in acco.ce with GAO

8ecuritYprocedures. SuCllworlq)8pen must be

• dated1!~.~

•. ,_PectWttidhehigheStafHrsUicadaa (for example, secret or top 1IeCret)
of'8Ii)'infol'lnati~n;Co_C!!Cf .~erein, . ..

• '~in~rilme:e,'with tbeSt.ampedclassification, !

• accounted for and contionC!!d in the nwuaer presc:ribedfor any document
of comparable classjficaDOn, and

, lnfonnatio~tainedfrOmtax returns or other data reportA!d to the
...lnterraa1 Revenue Semce (IRS) or to agencies-that. can be associated
wUhanindividualraxpayermustbesafeguarded in accordance with
procedures aPProved byth~Sec:retary of the 'I'reaswy. Unauthorized
disclosure issUbjec:t to civiland criminalpenalties. Consult with OIMC and
theGGDTax Issue Area for fUrther guidance on the procedwes for
handling SuchinlolmaDon.

·Official Use Only"in!onnaJion---as determined by the originating
agency-and sensitive infonnarioD-5uch as proprietary data, Social
Security numbers, personal medic:alinfonnation, information covered by
pledges ofconfidentiality, banlcingdata, and other legally protected
data-must be speciallysafegWuded.After nonnal work howsor when
not being worked on during the 1V0rkday, Such paper workpapers must be
stored·in locked places, Such as rooms, desks, cabinets, or .bookcases.

Other safeguards, applicable to both paper and electronic workpapers,
include

( '\
\~
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Dealiilg'Wit:fi LOstoFStOlen
Workpap~rs

Paper Workpapers

,ar.a.ner 11
Worl!papen

... '_e:tIyJimiaDg~"toau:da()rized:teammembers and 'staff;

• ,thorougbly'briefing team membels and staffbefore they are given access
~,~~~~o.-;!",."", .

• propeJ:b'~haIlclllng,,~~ releasing, and destr'01inC

• appropriately marking and Jabelingand

.~"tbe;..ar~()fllft'~dividWddivisionoromce.
>', .: .... -, ',' " ," , '.' ' -,' , .. ,'".' • !

" '~'. ':'~ -. ~'.

Thefollowingl:Jft:)vi~~th~req~mentsfor dealing with lost or stolen
wor~or,cUf!f:tronic.2

Upa.per worIcpa.pers a.n! lost, the ErC should be notifa.edimmt?diatelll of
the~TCUmsta.1iCeSsuTTOUfldinqthe ~ss'TheElcshould notify the
assist.antdUector,alongwiththe issue area direCtOr, so that an
appropriate course ofaction for locati,ng or replacing the lostworlcpapem
eanbe'detenninecl. ' ,

Ifit seerns likeLlI tIu1.t~~pers tDeresUJIm, tJufbuildiflg fT&4fIIlger
orsecu.rity per'S~nel~heretMtJuiftlook place shmdd be notifaed
ifn:med:ia.lBlll.Thej>erson who h.iad custody of the stolen worlcpapers
shpwd prepare a memorandum describing all facts pertaining to the
incident, including (l)approximate1Y when (date and t;ime) the theft
occurred, (2) how (for~le,~orceful entry into office, file cabinet, or
safe) the tb~ft~_ac~~p1isb~(~)'f}VhOwas notified and what

1F0rmoft!cletaiN!d require-.for1!&l~1Iga1I1)'peS of dassifie<l, 8el\tieM, tax. or RnSieM
~mar.edinlormauon al\d&be~ to foUo.' for lost or ItOIen worir:papers..ee &be GAO
Sec:unty Manual, GAO Onier0910.1. This order I1So includes requimnents forReRricred GeoioIicaJ or
GeophYSlcallnfonnauon, Unclaaitled Nuclear lnformauon, and f>roc:\ftmellt SensitiveWorml&iGn.

, "
t,,--)
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E1edmnic Workpapers

When ,May
Workpapers Be
Shared With Npn-GAO
Staff?

~'8Ctionswere taken, and ,(4)what'wasincluded in the missiDg
worlcpapen. '.
Copies oft1te,memOrallclUln"lhould be IeIlt to the head ofthe responsible
division or omce and the director, omce ofSecu1itIY and Safetl. '!be
,sec:u.nv'OaicerlLctsasa focal pointandmaintainsa me on all such
occw:rences.

Ite1~nicworlcpapers are lostorstolm, the EIC, theemstantdnctor.
and the issue..direct.OrshOUld be notifiedilmnecliateb'. In IMOG8eO/
VJOf'icptI,pers tn4intGi7l«l ifI Cln tllecmmicftmAllt on 1M DCA, thrtJe 1muJs,
ofJIf"I)bltmucanoca&r.' ' .

• a worlcpapermaintBinectonthe DCA is inadYerteIldy erased ordelete!f,

.'·access'rightsm~,·gnInted, or

In Ute c:8seofiriadvert.enterilSUreor deletion, the LAN adIninistnItor and
OIMC spec:ialisa; maybe able I'D recover the infonnatiOrL In the case of
inapproPriatA! asagnme!'tof~rights,orUlUlJ.Jth0~ 8C=m'stafI'
shouldn0titY the issue am. direCtor~the LANadministnltDr, and oate. .As
appropriate, the issue area director should consult with ODIC on the'
appropriate steps I'D be taken. OIMC will notify the appropriate security
officials.

w~me itlUm4ldD~tIondf'UJ'ml,Q,/J.y tIoPe tIo1Jtloiltlobleonly to
GAO sU1Jf.~, 1Dm'kpczpm tIoSSoci4tsd,V1iIk em-goift{/ jobs Me

Uf&4wiltloble to~ostaff;'Teq'llGts fur t.hese tIX1rkpo.pers 1Dill US1U1Jly
be deni#4" &qruJsts for access-:ftrnn tIu! Congress,othergt)Vemfn#fftl

~,OP"tIu!pub~ VJOrlcpc1.persfurcomp/et«ljobs 1Dillbe
CtmS"ideretl emtIo~ basis. Such TVqUeSts1Dill ta.ke into CIeCOUnt
1ntIotIers s1u:h utile senmiVity'ofiM dlJI4 (fur emmple, IRS Clnd FBI
infom&4tion) tmd'tDhy tIu!~ter Meds the irifOTmtlotion.ln 1M 'CASe

ofrequ.e$ts,/rfnn thepublU=, the'l'f1([USSt 1Dill be CCIn8ider81 under
Clppli.ctJbIeGAO regu,/D.tiof&sforrelea.se of iJifomuuion totlu! general
public-{&te'/#'C.F..R.pa:rt81)." ',' '

The AcWPolicy has overall responsibility for dealing with requests for
access to workpapers. 1lle Office ofPolicy should be consulted for

pqe 11·16 GeMralp.~-....ul-FebnuIr111l'1
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··.1 ~far1lV9r1<P8Pers b1~~PaUues(si5teragenC:ies,lGS, FBI, or the
Congress),~~ofwl\~ti\~thejob is on-going or completed. '!be
ACG'Policy alSo has ove13IlresPQnsibility for receiving, controDiDg,
coord.inatin& and responding to an public requestsfor workpapem.

,,:., ,'" " ' .. "',,, ,'. ".,. ""'-'""',- ",.. ', .. ', .. , .;;,.':., ",'".-' , '.", .. ', -,', ',' .. .. , ,.... .,.;.,' ','.

uPcmreceivillg~~estfor;~, the issuema direC:t.orshOllldtake
thefoUowingsteps:

• Consultwith the Office ofPolicy.

• Take speciatpreeautionswhen classitied, sensitive, pn,prietary,or
controversial dataare imolved.(~.the GAO Security ManlJal,.GAO Order
·0910.L)

• Consult with theotlice ofPlOghun·Planning when the request is lDade·by
the Congressi.onal Researc:h Service or the Congressional Budget Office.

• lnfonntherequester, through the OfIice of Congressional Re1aDons, of the
job~wbichtheworlcpaperspertain; .

~ tilae:stI:p$Mvebemtaklma'lld, Wherl 7lec£ssmy, 4ptnDual
obtainsdjromthl! Ofju:e ofPoL1J:y, thI! issue area. d.irectorma.y provide
CJCCeSS·t.o.IM 'UK17'tqJa,persy

• they relate solely to the irlfonnationrequested, and

• the requirements of tile GAoSe«:urity Manual for classi1ied, sensitive, or
proprietary iNonnaQon~~lmet.

WJum.CI job is OfIgoing an4 1M t"l!qIUr.ster asksfor thI! 1DO'rkpapers, every
o.ttemptshould be fTUJde to saJ.isf1l thI!~t by ~ivefMt1.ft8,for
ezample, discu.ssitmsor~ngs.Careshouldbe taken to ensure that
comPliance with a request for 8C.ee5Sto workpapers does not delq the
job.

(For additional df!tails on requests from the Congress, see ch.3.I,
-Supporting the Congress...-R.~ndiIl.gtoRequestsfor Audits or
Evaluations." For additionaldetallsonrequests from othergovemment
entities, ~dL14;·AgeneyRelations."For additional details on requests
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Which.Workpapers
Must Be Retained"
TransfelTed, or
Destroyed?

Retention of Workpapers

.'.....1'\.

. '.. ~

The workpapers relevant to the job's objedive(s) orproduet(s) must be
.retained. Wben worlCpaperslri no longer needed, they are lnIISfeaoed to
the Federal RecordS center (FRo)'. .

W~trWSt be relD.VuIdjtwatllmt 51J64rs qfter t,Miob is
ccnn~tetL The wor1cpapel5--daeJobManagementand Product File and
the evidentiary file&-BSSOCiated with•• closed job should be kept in one

,place.UDless othenrise required to be retained.in paper format,
wor:lcpapers m-.v be retained on the DCA. Each division must establish.
plan for storage and quick re1rieval of workpapers. The division's plan
must include a log of the Job Management and Product Files. While iUs
preferred to retain the Job Managementand Product Flies at headquarter! ('\
for the entire 5 years, the divisions may send the·Job Management and ,.,
ProductFUes to storage along'trith the 'evidentiary files.

Only tho$e~persth4taw ftl.mmt to tkefin4l prot1uct 4fttl~
. ccmt4in.ed in the JobMa.~ andProd.uct File tmtl the widlmtia'1l
jUs must. bet'BttIifted CIS the 0.tficiGlft1ccmL Workpapers t'8llNa.ftt to the
job~ objectives, even ijnotadd~in thejin4lprod.uct, must·also be
ntain.ed CIS p4f'1. ofthe ojJU:ii:JJ. nrcont. Workpapers exttaneous to the job's
objectives or duplicates shouldbe retained-in the issue area library or by
staffforiollow-onjo~rdestroyed. When workpapers are removed
tromeithertheJob Management and Product FUe or the evidentary files,
the removal of the workpapers should be recorded and the wor1cpapen;
should be retumedin • timely manner.

7lIejolJDUJi:nll h4rd tJt1PY dDcIm&mts·m1.CSt be t'etain.ed CIS pan of1M
oJficia.lrec:oni: request lmI!r(S), the origin4l ofsignVicaftt
~ received in amnection toWt the job, Ncmct1J'IjLiet oj
Interest St4temenl, agency comments, the action routift/l slip (GAO jurm
319) jur thejin4l procluct,. th.ejinal yrod.uct,a.nd tkeoverall indezjur the
tIX1I"kpa.pers:

Usually, if the workpapers on • dosed job are not needed for follow up or
other pwposes, evidentiary workpapers in paper fonnat should be

o
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cuPwll
Wortpl.pen

p~for8tQ~e.Workpapers~erle(i'toFRCWin be let1Ulted •
FRCtor fheremaiJltl~of th~ pyears. For eledl'Onic worlcpapezs, the
worlcpapezswill.~keptonthe DCA for an appropriate period and then

..tr8zu;r~ tl>~~eDCA.'s Ileal'-#Jae.or,otf-line status for the remainder of
··.~·6f~·'·

· \J10~ ••8I1!.·.·~~·.~:iRq~Y.Records ..Management·starr1PithiD
. the.lttc0rmaD.qn~c~~,~C)ofthe omce~r~0nnaDon

Mlnagement..andCommunieatioris, (oDlc).Whenwo~~
tz1InS(eri'edto FRe, astandarcifannl35(ReCOnisTransmiUaland
~t),oHt·CIAo··{orm~iCW~·Files~),Mdlle
J)~inacco~ce'WifhGAg.~er 0413.1, (ReCords DispoSiUOIl
Program).' . .

W~~~Oe~t;~tlr.tm 5 yetJrs ",hen tMy 4711o/~
'sittniflCQ,nce..:'-the1ih4ve~nge tJalUe a.ssources ofififonntltitm Oft

tJurh.i.sttml0t~l1J'&ited~1Ir.l&s"'GAO. '!be Records Management stalf
Iiliow~benotme(fwhenthew~have such significance.'

J()bsWith~ric.~gr1ificallce,blc1llde.those

• establishirig a primary s6utJ~fii1rorinauon on an issue offar~
I1.8SiClnal or in~onalimportallr::.e'i;

• preserving inf0nnatic>n on~tbatare less faNeaching but significaat
to Aroerica's heritage o,r cu1~' and

• havingasigrdfi~t im~on GAo.

"Jobscoruii~~for,cif;,Si~onas~ric have involved issues such as ~
SOcial Security,theSaVings811d loan.Crises of the 198Os,and 19905, the
stock market crash of 1987, the BalanCed Budget and Emergency Deficit
Conr:rel Act(1~~),the~gi~~.fe~.Initiative, and the Iran-Contta
co~trovero'.Int.b~past,s\lc:hj()b~~yealso involved arChaeological
preserWtion and AmeriaLnmdiari att:ifacts(theinfonnation GAocollecUd
is considered a primary source for the history of archaeology in the United
States).ms()m~instartces,thesejobshavepion~dGAO'S ~tr:Y UItoIm
issue'of. national impo~ceorlaid the groundworkfor applyint Dew' or
advanc'ed ·~lJati()n m~thOddiogi~

. ':'.. . ;':, '. :'.. :" .. -, . ':' -'-, : .. /~:f'" "",; '0'0.,- " ,',," :.-.:

TIle GAO History Prograrnisresponsible for identifying completed jobs
with potential historic significance. Generally, only a few jobs in any one

CJ
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'Iransfer of WorlcpapeIS-

.. ,_.' )'ear"rilmerit..c:h designation-Asan addedpreeauticm,-eledloDic
worlqNlpersessociatetJwithjobsdempated as historic should be saved
orldi~ mdpJaced in the Job Management md Product Flle. 'Ibe8e
~ are then retained for 20 years(UDless removed from the
2O-year e:atel0l7derreevaluation tiy"the HistDI)'Program &Cd) and ,thea
offered.!OtheNatioDPl.An:!Iiws.and ReconisAdministration (NARA) far '
'~ao:' ssi01L CApp.'·mC:OntaiJIs procedures for selecting and
stonngthe~fQrsu~jobL) ,

mgtinenll,the~pmtl&Soci4ta1 with II dDsetljob sJimW!. be
ftt4iNld in'orJe lDcctitm..At,.. minimum, the completed Job Management
and Product Flle must be retained at headquarters (with appropriate
crossftfenmcestoanywo~storedon tbe1)CA). It isprefared
that this file be'retamed at he8dqllartersforthe entire ret.e!ntionperiod.

Soon adter completion ofajob, field offices generally should tDnst'er

~~;::=:::==di:=r:===lefor ~
prOducts, developing questions for use by congressional committees, and

..P~accomp~entrepons.

W'henwO!icpapers are~eneclbetween GAO offices, a GAO fonn 355
(Worlcp;lperFiles'I'ransmiuBl) or a listof the ttansrerred files should be
attached to the tI'ansIniUalmemorandum accompanying the files to the
neWloearion. A copy of the liSt should be returned to the sender.

For completed jobs that used the DCA for records management and
storage. transferring the electronic workpapers to FRe is not necessary
since the workpapers will be stor't!d for the designated time period in a
near-line or off-line status.

Workpapers containing classified or sensitive information must be
transferred in accordance with provisions of the GAO Security Manual.

Destruetionof Workpapers FRe wD1 destroy workpapers on the disposal date specified by GAO. Before
destroying them, however, FRC will notify responsible GAO divisions and
ofliceslfttle'workpaperi; need to be retained, an additional retention
period should be ~uested in a memorandum, justifying the longer '
retentionperiod.
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Rela.tedMateriiIs

Other ChaPters ofThis
Manual

o -::Onununieations Manual

GAO Orders

Qlapter 11
Worlqlapen

Workpapers sll0uld ~be~eStroyedinaccordaDce with GAO order
0413.1 (ReCords Disposition PrOgram}and the Supplement to GAO order
0413.1 (GAO Comprehensi~Rec0~ Schedule)~ Divisi0 ns,8I\doflices~
destroy worlCp.;aperssdllinth.~! siOIL WorkpapeiSCOD';8iginc;,,'
classified o~~einf()~()1i DtUstbe desaroyed in accoldaDee Widl
th~provisionsortheGAo ~~U8L ... '.

,,(,;"" '. ;...:- ',.- .. '",,-, "- ." .. , .. :' ;,. '"

6, Planning and Managing JObs. ,.',

8,ConedingEvidence;

15.0, OtherAudit- and Evaluation-Related Policies-Policy SUlIlIIUU)'.

12.13, EnsuringProduet Quality•

.12.14,Processing and DisaibutUtg &.(0 Products.

0135.1, Audit Assignments Involving Access to Tax Information and
Coordination o!GAo'sWork on Tax Policy and Adrninisa'aQon at Treasury.

0410.1, GAO Records Management Program.

0413.1, Records Disposition Program.

0413.1 Supplement, GAO Comprehensive Records Schedule.

0413.3(A-91), Storage,Care, and Handling of Audit Workpapers Created on
Computer Magnetic Tape.

0415.1. The GAO Vital Records Program. .

0416.1, GAoStandardized Subjective Filing System.

0510.2, GAO Info~on Systems Security.

Pale 11·21



GAO Notiees

Other Publications

GAOFonns

AaSessijaJtheReJi8biiity orcolllp~-ProcessedDam (GAQION.u).

.P.n!parinB, Doctunen!i!!#,and Reterenc:ingMic:mcomputA!rDamBlile···
Applications (GAOt'IIrl'lECoILi.l). . < . i.·· <. .....

. Preparing, DocumentiDg, and·Reterenc:ing Lotus Spreadsheets
(GAcwm:C.lLU).

Sell-Paced'Ii'aining Package entitled -Preparing GAO Workpapers,.
Training lnstitute(Mar. 1991).

H5-R,Disaibution forRutrided Reports.

115-tJ, Disuibution forUnrestrit:ted Repons.

124;DraftIFlna1 Report Clearance·Stat.ement.

. 219, 3-Colwnn Woricpaper.

220, Comment Paper.

222,·B!ank Workpaper Cover.

319, Action Routing Slip.

355, Workpaper Files Transmittal.

372, -MATS Master Job Report."

419, GAoPerfonnance AuditWor)cpaper Set.

420, Evidentiary Binder Cover Sheet.

/)

Geaera1 Pol1d-'Proeed_ Huaaa.l-F~ III.,
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Other Forms .

Qapt.erll
Workpapen

Standard Fonn 135, Records Transmittal and Receipt
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Appendix!:
GAO Fonn419-GAO
PerfonnanceAudit
Workpaper Set
GAOFonn .
42O-Evidentiary
Binder Cover Sheet
Checklist for the
Signature Package

Introduction

Cbap&er 11
War.paper.

I'

This appendix contains GAO fonn 419 for preparing the Job Management
and Product File; GAO form 420 the evidentiary binder cover sheetalong
with a checklist for the workpaperscontainedin the Signature Package.
Once the final product is issued, •the signature package is not retained. 'Ibe. .
documents composing thesignatul'e package howevermust be retained as
part ofJob Management and Product File. At the close ofa job, the Job
Management and Product File is retained at headquarters.

At the close of ajob, it is not necessary to retain multiple copies ofthe
same records. For example, when paper copies of OCR memorandwns are
produced for the signature package and the memorandums are also on the
DCA, the job team should decide Wider which {annat the memorandums
will be retained.

r
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Check1istof
Documentation
Requirements for
Signature Package

ClaaPaer 11
WCII'Jqaapen

0" '1'he~P8eka1eShouldbep~hi a.p8perforilUlt.~the, ,
1'f'Od.uct Iuu been signed end. tli&tributUm Iuu betmtnlJlle,tMftgn4tufe
pa,ckDge isrwt retained as e sepcnJte~,~,the~
c:ontcined in the~n!fHICk4ge CIre nIttJiutl~~,,,t~.l~••
M~ end. ProtJ,uct Filse~mostmc71 be retdftert cm.theDCA.
BOVJeVer, eJe&D selected key~Action ll.outingSlip,. '
irunsmiU4lleUBr(s),tmd thejinali8sv,ed.~bef'8ttJin«l
in.pcperJtmMt.Duplie:ate copiesoft.he@l'e documeJ\tllhouldiM!, '
eliminated.

_GAO fonn 319 rAdion JW1Iting Slip"), aftixed tDtheOllt5icieoftbe
folder,identifying who reviews the ·final product and in wbat&eqqellce.

-.;....;.Onec::opy ofthe product; alOllgwith basic and nonbaSictzansmittal
,lett.er(s), including small persoNWZed transmittal letters, ifapproPriate.

_GAO fonn 116 (l15-R,Distribution for Restrit:ted Reports, or 116-U,
Distribution for Unrestricted Reports).

....:......Congressional request letter;signllicant OCR memorandums; or ather
material docwnenting the request, ifappropriate.

_Copy of statement ofintentandlor commitmentletter.

-.;....;.Copy ofAgency Comments or:Memorandum docwnenting Oral
Comments.'

_Documentation, such as GAO fonn 124, showing coordination and
·approvalofdraft product from afrected or advisory units, such as OGC.

---.:;:.F\rstand Jastpages ofmoSt recent GAofonn MATR372 rMATS Master
Job Report").

_Any other material specified by the division's or office's processing
order.

I
I

I

I
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CUpcer 11_
Wortpapera

AppenditU:
Additional Guidelines'
on p,'epan!tipnof
Workpapers

I.Prep~g Paper
Workpapers

Form and Content

•

r.r

The fonn and content forpapenrorkpapers'foUow:

Workpapers generally should be prepared on8-1I2-inch x l1-inch paper.
Exc;~tic)Dsare (llc:irc:umstancesinwhich the data disp~ demands

·wide.rorlonger.paper and (2)agency-provided legal or unusual-sized
documents and computer-printouts, that should be Mained in the bulk

. files.

Workpapers should be prepared on one side only. I!it is necessary to write· C=::J
onthe back; the front of theworlcpaper should be appropriately noted. ..

The job code,but not the job title, should be included at the top center of
every worlcpaper.......jnterviews, schedules, and other documents-because
the pages might become separated. In addition, an appropriately worded
Yo'orkpaper title should be included, at a minimum, on the first page of
interviews, schedules, and other documents. For boWld documents, the
appropriate informaJion should be dted only on the cover or first sheet.

A ·purposewand·sourcewshould generally be included at the bottom of
each document. When space is limited, staffmay (1) write ·overwon the
bottom front of the first page and put the information on the back of that
page or (2) insert the purpose and source ana separate sheet of paper at
the front of the document or on the tabbed or divider sheet preceding the
document. "".

Worlcpaper preparers should sign and date the first sheet of
agency·provided documents. Schedules and interviews should include the
preparer's name and the preparation date on the first page, and
subsequent pages should include at least the ~reparer'sinitials and date.
Use of a preparer's stamp is pennissi.ble.

GeaenJ PoUcl-'Proeed_ ....aal- FebnIUT 111.,



o

"or~eWen;~~Uldf'oU9~ tbe procedutes desc:dbed in the
c:bap.~ '.

(Alist of GAO fonnsthat~ be used inp~W~~~~ed
in the -Related Materials- section Of this ch8Pter;)i •.'. '.' ' '.y"":j,A ·0'> '.• '.'

'1l1eJ()rn~qco9~ 8!i !'t;ll asJiling techniques, for electronic
wor~,onthePCAJoUow: .

I,:,.,':,,:, '-"'-.':"",:, , , ,:' ,"", ",,: .• ','

'Ill~audittea,m~ould~tablishas)'Stem for filing and organizing the
.mfc)r'llUlti0nCOlleeted~nthebcA.'1l1e~ob Management and ProduetFlle
rm 'e1ednmic~~llll3t}pro\'i~~a~dardsystem for organizing and
r:etainirtgt.he 1'i0rkpaPerSaSsOC:iated with job management and product
developmentror the' evidentiary files. JlI1 overall indexing system should
t.elruwttained~!ssistiriloc1dngrecords. A paper copy orthe indexing
.~Should'beretainedWiththe\Job'Managem~ntand. Product File and
itShould.bejdentical.tpttteindexingSYst~m~mthe DCA. Forexampl~;the
audit team may choose to use folders for organizing the evidentiary files,
so the indeXing system should contain the title of each folder.

.'''n'eP9~JWt.onUlticanYa.d~SOme of the tonn and content
COnsidenlti0J:lS"s\lch'aSidf!~thejob code on eachworkpaper and
numbering each page in theworkPaper. For paper workpapers that will
n.()tbe .s,eannedin~tlle. DCA."a.w~rkpaper summary. identifying the
sOurce .mdp~ •.Ofth~wor1ql8per. should be prepared and entered
into the DCA as a-DOcilmentlPhotQgraph" or -Profile' Paper Document-

:.' .. ,'., ': ':, ":' ;:"'"." " :' , ," " : ,: '::,,'-;, :' "c"', '::', ", ,.. :' ,', ~ ",', , ,c' ,', , " ',', \

~h:e~~r Binrl~CQYer .....,it;~~~~~~~~ sheet~ould be~clucit;d es tij~~\Jiridl.St···

,.. '•.,yJ~'~~()~~~'~ ofbinder coversheets: one for the
. fir#:bil\~~c:()~~~~o~~ent and Produet F1le and the other·
(or~ch~~~oi1alV(C)r~biUd.~c:()ntaining.the .evidentiary files. The
coVer sheets mclude5Pecmc infomUmonaboutthejob, t1\econtents or
the binder, and a signatUre area for the wodcpaper reviewer(s). '!belle
~~ee~Sho1Jl~.peinr'ild.ed'aSthefiistpage of each binderoftht!
workpaper set.Ab1ank.c~..eetshould be used for the last page m. the
b
····d'· . .......•. . ,'.,
~ .. er. .

PreparingWorkpapers
U~mgthe IJQA

\.;,....•.. ':.., .... ',,:... ·'c'·.:::,",;' "

I~g 'I'e,chniqlles

o



.Appendix In:
SeI~g aIldStoring
WorkPapersfor JObs
WrthHistoric
Signi1ican~~

ISelection

The proceduft!s for the selection and storage ofworkpapers 8S'OCiated
withjobs ofbistoric sigDific:ancefoDow:

On a quarterly ba$is,'the BistoIj;Ptognunstafr,liUbjec:tto the approvalOt
the ACGIPoliCY,1riI!icientifyfrom dleMonthly UstorGAo.~rts those
jobs :Whosew()rkP8peIs~'tLavehistoricsiglWicance. GAC7managemeDt,
division managelnenr.0rJ()btean1s.1tUQ' also recommend to the Acn'Policy
thaupeci1icjobs ol'issuesbedesignated as historic.

TheHiStoiYPrugram Stafrwillnotify the Assistant ComptroDezs Genem1
.of the appropriate diviSionsordt~jobsselected. The History stafrwill also
notify the Manager for Operations and Records Management,.ISC, ODIC, of
the selections.

'I'hedi\iisi0rtsWiD~'thespp~riate issUe8r'!a directors and ElCI of
the selections. The Elcswill marie the workpapers for ~Y~~~CIIl,and
indicate that the wor~.havea20-yearretention periOd: When thei' .'

. filetJ1~ ~ofonn~,·Wor~fl1esTninSmitml.-tp ~dthemto,the
·re~~~ragecenteI'~·.Asan.adde4 precaution, eledrOnicwo~
Will be saved on diskeues. . .

']be.Records~em~t;~1ril1 ensure that the workpapers are
appropJ:iate,ly identifiedfor 2O-year retention and transferred to a Fedem1
Records center, in aecofdance with GAO Order 0413.1 Supplement,-GAO
Comprehensive Records Schedule~-

.~Ytim~.during the 2p.;year retePt10n period, the Acxa'POncy or the History
Program statrrnaYreconsider whether a job's workpapers should be
retainedJorth~ full 20Y~ Atth~ end of the 2~yearperiOd, the Records
Management staff~ off'erthej{orkpapers to NARA for accession as
pennanent;recofci.S:I!NARA decides not to accept certain worlcpapers for

.~c~on~r20Y~, GAo~keep them ifstill considered important.
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Chapter 12.0

Corn.municatiol1s Policy
Policy Summary

o

Policy

Policy Highlights

GAO~$\policy is to col1Ul\uni~ inJL timely nwmer the resultS ofjtj
IL11di~"~<I~uationsth.rotJghquality products. GAO uses a variety
ofPrOdqet type$toco~W'i~fJ)eseresults and provide the
iJlfonnationll~~bycQ~onalleaders,agency officials,andothers:' . . .
. , ';' "'S

~()pl't»du~therQ~pr.#n~ust(1) meet·the assignment's
objeCtiVe{s), (2)meetGAO'sq.laliijstandards, and(3)receWe
sutfiq~t~ty~ce~~re~ceto'ensurethe accurate
and()l>jeca"~P~~Orl.9itJ:ie overan messa.ge.Allproduetsmlmt
P.re5eIltPer;tiIl~~sigrtifican~an<l.usefulfindings; conclusions; and,
\Vhen.waqanteci,lecrC)~~da~p,,",~ the tJmethe)'can best be
used.9:A.0 Prociudsmti$tbeobjeetively and construdively
Presen¥ and sho1.ll<lfOC:USQnprospective improvements rather
than" ast weaknesses. " .p .

GAO's m~~~hould~ thCitightfully and conscientiously
develC)pe(i.;IIld{efinedtl\n)~~Q1J~tgeassignment. Message
developrnentsho\lld.~~at *b~ earliest stages of an assignment and
be c0rltinu~y·~.• iIt.1i~t ofthe evidence being developed.
Theassigrun~t teaIl\rnustistrive fQr agreement on what GAO should
saY,what GAO can ~Y,.and how itShould be said.

I>etailed Processesan~ Proc~~Jor ~plern~~.,~~()'s ....•
communieatiQns polif:YareP~t!Ilted i!i'thesuppli!menting .
>&mmuniCiJtj0llSi·ManupJ.(QM).Tllb; chapter high1igbtsthekey
componell~QrGAO'spcilicyand provides references to the moJ:'e
~etailed guidance. .. ..

Brieny,the componelltso!(iA()'s communications policy include

• approPriateaddreS$ees,··.·.
. .' "

• meeting the assignment objective,

• content and fonnat of GA() products,

• processing and distribution provisions, and

• other key policy matters.
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Appropriate
Addressees

Meeting·Assignment
Objective(s)

Claapter 12.0
Collllll1ul1cadoaa PoU~-PoU~S..........,.

GAO has a responsibility to objectively review federal programs.
functions, and activities and commWlieate the results of these effons
totheConsn=;s,cOt1greI;Si0nalcommttteesIsubcmmlUees,
Members,agenc:y offieia1s,andothers who.can act on the
lnf0rmati0nprovided. GAO enCOurages good, frequent, and open
coIlllllUlli~ons1Vithco~nUleaders 80 that work perfonned
pursuanttbtheir requests and.urader GAO's own initiaSive will be
timely and responsive to theitneecis. GAO also eneouraaes periodic
coJlUllunirJlti0nsw1ththeagen~~ reviewed and the reqUester .
to f~a.constructiV;e WC)r~ relationship. . .

.,

GAom1£SttJ44n;u UsPr04'iU:tS tDthose ifltlit1idutJls WM Me in 1M
bestposition Ii> tieton lMiJif~ionprovidetl.GAO addresses its
P~Hctsto comnlittee0r~bcommitteeChairs or Members bnworJc
perfonned at theirn!quest. . GAO should report to the Congress
~en caIling attention to importantmatters requiring or warranting
congressional action, when cOmmunicating useful infonnation on
important mauers ofinterest to the Congress, or when approved by
the individual ~ester._

M~rs not warranting congressio~reporting but that GAO
belie....es would be ofinterest or value to agency omcials should be
cOmmunicated directly to them. These produetsshould be
addresse4to those agency or lower level omcials who have
responsibility for the matters reponed. (For additional infOnnaDon,
see~ ch.12.1, -Basic Conur.unications Policy.)

GAOproduetsmust strive to ansWer the question at hand and
provideinfonnaUon that is pertinent, significant, and useful to the
.reader. While all reasOnable efforts should be undertaken to
accommodate a.congressionalreqUester'sproposed time frame, GAO
must not compromise quality st4nd4:rdsJor the sake oftimeliness.
Rather, GAO staff have a responsibility to work with the requester to
acijust the objectives, scope, and/or methodology of the assignment
or the type ofproduetto be issued to that which would pennit the
objective assessment and timely presentation of the infonnation
needed.

Selection ofthe product type should be commensurate with the
i1iformation to be conveyec.. Issue area directors should consider
the complexity of the iSsue being addressed, the degree of detail
necessa1Y to convincingly convey the message to those who can act
on it, and the potential diStribution ofthe product. (For additional
information, see .eM, ch. 12.3, ..AlJdit and Evaluation Products.-)

•..~
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Content and Format·

Characteristics

Findings,qollcluSi6IlS,
and RecornmendatioIlS,

Views of Agency
Officials

CIa.peer 12.0 .. ... .
CoIlUDUJUc:&tiODI PoUq-PoUqS~

GAO foS~JheconceJ?~of obj~vit)1, credibility,and
profeSsjon#JimibYisSuiOgprociu.t;tSthat meet qUality and
pro~e$Sio~pUbli.sl:l.ir\g:~dards,.

TC):titeet~~tYst&n~,~~#tllctmOuldaddress the assignment
()bj~Ve(sll'1th~~~tIac:tS/i9beresponsive to the leqUester's

~~~~~~=;~ac::'"
~~i~t;pn~~~, ()~iu.;~, mill c:oncise tntJfIfter.
GAOfjrQauetsShowd foeus.()ndle~prOSpective improvements rather
thanSoI~yconcen~ollpastdeficiencies. (For additional
irifd#tiC)rionthec:haraC~c."ofGAOproducr.s,seemL elL
~W· ... ... .

F.acJfCJ~OProductmoUld;~tlaatthe findinp and·conclusions
·arew110nyconsist.entwithth~~~enceon which they are based and
ale respQ~vet9theassi~ent's.~bjt!(:tives.The findings,
incl'J(l~g.thesup~rtingm~ence,8nd8nY conclusions moUld be
presen~ina~er~thernarnitiVelYor visually-that achieves
the assigmnent'sot>~ve(s)and complies with the basic
characteristics on:ontent,tone, and style required ofGAO products.
Findings and conclusions should provide a sound basis for any
recommendations that will.be included.

Recommendations should.beaetion~riented, convinCing,we1l
supp<»rted,andetrective. When.presented, recommendations should

..·be·hard~hitting, specific, convincing,and significant. To be eflec:tive,
recommendations must identify a course ofaction tha.twill oorn'Ct
em identlfaed problem or cause signlfu:ant improvements.
Reconuilendations should deal with.theunderlying causes, be· ...
feasible,beeost~trective, and.·consideraltemative cowsesof8d:ion.
(For additional infonnation, seem chs. 12.9, -Findings and
Conclusions,"and 12.10,-Reeommendations.-)

GAO values the views ofagency officials as one means to verify the
aceuracyofthefaets presented end as a means to generate·.
cooperative effort in taking action on needed improvements. '!be
views of responsible officials should be obtained throughout the
course of an assignment as well as during the fonnal exit conference.

Additionally, GAO prefers toob~written comments in those
sitlJationswheretll~matters prese~tedare complex, sensitive, or
controversial. Writtencomments.providethere3der with a better
appreciatipn df the issues andtheQ~greeof agreement or
disagreem~ntwith GAO's findings. (For additional infonnation on
views of agencyoflicials,see~, ch.l~,ll, "Agency Comments."')

I
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Fonnat

Quality Assurance

Referencing

Chapter 12.0
Comallmleatiou Polle,-Polle, SIUIIJIIU7

WhDeoratbriefu1gs are. 8Ceeptahlein certain c:ireumst.lnees, GAO
prefemto isslJe writtenpr'()(luet.. pn the results oHts work. Written
products (l)eommunieatetheresultseonsistently to omeials at aU
levelso(~overnJ1lent,(2) .make the results less susceptible to
~d~ding,(3)nualcethereSultsa matter of record accessible
to the<pu~~~,.and (~)faciJitate f~U()"!UP to detennine whether
appropri2lteeo~meaSures~ebeen taken when needed.
Wri11en products IIlso pe,rml,~ G~0tOmeet the generally accepted
IQ\!el1IJI1ent auditing standard()n reporting results. ..-

GAO produCt:; s!lo1,1ldfoUow the stjndardizedeasDy recognizable
fonnatestablished for chapter reports, letter reports, and testimony.

'. Other products, such as correspondence and briefing rnateriaIs,
'mouldiN!. produced in such a manner as to contribute to the 1

professjortal imag~expeetedoraUGAO products. (Foradditional
inf0nnati0n on fonnat COnsiderations, seem ehs.12i4, lIJ'hysieal
MakeUp ofGAO Products;W 12.5,-rabJe of Contents;w12.6,
-:I'ransrnittalLetters;w 12.1, ~eeutive Summary;· 12.12, •Additional
ProductMateria1;-and 12.1"1, -restimony,· andthe~
Communication Standards.)

GAO's policy is to ensure that all ofits products are of the highest
possible quality and that ~ey acc:urately and objectively
communicate the results of GAO's wode. While quality should be
bulltinto the basic data gathering and analysis efforts, GAO's final
quality control.processes are .referencing and product review.

All GAO products must be ind.epen.d.enUy refertmeedor the jiles
doeu.menledtD show wh.ich. other qu.o.lity Q.SS'Um?&Ce steps M:ve been
.tD.ken~ore the products ere relea.sed. Full referencing is the
preferred method for all products. However, in those rare cases
where full referencing is deemed impractical, the cognizant issue
area director should satisfy this objective through selective
referencing and other quality assurance steps.

Ifselective referencing is used to get the draft to the agency for
comment, issue area directors should consider perfonningfull
referencing while the draft is with the agency for comment Issue
area directors must alert the signem or presenters of GAO products
when alternative quality procedures have .been·used.

Before issuance, all changes to the initially referenced draft must be
referenced or the documentation annotated to identify what other
quality assurance measures were undertaken to ensure the accuracy
of the infonnation included. Additionally,. before issuance, the final
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QlaPtCf12.0' .
COlDlllanl..... C&...•.. tle:tlla POUC'f • POUC'fS~...>__:~., ",,;,... . ......:.:::,- . -,: '-!," <:.;<.;';', Co :,,', "" ',' '. <;',- ..<:.~: .. '....

Product Review

. ..' ····.~muSt.be·.·~YieW~tp;~th,a1aPagreed-to referencing. '.
cha.ngesbave·been;rO~ln&o '...•..~
,"'''1''",.'., '" .. p ...:,,,,,,.;,:~ .• :

.,. 1'" ,.' , . . ;". :.,~..
PrOdlJCtrevie~bYke~dA06m~is.)sprovicJe.sthe final opportuDity
,tp~th~ac~,...~~C?l>~~yi~ofGAOprodUdS;. AU

.JW;Od~",.~~~~.~~e.ifi4i'lJ'i4v4ls,tDithin the
'9"'4m.m.ing diviSion. 'lind iiUi:h othifi";~ GAO units, 4S is~ "1(,,1 l' .,- I "'1:-' \"l~l.'

neoessa7]l tD en.&Ufe·(I~itY~ ,
e_ .l,.~ .. '--~" .'. -I_,:,.i,"'~:".';,.:;.;/~<: x:',' i::;:'·:.-)~t~""_-(?'r: .,;~.;~~->:;:, i"';i;../'"

GoA0's Wlclassified products are public documents, accessible by
irt.te~d~~~dtheg~e@~lJblic;•..Additi()~Y':i~AQ~ •........
~~iqiliiytoeriSUretlULtalliIlte~*cO~iona11~.~~ .
aware of theproduetsthatmaY~~ert'OrfaCilitate congressional '.....
deliberations and decisiorunak'irig:'Fmany,GAOhas. a responsibility
to provide copies ()fpro(h~ets totheafreet.e<iagencies so that
corrective action oh'identifiedweaknessescan be initiated. (See
p,1"ctL ~g~.l4, -Pro.<=essingand DistributingGAO Products" and the
PubU~hipg Stp:yjvW Guide (GAO/OIMC-12:14.3) for additional
mrO~~prl) . '" .' .:,:'.'

AU GAOproductsmustbe reuiew«llNtheQDice ojtheGeMral
'Qc:lu~ ...(()(;C)4~.m.,~~~i~.V1f.QI.81JCh,other.units·tDitk
Ct~tm.a.t!#r.~iS~.#lthe·~(ltadlor.tJUfo.gtmC1/tlJld:fJ§Setl,..·.i~.~ ..~~~;: ·.i.. ;:.;''' ..•••.. :•..•.:..·'.·.·, :;:v: •••.•·•• i'.::·,~',';;.~r".·:· ·. . !

Produ~·.tPbesigrl~~YOrp~~te<i!byd\eQornPtroner.·~tmIl
·.·m~l'ec:~veaddit.ipn3.11~e1s0f J'e\'il'~,in~umng tha.t of the
.~t'CA>mp~n~'Gen~f()rP.:llriaReP()rting.(For
··8ddiij,onaliJl!o~on.seem .C:h.12~l$j"Ensuring Product
QllaJit)'.~'· .. ." .. . ... ... '. ..... .. ','..y.)

Proces~in~~<:i··••·
Distribution' '.o

Other Key Policy
Matters

GAO'ScommunicatiOr'SpoliC)'~~$everalaspectS tDO
nwnerous to adequatelYciteinon~dUlpt.er.These issues are
desc:qQed.Jnore fWly.inthe.Q.M8I\~~ .. highlightedbelow:

, .. ", "',_ '-' ""'.,' .', .. c', c.;

• Sigru1.ture levels: 'ResPOnsibili~J~rsigningGAOproducts depends
on the overall message-itssensitivity,itsmagnitude, the degree to

.whichi~iscon~v~ial, etc..~dUte~dr'essee. Sensitive!
c:o~tlOVeniial.~p()J~ or.tb~~'iIlc:,!~dij1g~ensitive or important
reco'"'P~tlgati91\S ~eI}~~y,.¥'WJi~t:~!@t~·.bYt.he..co~tAssimnt
ComptrOllerG.eneral orU\eCOmptrC>Uer'GeI\eralwhiletheiSSue &rea
direct.orlregigQ81~erwill~l}'sign all other reports unless
them~e is such ~t, Bc-NgIlt!r signat11televel would be more
appropriate. (See .QM,~.12.6.)· ....
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CJu.pter12.0
ComDnmlcaUoaa' Polley-Polley siIJIuDar,o

• AV(ZillIbiZitll ofd~nports:.Itrequested, GAO provides the
requester with a copy ofa draft report at the same time it goes to the
agency for ,conunent. (see gLc:h. 12.11.) I,

..Prepublic(itilm co.Pi.es o/,."."r. ,GAO prefers that all products be
finaUZed lindpriri~ ,bt!~~re releaSe. 'In those rare situations where a
requester1Il~ hav~ ~cop'Y ofa report before it is printed, GAO
generally wDlmake a'prepublication Copyavailable. (seeart c:h.
12.14.)

~,~##~~iDii;'!lhne~OPreters tomakeltsproducts
immediately accessible tifreqtleSters and other interested parties,
GAO generally will honor a requester's WiShes to restrict distribution
for upto~Odays. (Seem ch.l2.14.)

'-"" . : ',,' ',.,", ',' "" c," c.'" . ',-,,\

•·~citzzhandlinUsU1£4ticms:.'etamfied, restrieted,or sensitive
Information requirE!sspecialconsiderati0ps before inclusion in a
GAOprodue:t.' (See ad. c:h. 12.15, ·SpecialConsideration and
Handling of Classified, Restrieted, and Sensitive Infonnation in GAO
Products.-)

Key Respbns,ibilities' S~ofGAOpl"Oductsare ultimaU!ly r~onsible forenSuiingthat
all poliey requirements and quality standards are met before issuing
the product. '

,Divisipfl,c~OJf~Mad.s

• must devise necessary procedllres and techniques for providing
effective levels of quality control and assurance within the~ units to
comply with the requirements of this chapter and

I

• are responsible for devising systems that ensure that GAO products
are processed and distributed in a timely manner. "

lssuec,.eadirectors 'C1MmDflllgers(cnd assistant. direetDrsl
asSistant regionalm4n.agersjorindivid1UJl assignments) are
responsible for '

• ensuring that congressional requesters and other interested
congress.c:malparties are frequentJyapprised of the status ofGAO
assignments Perfonned at theirtequest;.. -, ,- , .'.'.' '. "., - .,.' ''', ','~' - "''',' " '~; .' -. .' " ,

•. ensuring the reasonableness, supportabUity I and applicability of
fmdings, conclusions, and recommendations before the product is
released externally;
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CbaPter'i£o . '. .' ii'" \. '.';'

Co~~C!t.i~~rouq~""Uc:YfiIlJ!:l~":".;"''',i

•. selectmgth;"p;6d~~t"m;~andf°nn&t'~~~c:onve~'(;40'S"""""""
message and best meets the user's needs inatimeJ,y~~ .

,',' ,-"," '. .... " ":'C'_,""",:':""''''','-'" _":",,;,,,.,',',',':

• ertsUringthatallJ).roduets~ adequate levasQfQuaUty
IISSUnIllce·tofacUi~Ji~~~I,!!f~~I~~c;ingp~ .. '.\ .•"..' '.' .'. ,.' ,"
including coordiNiting the clr8ft With apprOp~GAO Units."~i, (..•• ~.' ..'.,'.'

EvalutUors-in-e:hmJ'!.e.. ". .' ~lefot,ensuringtJuLUhe draft to
be referenced is adequately ind. ..' ". '*liaiUsuppol'til\gworlqJape!s"'£"

'.>.;]I8Ve'~1Ji~~~~.r~~t!eJl~~;~;y,~i~pl'()priatelevel~
IIJldfQrclispQSingortllereferen~'liconunentsto tlle~

.. '.' '" ·')'}·,\,J)C)!ISli):)l~;;j<,}.; ,.. <'::si.;i.,~:f~\,'}' ,;.'~!:,i·i'·; ".•.' •• " .• i•. j'

~~1-4~~-~~'recommendatloriSfl" ·,fi'Ornthemaread4.~~~"'1 '., 'rted.
"J.' ·,···"·.···,,.'o~':·••;; .. ), ' ·""·"if.'·Y ""I~Ysuppo

~-«lilQrslreports .•~~~:t:s~)~hsible·'.for.·enstIling.that
PrQdJl~'JIl~~.G4~,.~tirlg~.p.llbliCllti()n standards for
typese~orpnntii1i' .. ' .I~,.· ,"

Thehbiishi~4~~;,iJ~lc4tiD1is~,OJjiceo/lfl/tmn4tWn
Mq~~CI~.;~!,,~~~~,(9,lJ.t,C),is responsib,l~ t~!· .,'" .... .' '..'
ens 'that. roducts,corilol'ffitefG:AO's:; ,. 'ubllcation stand8rQS'for; .. "iurlIlg' ..' I>i' .. ; /.'. ';". '""r,'.,',,:,··.,·?,..'.'·!"':"" p .. ' ' 'i' '.,. '.' .
devel~ping graphicslU\d othervisuais; and for typeSetting, p~ting,

·'and:distribuwlg,produets, tousers., ';.' ,.;
.,. " ",\' 'k'., - - .-.',~,,' ,'.. >::: '":';';{"~"',i":;'-;' :.'.':, ";\<',:,::.'~ .. :/';_;,,: .~(,<:: ,:')<:" ..::,::-:;:,,;'.;':<.,,;<;,i,~:_~.'''-- ::"L ,<,

qQ:Sible for~~~~9Aq,products to ensure the
·····8ridSUffiCien'·;otth:~ffii~tial resented

.~,,;u.r•.ey '.. .... '.. '!.' ,,' ;.,9!.' ..'.;':'·r~;i/;i.n;.i,'·' p

.Ttu~J).tru:eo!~~t~,~responsible for approving
products for cotigrdSio'narreQutist.ers~dfor directing the
Distribution Section to distribute restricted. products at the
appropriatetirne.

Any major deviations frorntherequirementsset forth in this chapter
and the~ must be referred through the division or office head to
the AssistantComptroller Generalfor Polley.

Page 12.~'7 PoUciellProcedures Manual



Related·Materials

CouimuniCitioDS
Manual
GAO·Orders

Other Publications

Claapter 12.0
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" ' .
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1553.1, -GAO's Policy Guidance System.·
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OPC). . ..

.. ...
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·Chapter l:3~Q

Supervision-
C) PolicySummary

GAO's policy istoprovide appropriate guidance and supervision at
all levels and during all phases ofan assignment, from design
,throughfoUPwuP, to ensure.quality and timely work and·appropriate
stafI'~oPll'lent.:· ":;.::,,,.,

"J:g;':r/~:';:~~~;~,~ .,''',"}\'.;/:/ .; '<:j,

, ' ,:(' ,~1,1 ,I.

·1'll~Oyetan;~~~~io~511~ollarebestconveyed by the
qomp~ller.Gen~!~~9Ile?3t19~t.~emorandum. Hestatedthat:

•... 'Jb~~.sh~u.ldbenOmi.luh~~~ding of my position on the
iInponance ofGAO doing,a7zd·beiJlg a.~to clemcmstra.te to others

t1l.4t~t:totcO~I'l~)'hi~tywCJrk..Conf9l11lity~thO~ ..• ,
P~Su~ion,'~d~q~ce.~dardS m~'beanintegmi .
part.ofour)Vay.or~o~p~I\~.f~ confident that we can
realize.o...eralig~rt5~.~tP,eiua1ity.~'l&(tti.mellness by more .
consistentaPplicatlon.o(CJUi:P9li.ci,~:andprocedureS Wlderthe
.direction of supervisorS'~ho~exercise sound professional
juq~ent r~gar-~ttl~Il~~8I)'~()un!S and.types ofevidence,
,p~~dsuJ)e~i()llt()r,,~~J~bs.•

'~o~supe~&roles~~rf~pi)l}Sibpitiesare briefiy discussed
belo\Vbutaied~ri~ill' gr~ter deUlil in chapter 13.1,
:Supervisjon: . . .. .

$up~or,s~ust.~ (I~i~strategy fur cond1U:ting an
a.sSignmento Effective sup~rYision begins with the strategy being
spelledoutinaplanttwd~~theas.signment's objective(s),
scoP~and meth0901ogyand establish~ the roles, responsibilities,
and tas~oreachstaffmember.' .

In~uctingtheauclit£l~~~.Supervisors must'delegate
t4sksUisiiilf.SuPenn.sors'11ee,rto'~teth4tta3ks WiUbe
perjonned by persons Iu1ving the requiredskiJJ.s, tJuuthey ckarl.y
u~tand.t.¥ wles, and tJuu supervisors 4re aV4ilable to hslp

Policy

Po";CY". ·Hi·~I'I''h.'H..•·.·.·g.,;.'+ ,",,'. ~¢11l~~.~#;~;t~t.o~eth;.,most~rtant
ill &LU n~,···'role~tioili;1Y'ancl'etfeeti~1$'~;~ut~sbareintl\eresponsibWty

o(enslU'ingthat ad~teSUperYiSionisreceivedllfi~.that. a . .'
.cooperative;produCUve workerMtonment is maiBtained•. (see,:#pP'.I.j:; .. "," ./. . "" ,.".; " >.'. . " .. '. • ',0'

Overall
EXpectations

Developing .Assignrcient .. '
Plans .

Assigning Tasks _

(~)
Pale 13.()'1 .' Nove_berI992

r
i



Setting Expectations

Overseeing Assignments

Cbapter 13.0
Sapen'is1on-PoUey SUDlIDU'7

guide them in tke a.ssigruJd.1l107t. Good supervisorsinfonn staffDOt

only of what work they are to do and how they are to proceed, but
also why the work is being conducted and what is to be
accomplished.

To the.extentpradicable,wpervisors should consider stall'
members' developmental·....IIIld.I~and assiptasks to help
achieve them. When staffwith the skills"nee PI)' to ped'onn
special tasks are DOt available within the qeney, supervisors must .
a1ertbig.ber·~errl~t;PJOJ>.exIeditl'erent·approaches;ar
recommend~'lssignments' obj~'scope,ar
methodologies.

.At /he beginning oft1rePeiformcJU:e~ npervisors mat
.- c:ommunica.te tke critict1l elements oftDm'k to be petftmNJd,.tIS tDe1Z

tIS tke perj'tmrI4ftCe stcnd4rcU. These expectations showd beset
within 30 days ofa person's being assigned to .joborat least
annually, reviewed perioclically, and modifiedwh~ Decess&!)'.

Expeet.ations consist ofa clear underitanc:ling'between supervisors
and staffabout what perfontWlce will be expeCted and how it wID
be4!Va.luated. (See ch. 13.1, app. I, -Expectation-Setting Checklist.-)

Supervisors' responsibilities for ensuring that quality and timely
wOl"kis perfonnedvary depending on the positions of the
individuals. However, supervisors at all levels are expected to travel
when necessary so as to oversee their jobs and carry out their
responsibilities.

-Evaltui.tDrS-in-chm'ge(EIC), f"Tijeet m4MgerS, or site senion
(first-li-MsupenJisorsJprovide on·site, da:v-tD-da.y oversight ojthe
work and are GAO's primary quaJ.itycheckpoints. They ensure that
the work is being done in accordance with approved assigrunent
plans in tenns ·of both quality and timeliness. They continually
reassess the appropriateness of issues being reviewed and keep
management in regions,' overseas offices, and/or headquarters
advised on needs for changes to assignments as appropriate.

They keep up-to-date on the job through daily contact with staff and,
also, in a more formal way through the prompt revie~' and
evaluation of workpapers. These supervisors and staff assigned to
jobs share the responsibilities for ensuring that the work
environment is conducive to accomplishing the assignment
objectives.

• Assisttlnt diTeCIDrS, assisttlnt regicm4l ma1&C1!1ers, and assisttlnt
overseas ma:nagers or their representatives ensure that/irst-line

Page 13.0-2 PolicieWProcedaree ManaaJ November 1812
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CM.pcer 13.0
SaperviaiOD-POUcr SIIIIUIaar'7.

o

Ev8IuatingStaff

-Key Responsibilities

:SU~4fUl~.Bt4tl~~i;;i~inithJrirmaiesiA 4

quali,tll 4fUltimelYJ~~ C1~cp9J'dinati0n between
headqlJartelS, regioJlS,andoveiseas omcesis imperative for

··ensuringthatd3Q'~y &llpervisio~is~equate, fair,and
constructive. ..' '.,

',:'/: ._. _ ____ _', :', .. ::';>t;:~::, t.',~; {'~~ "Li:,~:~-:~ <'",' .\::IU!-~~,r ':_:~": 'i,l::/;':':_~',;"":':,;:,:

• Dim:tDf'Br&fI4'~i~,~~~t'UJgms e:r:ercise contirwiflg
otJemghtoJtJ1la.ssigr&~&fUl4reuUima.t8lY~Jurths

"fuqlitll cmd:#~f..,,~~,:tgl!~,;~l~.b1JthlJirBt4ffs.WIlen
del . .. . "-';"';~""f1Jn"" .., .r&d ,.• , .... . . visibnM-

sllti~(~~~~·~i~I~i.~;.t=;:·.fifSt:fin~
supervisors are performingsa~J:ilY.

Su~rm4ssessstiJ{r~·1IJO!if.itit?l4tU1htD~·
in 4n objeC~ive,14ir,4fUl'mpa"ia.lmcmner· ..EValuatmg'IIta!f .. ·
perf0ltlUlllce is acriU@ andanintegnupart ofGAO'sperfonnance
appr3isal.proces!i' Day-by-daypenonnance·monitOring.ismost
essential. Perfonnance monitoring and supervisory work review
provide the basis for on-the-jobtzainingand'counseling as jobs
progress and for identifying the need .to improve knowledge, skills,
and abilities..Written performance appraisals are prepared after the
staff members' roles on assignments have been completed or at least
annually.Fordevelopmentallevel~.such assessments must be
performed at least every 6 months. Supervisors also are responsible
for providing feedbackto home units on Ute staffs pe.rforTlWle:e.

Stqffareresj>onsible for ensuring.that their work meetsGAO
standardsfor quality and timeliness. .

EICs, project managers, t1T'site supervisors are responsible for

• preparing assignment plans and

: . . ..' \

• setting performance expectations for assignedstafT, reviewing work,
giving recurring performance feedback, and completing end-of
assignment or annual performance appraisals.

Assistant di1Y!ctorsiassistant regionlzl or overseasman4ger'S or their
duignees are responsible for

• supervising the development of assignment plans;

• settingperformance expectations for EICs'site supervisors, giving
them recurring informal performancefeedback, and completing their
end-of-assignment or annual performance appraisals; and

PAle 13.003



Qaapter 13.0
SaperrialoD-PoUC7 SIIIDalU7

• reviewing end-of-assignmentorannualperfonnmce appraisals
PrePared by Elo..

Dif'IfCIDrB cmdIorftgi.onGl.~ 8I'eleSPOnsible for

• satisfyiI'tg specia1jobskill.needs by assigning persons with needed
8k1l1sor~otherStrateSiesand

",,'

.~that(l)usignmentsarepropedysupervised and (2) work
is peff0nned tn8ccord8nce with all applicable government auditing
standards. .

November 1992 (J
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Appendix I:
Shared
~esponsibilities of
Effective Supervision

Cllapter 13.0
SaperWa1oa-PoUey SIIIIIIUr'7

o

Elemento!
IlespoulbWU.

Etfectlve
.Supenrlsloll sapent.on Stair BotIa

!' '~

- EUec:tM workil1g .~wD1inIto
erwiroNnent commUl\iClte and'beb!I

honest and.enthusiaUc,
• having. pCJIlUve

1lUllude, andIhowinC
lIlutull nspecL

• Responsibilities and • Qearly describing tasks • Suggesting re1aIed • Being wW1ng to
~tions lind rel8tionship to job persOnal abilities and undenmnducb other's

objediYl!:S and being interest&.. "ewa.
willing to consider staff
preferences.

-Oversignt responsibilities • Obtaining c:urTent, • Exerdsing due
balanc~, firsthand professional care, uki..,g
knowledge of questions, requesting
perfonunce; communi· help, making needed
eating !awts; giVing suggestions, and being
advice and counsel; and receptive to advice and
redi{ecting the effort as counseling.
needed.

• On-the-job training and • Performing or lUTanging • Identifying areas where
identifying of develop- tlaining, being alert to help may be needed to
mental needs. areas of perfomw\ce achievehislher career

-ShorUalls" and relating goals and being
them to developmental responsive to trainlng.
needs.

• Performance appraisal • Being objective and • Being operuninded and
adhering to appraisal performing .elf·
standards. appraisal.

Pale 13.0·5 PoUdellProcedurea Manual November 1892
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Supervision

Policy GAO's policy is to provid~'apprOp~Jwdanceandsupervision.
aIl1eve1s and.;duringall phqes ()f.~entfromdesignfhrough
foDowup to ensureqUaJity andtim~,!ork and appropriatesadf
development.

•
.erieo_gtree·andOpen~.rtmUr\ic.&ti()nand~dwtgeofideas;

...•.• 'so •.?~q·S,~~iInpo~.~~~~·~.!~~lIIld .• dedicated
.·.•.~1~~.41~r~~.~.;~~opaproductiveWOrk

envir~:)lunt!l1~',by', .".':';" '" ,"."if;,::;. ,0 ,';

.' ~" ,-',.

Overall'i
ExpeGf,ationS

•·c:reatlnga.·C8ring,respedfuleriViroffinentbyadiveJy.liStening,
shBting.'and·being sensmveurJ)eisO~and work-relat.edstatrneeds; .

. .... ',' '",>.::,'''' ,'; i,

o
• ·.~anmterdependent, pii'tidPatoryteaJn environment;

orr·

"•..PrOYidirig;"~Witn·opportUnitie$·forpl'C)fesmonal growth through
'assigned't8SlcsandtiYallowmg'staft' to'W1uenee their defined
respOnsibilitiesBridthe·,work··erivironrriertti

• being a positive role modeIby projeeunga.positive attitude,
. supporting organizationalgoa!s/and maintaining UP-to-date
technical skills;

#I
#I

. -taki.ngtherteces5ai'y stepsto:preventsexua! harassment from
occurring; and

• '.'ensurjng thatallstaffmeI:R~ $~GAO's commitment to a fair
&Ad disCrinUnation-~ eI\.vuonineI\.(· .

).:

Overall, supervisors are responsible for ensuring that appropriate
. supenisicmjsigivcm' 1>ut~~~inthe ~nsibility ofensuring
that adequate superviSion isreceivec1....,"

Major Functions Supervisory activities and responsibilities primarily relate to

• developing ~ignment plans,

• assignin~ tasks,

Pace 13.1-1 Policle"'-rocedurel Manual



Developing Assignment
Plans

CJuapter 13.1
SupenialoD

• setting expectations,

• overseeing assignments, and

•. eva1uatingsta1rand providing developmental opportullities and
on-the-job training.

Assignment plans direct how GAO's sta1r'and otherreso~ue
used and provide a framework within wbichJlU~onis~
to ensurejobcompletion. Therefore, preparation of theSe pJ8Ds
must besupervised to ensure thattheyappropriateJy outline the
work to be perfonned and coVera dear definition ofthe
assignment's objectiVe{s) and an appropriate and sound
methodology forad~tht!ie obJective(s).

FirsHine supervision responsibWtyrests with the evaluator-in
charge {ElC)or project ll'I&IUIger and the participating regional!
headquarters counterparts. Preparation ofassignment plans should,
at a minimum, be supervisedlreviewed by assistant directorslregional
or overseas oftice representatives. The extent ofdirect, day-to-day
mvolveme.nt •.by the·assistant director/regional or overseas
represen~vedepends on c:ircIm1stan~such as the assignment's
scope, complexity,orsensitivity and whether new or innovative
methodologies are involved. .

Supervision ofassignment plan preparation includes

• participatirig in discussions With requesters and their staffs to ensure
that assignment plans.focus on their c:oncems;

• participating in selecting methodology through discussions with
representatives ()f other groups, such as design, methodology, and
technical~ceand economic analysis groups; the Program
Evaluation and Methodology Division (PEMD); and the omce of the
ChiefEconomist; ,

• visiting work sites to test for avallab.Uity.of needed evidence;

• ensuring that the team meets the quality expectations and is
complying with all applicable standards;

• estimating completion dates;
I.

• detennining type 'and amount of resources and special skills needed,
including staffmg requirements and work locations; and

.;te 13.1-2 Polid-'Proceda.rea Manual November 1882



cb&ptei 13.1"
Sapemuoll

()
• .cie~h()y..ir1fo~()~tDb4!'COii~'lViJ1oeorg8nized,

compared,. analyzed, and used in commuili~·results.

GAp'~polic:ies~~~rocecl~fc;»r4~~()pingassignmentplans are
discussed in greaterdetail in cluIpteri; 6.1, -mitil&tingAssignments,·

dU "'''1'h J bDesilllPhase.• ""."'"an .. ,".,', ~,·.,o .... . ..,,<'. ":j '(':'"

".,§p~~'~~~)ll~f~~~·~,~~~ed and assign them to
:.. ,· ...,subo~,on,the,~ .. oftb~.lc:Ql.~)I,ndproficiencies·or for

<,~~~,S'"""~~
·.,···...parti~~.9~f!t~~()~.;~~~P~~,.,~~,tasksIllJY.bebase!dO~
.~~~Palt~e,~rJ'l~II\p.'~eta(~);)j~veorsubcJbjective or
onpotentiaifindingdemeqii5t~e..~·:cq'ri~ii()n,criteria,causeiandloreffect). .. ", .... .' .' ,<".•

~Wffij~'tasks, ·SlipezvjsozS 'sta()U1~~()nSi~er:auditors'and
~vahl~~'skills~dProfic:i~.c:i~C()JPIIl~with thejob
dimensio~,~e$CIibe,g.in.Petf0rToanceM!Qrnie" SYstem for Band I,
n,iJ1JdJDFtiDPJ_:.S,1.iP~~.~oill~il'c!main alert for and
~oIYeIlrlY.conc~~~~#ng'lIJ'1>'qf,~~,X~owBook standards, but
wiihparticular attentlori'totheindependenee and.qualification
st.andar$~d~ecOl\t.in,¢rlg~ucati:on.r:~enl (See elL 4,
.§t.i.r\d~:.) ,v, c,:.;
Su~~shouldan9C#pi.te'thel\~:1ol"person.swith sPecialized
skills in other disCipllrtes and initiate action as early as possible to
o~tainn~eci.~~~~. JfP.~~,~~J,eededskills are not part
of811,~i,~ent~~l,IFsk,ills~)'~.~Xailablethrough other
GAO res9urc~,.s.Y¢bas.(I~gn •.l1)eth~c)lo~, and technical
assistance'groups; theOmceortheGeneralCounsel; PEMD; or the
Office of~e 9hier~9~O~l Jt'thf7 ~~d~skills are notpresent in
GAO orriotavailable when needed,e,q>ertadvice and consultation
~lbe a.cqWre9 ~Qercon~et.. i(~9AOOrder 2304.1,
-ErilploymentorEXpertSandConsUlt8ilts~i

Assigning Tasks

t'

o

Setting Expectations At the begirlningOrU1eperfo~cePf7ri0ci,supervisorsmust
communi'ca~thecritf~elements ofwork to be performed asw~
as the J)erf0rrtW\cestandards..• GA.o's staff, at a minimum, is
eXpectedtQperforrn "tthefullysuccessfUllevelas described in
GAO's per(orrnancestandards.

Expectations should be setwithin 30days of a person's assignment
.afidsn6wd eovefareasstich'as .

• Specific tasks lObe performed,

Pale 13.1-3 PoJide-lProeedurelManual November 1992.



Overseeing
Assignments

Claapter 18.1
SapenialoD

• 'e%J)eCted, Outputs and What they are expec:tedto contain or cover,
, and '

• When the outputs are eipectedto bede1iverecL

EzpectationdiseUs:sions shoUld"eJISUn!' that both parties have a dear
understanclingofwhat was agreed to and what is expected.
~~!w~~uldlM!~ewedper:iOdic8Jlyto determinelftbey
~,StIIlre1eV'8ftt,'rea!istic/chall".",' .""" "and<meeting their respective
...ftt~~shoWdbelD~UneCess8z)'.(Guidance on .
(iA.,O's~o~ce·alppnusat~ldiscussesin greater detall how
,t:Oilet~ons.~p..ICC)g~acheCklist (GAOFonn 209) to
'~i(l~'~C)ns~aridtoll1oDiforchangesrequiring
Inodifiea'~o_}' ',. "

All staff members should adopt a cooperatiVe attitude in working
together-to achieve the ,assignmeni'sobj~(s).U other duties and
responsibW1jesinterferewithCtr~reyenttam members from
adeqUately fuJfiUing.theirassignlRent responsibilities, thosepemons
sh9uld'.discuSs~dJ:eS0JvesuehC()nfliets with supervisors and
divisjonlregional rnanagementas appropriate.

Supe!'Visors'resporlsibilities forensurin~thatquality and timely
work is pedonned vary depending'on their positions. Supervisors 81
a11,lev~lsare expected to,travel \Vhennecessary to oversee their jobs
and early out their~nsiblliti~ ,

~lCs, project'Jl41UJ9~,orsitlJ8micm;(Jirst-line supervisors)
proVide Oil-site, day~y oversight ofthe work and are GAO's
plimary qua1ityehedcpoin~. 'They ,

• promptly review work being done;

• assess the. reliability, accuracy, co~petence, and relevance of
evidence;

• provide needed advice or assistance;

• continue to assess whether GAO is answering the right questions to
resolve the assignment'sobj~tive(s)and whether the methodology
is appropriate to answer the questions;

• redirect assigrunents as needed toaclUeve their objectives;

• organize and assess evidence and outline and prepare the
communication product;

··..e 13.1-4 Pollde-.'Proeedarea Manaa1 November 1992
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Claapter 13.1
SapenUioll

.• provide,d~elopmen.tal()PPortlUUties·~~on-the-jobtraining;and

• plan and organize.hriPO~t illtemal'~ew meetings (e.g., ·one-tbird
~~~an~m~e~nf~c;es),documentmeeting results,
Gldc~.~pi~totll()Se,~fJ.1~pervisory responsibilities.

£Irs, project~~,or.i~i~o!S"ensure that the work u; being

doneJJ).~()~~"1tlli,IIPJ)~II!ISi~entplans in temIS of both
quality and wneUness. -, T'heycontmuany reascress whether the right

,Obj~~~Ild~~!h~.IRf!thodololYu; valid to
achiev~()bjeetives.•·.TheY'8lsO'k~pJ:#glltu' management in.regions,
overse.as0ftices,and/orJiea.d~a:dVisedonneeds for changes
t.()~4!Ilts,!SIiJJProp~;, .

Th~k~p~o~,~igl~~ts,~U~dailY contaetwith
tralf,fil1!vi~'Y0rk Prof,l'ess;.,.tt irt"Jn0ie lonna) way' thrOugh
thepromptreviewandevaluationofwol'kpapers.Prompt reviews
~.~~yimJ)Ol'tant\V~~,.~ri~ncedst&ffare assigned
·~.j9,~~~~~eY~Il~,~~~~marice'redirection, and/or
on-the.-job~.S~~()9"~~~kPJ.perreview must be
documented~ (see ch. 11, ·Wor~rsUad Assignment Files.-)

~t4ntdi~ctcrs, assjstant ,-egicmal "'19-fUlgers, aM 4Srist4nt
~" '",;, ~~ '-. ,'+' ..,' ", - '~- ,.-,' ',' ,': ,"., ',," .-':.''':,', ':;,..:":', ',. :,> ,,': ',:' ,," :

~~ma7UJ9ers 01" their tePre.sem.ttttiyes are responsible for
ensW#lgtha~finlt-lin~~~~l'\riSOzS#~rrOnningsatisfactorily·They'" ' , . ,. , .. , ,\

•.. ~,it~i~~unhgJPb~;

• promptly review wodqjapEftspre~~d by first-line supervisors;

• sam~le.those\lVQrkpap~&prep~~Y-staff and previously rmewed ,
~Y the pr5t-linesu~~rsi<iiiclU!iiI'lg .key workpaper summaries);

·paJti~pa.teinimport81\textemalmeetings, such asentranee or exit
cori.1'~c~;,,~riodic.~ri~U\gsol'sUitusrePOrts; andmeetings with
ag~~~,c;on~c~r,OrcOrl~ionalrepresentatives and key internal
meetings, ~~~asjOb ~esign meetmgs, one-third assessments,
message coriferences,ete.;· .

~ assess any needed changes on the job;

lJ'8d~~bi~~t-le\'eI~~ro~tOfPl'qgressandlol' significant
. problems on jObs andreq\.lesttheii advice and assistance where

ne<;~;8nd '
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Evaluating Staff

Claapter 121.1
SaperrialOD

• work with the EI~, project managers, orBite seniors to assess
evidence and outline and prepare the conununication product.

Diftctiws tmtl ngionaZlIftd ouersms mAftGger'S8le u1Umatel1
responsible for the quality and tiIi'le1iness ofthe work done by their
~, ~~y, the)'

• viS1t worlCldtetiAtia!Ypomts tnUsignments when possible;

• 'ftJY1etr j.ny,,"orJqNapers preplredby assistant directors or ,mstuat
regio@rllanagerl; ,

-attend particu18rly ilnpOrtantiDt.emal and extemalm~
c;i .. ',- :,''''''', c'. -',", .' .. :.:.' ..: ..... ,. ':',..': :_"".' . . _," " _' _.. .'-k,eep diviSion.,m&nagement advised of any significant problems or

progress in meeting 8$Signmentobjectives; and

- ellSUn!tluLt(TAO'soUtputmeret,stheijuaJity standards by requiring
thatl~~.~fereneed.that issUes'nised are satisfactorily resolved,
.andth8t~es are incorporated intO the products before further·
proce$Sing.' '.

When delegating oversightfuncaons,adequate management visibility
stl0ulcibe retai!led at appropriatel~elSto ensure that first-line
supenisors are perfonning satisfaCtorily.

Supervisors should be tactful and have a helpful, COnstnle:tive
attitude. They shoUldtM! eonsiderate ofsubordinates' views and
sensitive totheirconcems.

Supervisors should compare staff perf0nnance with expectations
and proVide feectbac::k for future development and improvemenL
supervisors shoUld prepare official perfonnance appraisals at the
end of an as$ignrnent orarmually, but they should proVide recurring,
fOntU!l,andinfonna! feedback&tt're.quent intervals so that.GAO staff
will lmow how they areper.f0nning ,and an respond to 8reJIS
neediI1g i!nprovemenL Ais0,supervisors should proVide feedback
and coaching to reinforce and strengthen staff motivation.

Ifperfonnance indicates a need for training, the supervisor should
provide feedback and coaching on what training would be helpful
and how to. obtain the training. ,Training opportunities are available
through GAO'sTrairiing 1riStittite and through external sources (see
GAO Order 2410.1, -rraining of GAO EmPloyees-). Supervisors
should work through the divisions' or offices' resource 1IWl8ger&.

who should follow through to ensure that needed training is
received.
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Related Materials

Other Chapters of
This Manual

Chapter 13.1
8apenialon

SupetvisorsalsoshOll1dP~Vid~'ee<lback'8na'c6adlihgOn'other
development8In~.,oTheyshouldprovldecounseling and advice to
the staff 01) hOW those neec:ls JDalY:be!st.~met.

Ifstaf[;,d~o~~rd.~~()r~tableperfonnance in any
job dimension, they shoUld PrOlI1PtJYreC:eive feedback and
counse1ing()llneededilJ1p~~~~d.begiven an opportunity to
.demf?~:iroP~~c;l~~,:' ,

GAOstafl".~r~~~~~~tyJ90~·,~that~onis
received. IfsuperYiS0iido'raofproViCle:SUtlicjentforinaland
infomial·~()~~~f~~;..tI'l~.~shoul~ini~sessionsto
discuss&9SiglllnentPf9~anatheirViork~ective(leE,.···.Asking

·.~~r~~b~~()W4.~:!,~,p~~,8I\dshould UnProye·.
communieatiori'betweenstaff~dSUj)etYisors.·· .. .; .,) .'"

pifJ(j,."to.wifeATJ111a;1i;alisll~'1"J.fr)'rlfanit.iI,11, cz7lClmEm~
provides overall guidancieforeYa1u1.tingperfonnance and spells o~
JH7fo~C~~ec:t~Ol1S.'Using thedt!finitions ofjob dimensions
and'Pelfo~cestan'dardS'irltheguidaJ1;ce,supervisors should
ass~su~rdirlat.es~~orkin rela,.tion to expectations, They should
.makethese~~tSobj~y,fairly, and impartially.

All perfonna.nce appraisals must be fully supported •and documented.
The writtenswnmary rwrative should focus on the individual's most
important accomplishments .and qualitativeperfonnance.. When
ratings are below fully successful or for developmental staff,
however, nanative mustbe provided to support the assessmenHor
each job dimension.

The perfonnanceappraisal also should identify feedback given and
the training and other developmental opportunities the ratee
received or is scheduled to receive.

(Additional discussion of the perfonnance appraisal and annual
assessment processes is contained in GAO Orders 2430.1,
·Perfonnance Appraisal,"and 2430.2, ·Annual Assessment.")

4, ·Standards."

6, ·Planning and Managing Individual Assignments,"
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GAOOrders

Other Publications

Claapter IS.1
Sapen'ialOD

II, -workpapers lind Assignment mes.w

2304.1, -&nployment otEzperts IIItd Consultants.W

2410.1,,-TtainingotGAO EmployeeS.

2410.2,·dolit4tuingProfessional Education (ePE) Credits for
'I'rainingarldOtherPrOfessional·.ActiviUes.-

~.l''''~ormanCe APpl8i5lLw
•

2430.2 ....•.AhII'ual AsseSslllent.- .•.
.' '. '.,

'. c;oy.".grient AtJditing StaDdartls, GAO (1988 Revision).
',:.;, .: , '. ," ",,;-" ", ".,_.' ,

Per10nnance Atmraisa'Svmm fOt Band 1, n and mEmplqyees,
GAO(June 1~1). . ,.' "

Band I, n and mT83k fiJl1de, GAO(June 1991).
:: .. ' -' - ',,-- ,,,,; .'.,

HowtpPn:paTe and DeliverPCrroDDMCe MPraisaJ§ for Band I and
nStafl". GAO (Jan. 1992).
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Cbapter 13.1
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ApPendix!:
GAOFonn 209,
Expectation-Setting
Checklist

GAO -Exp,ectation-Setting
Checklist

o
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. Chapter 14.0

Agency Relations.:
n Policy Summary

o

Policy

Policy Highlights

Auditee Agencies

GAO'spoUcyis tp

• further the etJeCuveperfonnarace of itS work by dealing
.profession.aUY:.:'fifhaudi~..agenci~an~.t>y maintaining objectivity
and indepeDdel\Ce.,atalltU1l.i .

. ,"'"i,;,:- ·.';'.l,::'i_"-:.'::ij~;,:,,:,:,,

,.•.·avoi(iWlJ.'~~~9r~~9P~9fP,()n()rO\'erlap by ~tair1ing
.·~ec9verelati()ns\\'ith.~~~rs'General(lG)and'Wit11
federal, State,8nd locaIageneyabdit. andevaluation.orpniZations;·
and. ' .

~.' "coordinateJllldecx»~'With~er l¢8islative support agencies to
avoid dupUcaaol) Ol'ove1'ia,JJ.. ,. ."

Professionalism istJutt:en'TleJ"Stone.,ofGA;O's relations with tJut
agencies it reviews. Day-to-day demonstration of stat!
professionalism.promotesac~tanc:eor,GAO'sobjectivity and
independence and encourages cQOperationand,acceptance of the
results ofits 'W,ork.

Assignment plans should recognize the importance of obtaining the
views ofagenc:yomc:ia1s.'I'he~ignmel'ltteam should build this
time into. the plart so as nott.oJ~p~dize~eetingthe agreed-to
cOl}\pleti()n date.

TO'eJZ$U~e.ffectiverelatiqnstllith a.u.tlite,e agencies, stlJ,[fmust

• comply with "single face" Tequinl'ments that pennit individual
assignments to Progress sm()()uu,y and pr()videa single contaetfrom
whichauditee agenciescarl1~aboutrelated GAO work,

• make space.and equipm*!lltarransement:; for work at anagenc:y that
are cost-effective.and do not interfere unnecessarily with agency
operations,

• use the entrance conferencetolrifomfageney officials of what GAO
will do (and where) and to()btaina.g~ncycooperation,

• demonstrate professional:ism at all stages of the review,
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IGs and OtherAuditl
Evaluation Organizations

Jther Legislative
Support Agencies

Cbapter 14.0
AaeDC7 Re1aUo....PollC7 SU11U11&17

• get access to all necessaIY information by infonnal, cooperative
means whenever possible, and

• get f"BS1KJf'&S'ib ojfid4l.s'tMtDsconceming the review results and the
optionsa~lefor corrective action.

(See dc14.1,-&eney"ReJatiorw-ExecutiveAgencies and Other
Governmental EntitieS.")

GAO's~on~bestbe carriedo~by workingetfectiveJy with
auctitl~~onBctivities'iLtallgovemmentlevels.

GAO cooperates and helps to improve the effectiveness of federal,
state, andlocalauditorganizati0ns.FundamentaJ considerations are
eftectivenessandavoidil1g unnecessary duplication and overlap
between audit/evaluation orgaNzations.

With regard to IGs and federal, state, and loc:al audit and evaluation
organizations, staff must

• consider the ongoing and planned work of those organizations in
assignment planning;

• ensure thatif' an organization's work is used as the primar,y or sole
supportf'oraG~Ofindil1g,conc1usio~or reconunendation,it meets
GAO quality requirements established by chapter 8, -Collecting
Evidence;- and

• 'nifer i7Ulica.timls ojillegalor4busive ClCtions to IGsorother Dgtmey

,cUditleval1.t4tion 'Dr investig4~ivegroups when directed by the
Offu:e of the General CounseVOjfice oj.Speci4l Investigeuions.

(See ch. 14.2, -Agency Relations-Inspectors General and Federal,
State, and Local Agency Audit and Evaluation Groups.")

In addition to GAO, the Congressional Budget Office (CBO), the
Congressional Research Service (CRS), and the Office ofTechnology
Assessment (OTA)support the Congress. While each organization
has different responsibilities and 'expertise, they may assist the
Congress in connection with the sarneagency or program. We all
share the duty to coordinate and cooperate and to avoid unnecessary
dLJplication and overlap.

Staff should take these steps:
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Access to GAO
Workpapers

Key Respousibilities

Chapter 14.0
Alenc:r &e1atio.....Polic:rSIlllUD&l7

•. ColllplymUt th~ ()ftieeQr~i,ianlPia.1Uung (OPP)ii1stnJctiOllS to
ensure that iIlf0lmati0n enfa'e(1 lilto'JqltSta!tsSoftware is
approPnmefol'entry into the Researcl1"Notifieation System. .

• ". -.. """:' t " .. .. ,i : .. ', " .'.. ," '.' -', .. ," .' .. : :~ ;.,,: , .. ,.' .'''

• EfIsu~,~.pY;r.n~work,,~7J9t~rt-n.ecesscrilllcruerl4P or
c1upiictite work 'ojcMth6 GiJ'eru:y•.Ifit does, staff should try to

. ~91v~the,~O,fduplip,titlf1fJrc:JY~W>. <,When that is not
pgssible, dlereasons.s.bO,uld~;cl()~~ted.

",,,,,,:-,:,,<,.-,-,: ::."---,,,_ ....,'.:...- "':-1;';' ,-;,,' ....."" ,'; ...c. ....:.: .' :.: ;\.'.-" ••;.,,.; .... :,..., .......:(,::":, ;',_'\."" c.'':'· ".:;';

!~O,te,:~~~o'r~,!~~;~~~~J;eClUestmadeto two or
~oreoft.be,q~~e$,··.~.···~clYpnca~on'.by·therequesterwas

ihtenti~ruii.'~~~~~~~?~,~fa~~ssa!)'to derennine
whether tile requester w()uld~Willingto have the work done by a
s#Igle~ency.•

·~UfibU~an()~erllg~~'S c:ontriPuti0nsto a GAO product and
eI1sure·the~~ty()fwork~edon'a;srequiredbY c:hapw 8.

Cseec:h.14.3, -AgenejReI8.tions:.-Other U!gislative Support
Agencies:) .

',.',i .:.c," "0', ',:.'

GAO gener3nY proVides ..c~to its owVorkpapers when doing so will
significantlyh~J>GAO'ssi.ster~~.ncies;JlgencyIGs; and other
!ederal, state, and local auditlev@J.uafj()ngrout>s moreeffec:tively

.meet their responsibilities.. ThiS is most likely when the other
organiz.lltion'~assigrunenth;cl()SelYrel~d to the GAO assignment
(orwhich w()rkpaperlLcc~tw;~nr~\1ested. Particularly when
an asSignment is ongoi~g,~ptssh,()~lcibe made to meet the other
agency's needs by alternative means; e.g., discussions, briefings, or
smoPsi2:~."'()r~·.

Up()n receivingarequestf()t~c~ess tQ workpapers, regardless of
whether the assignment is completed or ongoing, the issue area

. director or regional manager should consult with the Office of Policy
(OP). (See p. 11.1-11 for additional infonnation on access to
workpapers.)

For ongoing CLSsignments, rore must be taken tD ensure tJu1t such
reC]'UeSts do fIOt delay an·a.ssignment's per:fo17ri.a:nce.

"Singleface" ~sue creac1i,.ectDrs are respOnsible forIll~~ting~e

objectives of the single-face approach with the cooperation of other
GAO organizations programming work at the agency for which they
have single-face responsibilities.
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Chapter 14.0
AlenC')" Re..t:Io.....PoUC')" SamllW7

RegitmDl fI14fUJgtfrS are respollsible for representing GAO to the
agencies in their geographical area and for promoting the
cooperation ofauditee agenCies.

lssve mm tlif'BCtDrs lire responsible for

• keeping the cognjzantissue area director infonned ofplanned work
and ofsignlfieantdevelopments thrOUghout each assignment and·main. relations wttll. top agency omcials that are conducive to
C()OpeI'8ti0nandresolving access orother problems when their
partic:ipationisneeded. .

Evalv.a.tors-in-ch4rge tmd assigmn.enl fn4fUJgtfrS are responsible for

• planning work in away that avoids duplication with other audit!
evaluation organizations' workand. where appropriate, takes
advantage of work that they have done and

• meeting assignment objectives promptly and effectively without
unnecessarily disrupting auditee agenc:yoperations.

OP provides advice and assistance concerning the releue or
workpapers.

OPPis responsible for overseeing the system by which GAO
cooperates with CBO, CRS,·and OTA and avoids unnecessa!Y
dUplication or overlap.

The Accounting and Financi4l Management Divisitm~ AutLit
Oversigh.t and Policy Group is responsible for helping GAO
assignment staff coordinate planned work with IGs.
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Chapter 14.1

~Aq'.s:policy~tDt1.u#l~the~~~perfonnanceofits werk by
d,~.p~l~if)~Y!4t.h~cU~'ai~~~and by maintaining
objectivity and indepel\c:I~~atIiJ1tilnes.

Agency Relations=
Executive AgenciesfuldOther
Governmental Entities

Policy

()
./

ProvidiIlg a
"Single Face" to
ExecutiveA.gencies

Agencies reviewed by GAO t)'picaUYbave a\number ofpro~and
fun~ons'.()lle()fq1()'sdiyisi()~Ilf)I'IIUI1lYProgramst.be bulle of
workatap811icular'agency()~d,muCltc:)f:tb.at"ork is the
respons~bility()fasingie,issuearea ditectqr.Butother diviSiQDS and
.·()tlter~e~direetOl'!li1l8~1I1sO~1'Ogl8trlwork·atthat·same·"

.' ageneY,'e.gi';~e~)~e~t.Ittirfg('·iS!ueis:areinvolvedIn these
·.cUes,individu81assigfunetttS'progteSSmoresmoothJy V/henGAO

presents a "single face- ~the afIected:individualagencies. Agencies
.areihelped··.bygettingSta.tlIS infornumori'onGAOassignments from a
single contact. "j,"

o
Cognizant Issue
Area DirectorS '.

· To.accomplishthissingl~face objective, ,the designated issue area
:director (cognizantissue:ueadireetor)coordinates all GAO work at '
the ageney..Others who :programiwotkat the agency must keep the
designated issue area director appropriately informed and involved.

IsSue area;directots\v1th'sillg1e;.faee;respol'lsibillties

,• "Signlettersno~yirigth~: agency abotlt.work to be performed there;
",>-,"

,.review alldraffandflria.lproduc=tsafTectingttte agencybefore·they
are issued to help toensiJiethecOnSLsten'cy'of GAO conclusions and
recomrnendations regarding the agency;

• ensure appropriate GAO and agency representation at entrance; exit,
· and~other':key conferences; .....

• establish and monitor liaison and protocol ,with agency officials and
become sufficientlY familiar with all GAO assignments to answer

'questionstha.t arise;'

• enSure that GAQ.;wide' ongoing and planriedwork does not
unnecessarilyinterferewith.agencyope@tions; and

• help othefdiVisions arid issue area directors in their relationships
with the agency.
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PrOgramming Issue
Area Directors

Regional Offices

Responsibility
Designations

Claapcer 14.1
AleaC7 BelaUo.....ExecaUve Alend.
_d OtIaer Goftl'lUDental EaUU.

Issue 4tm directors who progrv:m tlKn'k at 4n AgtmCI/ must ,
cooperate to 7J'UJke 1M Bingle/ace objective tIJOf'k well. 1'hi$ requires
that they"keep the cognizant issue area direc:t.or infonned of
developments-particularly those that are sensitive or controversial
throughout thellSSignmenl Asa minimum, the programming issue
area direetors shoUld

• infonn th~cognizan~~e area directprabout,planned work as~
as possiblej , "

• p~ notifieationlt!tter$forhislhersignature;

• routinely provide copies o!GAOFonn 300 ('"MATS Joblnitiatioll
Report-Jand any changes, Omceo!Congressional Re!ations'(OCR)
contact memorandums,and other keyassigrunentdocuments;

• providea1l~and final,produetsin sumcient time for review and
approval before release; and

• gi.ve,notice of planned key conferences (entrance, exit, etc.) in time
for the cognizant issue area director to arrange appropriate
representation and to attend; ,

Regional offices are not. designated as having single-face
responsibilities. ,But they have significanttesponsibilities for
promoting good relations with organizations in their geographical
m:ea. This requires the cooperation of the headquarters divisions
and other regions. GAO sta,[fprogramming work or visiting a.
loca.tionwithin a.ngion's #)ountUz1'Y slwuld coordinate with th4t
regiDn or~eas offu:e. '

The following GAO orders establish related responsibilities:

• 0130.1, "'Issuances Identifying tile Internal Organization of tile U.s.
General Accounting Office; appendix 2, which lists single-face
responsibilities.

• 0170.1, "Coordination," which discusses coordination:

• 0175 series, which provides additional guidance for coordinating
assignments at specific agencies.
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Using.:ex~CJitive
Agency.Space. and'"
Facilities

Dealing With
Agency Personnel

Entrance Conferences

.CJlapter'14~i
AleDC)'a~o.....~ecatlYe AleDdetiJ·
and Odler GOyemmeDtal'Eat.!U. .

:Ci~ouses,exec:q~ve~~cyoffi~~~~~~dW:ilitleswhen doing so
~seI'V~thenf!eds ..()f.~AO~iscost~eetive,and does not
iIlterf~'withU1~exe~J;ive ag~~S()~ons.

sho~.~ ~em~tsf6rwo;k~~~an agency and for other
~PO~.iJlclll~~~mattF~,~p~~ingservices, should be
rnadein8,(:co~ce~thPI:9~lS~li!;hedwith the agency.
Attem·~&ho\llcl;,~.lriadetO·mietGA()·slteeds with as liUle<'''~ ' ...:~,,~>;":::" ,,:'J'i ./,;:,;:,,::0 ';'>~':.'_'·:-":<!·'I::;:'::'.":""; ,-:.',' "'~':::"" ,'~\:\.'r~. '-;.-" t·:,·,:",,;,· 'i".' ", " " , ' , .

I4dditiOll81cp.!t..as~iQl~ tp~~08l)dt.e>tbe executive agency.
", ',. .'. ." ',' ." ,-'. .", -'. ... <'""'",, . ,'" ',' .. ', ,- , .,.;.,' .'~ ",.' , ~:

;·:f~:~iprig.~,~~~ti;aIladfgr:~~or discontirluing a
~te,dIe ~tcc.lI1ptr()n~~enuf~iJ)perationsmU$tbe

ul
·:....lI·.. ". . " ' , '" ..' . . .

cons '-CU.

··.Additi~~guicl~~·()h,Ob~iB.ge~cy.~.ceisincltid~il.• GAO
Order 0611.1, •AcqUisitionandASsignrnentof Space.·

. . ",,',.:,',"': '.."". : ,,' .· ..c.: ". :,",. " ..,' ;

. , . ',' ",-. .

Timely 4nd..fclfectivecomp~t~ofassjgnTnen.tsisGAO':; foremost
responsibility in W01'k at an agency. This responsibility is best met
with the cooperation of agency offi~,and·employees.Under

nonnal circumstances, agency people are·most cooperative when
~ey.understandGAQ'~objectives,when (:jAO,staffare considerate
of their time, and when relationships are professional and objective.

Before beginning work~tan agency, the ~ueareadirector or
assistantdi~~tqrnormally hql~."'liniti~.Ineeting with responsible
top officials at the agency's headquarters. GAO regional staff,
designated by the regi0Ila111'118lUJ.g~r,.tl()ld~iptilarmeetingswith top
regional or field officials where workwill be perfonned.

The objectives of these entrance conferences'follow:

• Exp~qAO's.resp<)nsibili?~,.obj~tiv~,andmethods of
operation.

eDe!)crik)e ~tlJJ.tGAO.staffwillbe.doing,~hy they will be doing it, and
where work will be done. If: ~~ed,qA().will disclose the name of
the.~ongressionalrequeste~fopvholll wo~k is being done.
Aciditionally,*fthereQue:;teragTees' staffmay provide the agency a
copy of the request letter .~r~k~ fqr:.()pe.

• Provide an earlyopportunityforage~~.bfficials to give leads and
identify troublesome areas related to assignment objectives.

!

I

Page 14.1;;:J Polic:ielllProcedures MlUlual November 1992



Background Infonnation

stafr Demeanor

Cbapter 14.1
Aleaey ReJ&Uon.:"Eseeative AI-el.
and Other GoftmmentaJ bdU.

• EStablish tlgroundrulestttohelp accomplishassignmentobjecUves.
For example, Ifspecial clearances are required for GAO staff to work
in certain areas, 'the entrance conference should ptovideassurances
that staffwill have the requi.red,level ofclearance.

~meagenCiesestab~haprotocol for meeting with agency omcia1s
and forob~agency dodilnents;, 'GAO sta/fshould 4ttempt to

1I101'k':~fmiUUau#'~i4bleCI7'rU~but Q1ftftOt pennit
proCedures i.""posrt£liy em 1JiJt:ifJN to v71d~y interfere with GAO:' ,
~,autJwrityor the a.ssigmnImt:S tifMlll compl8tiDn. (If
difticilltit!!l0n access toiJlf0niur.ti0nare encountered, see ch. 7,
·Obtaiiung Access to Infonnation;")

Whenpossible, GAO stafrshould showcohSideration for agency
employees' time by leamingbasic ,infonnation about the agency
before conducting intervieWs.

Generally, the single-face issue areadirec:tof s,bould be able t.c>
provide background informBtion,such as "

.' prior GAO repons;

··:organizationchartsandtelephone listings;

-desC'Iiptions of agency programs;

-agency regulations, policies, and'procedures;

• financial and budgetary infonnation; and

- basic legislation affecting the agency.

Similar information on agency field operations should be available
from GAO's regional and overseas offices.

,'Dtmtonstrated professionalism emei. objectivity are important to
Qchievi71{1 Q.$signment objectives. When GAO's sta.tT maintain a
proper demeanor, agency officials will likely be more willing to (1)
discuss problems freely, (2) provide needed documents and
information expeditiously, and (3) impiement GAO's
reco1'l1mendations.

In meetings and interviews with agency ofticials,GAO staff should '
present themselves in a ~If-assured and organized manner; speak in
a tactful, nonthreatening, and nonabrasive tone; and follow the
normal protocol of social amenities. Staff should treat agency
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ExitCoriferences_

Cbapter 14.1 .
Aaeaey llel&tioDe-becaUve Aaeaci
and Other (YoV~nllneDt&1EaUU_"

personnel in anobjective,e<auit,alble,and courieousmanner.

In arranging meetingsl;Vithilgenc:y personnel,.GAO.sta.ffshould.be
awareofconstraints.onth~time. Staffshould

• seek;.'~utuallyagreeable~~

."st.ate'\VhownJ.~df.r9m9~O~d"1'ich agenc:y people would be
";mosUu~lp(q1~!h~mee,tiDg, . · .

• ,give an overviewOf19pi9it4,~~,and

·.esti•.bO\\TI,Q~·the·lIl~tJrigy@~el

Eiitccniferences m~t behezdcmeach GAO assiVnment tD,discvsS
th;eJacts.disClosed byGA,.Q~ .'IlJOTk.aM, .rM implic4tiDns thD.tjlDu)
.fromtkem.Exitconfenm~areanjntegral part ofGAO's audit and
evaluationworkandllIlo1jVGA0 to mef!t the fieldwork standard of
•the"YeUowBook.·As~iJnPOrtaJlt.~etof GAO's data gathering,
exit.conferences provide an opporturlity to validate the data
'coUectedduring th~ assignrnellt. '

lssueareadire~n;or9th~rsewor managers should hold~#~ ,..•.
conferences at agency leve1ssu!ficiently high to promote~ce
ontheco~ectn~of info~tioncov~r~ in GAO products. ISSUe
areadireeton;.shoUldgel\~ly~ndallexit conferences but
shouldglBke par'fjcu}ar ~ff9I'tSt.oattend, those conferences where the
subject matter is sensitive or controversial. .

•. lssue81eadireetorssho\1ldalendtvi!;ion heads about problems that
may maJce hq1ciing.~e~t,conier~nceWeasible or inappropriate.
Any unres()lvedprobleIllSShould.beeJ.evated to the Assistant
Compt.rQll.ers General forPlazmir'g and.Reporting and policy (ACG/
PoliCYHor: resolution. . .

Exit conferences also should,'pe.~eldat field locations where GAO
has done si~ificantw()r~,' 'I'ge:me~~ngson keyor lead region. .
assignments should be attEmdeC! by the regional. manager or other
managemel\t/supe!Visory staff as designatedb~' regional
management.

Foraddition~ informatio~,~eeCoIDUluDicatiQDs Manual COO,
chapter>12.11, "Agency Comments." ,
. '-'~'.' ',": ""., ',",' _ ,- .. ' -'.;-'- -".,-, "'.-. '", - , •..., d····',·.. ,· :",,,",
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Obtaining Agency
Comments on GAO's
Work

Written Comments
on Draft Reports

Cbapter 14.1
AaeneyRe1atlo.....Ezeeatiwe Aaeaelel
and Other GOYemlllental Entltl.

,-rhereportShould include the pertinent views of responsible
omciaJS,ofthe organization, program, activity, or function audited
concerning the auditors', findings, conclusions, and
recommendations, and What colTeCdveaetion is planned.·

GAO be1ieves tbat the views of responsible agency omcials help
ensure that jtsWorkis'aCcul'8te, complete, and objective and that .
p~posedreco~~ndationsare reasonable and are likely to correct
discloSed problems;

To get UaoSe'Views;-GAOstatfshoulddiseu,ss the preIimiIwy results
of work at successively higher levels throughout the assignment.

When work iscompleted,GAOconduets an exit conference With tOP
omciabofeach ageney or nuUor field or headquarters location
where significant work wasperf0nraed." This discussion gives agency
omcials an oppOrtunity to learn abOut and comment on problems
identified by GAO. At that time, they can state disagreements,
provide additional information, and'discuss corrective options.

GAO 'IDUJ.,' to the' &rtent f1"JCtU:tJble, give agencies end other o,[fected
J)4rties lJleopport1mity to provide written comments on draft
Te})071s,especiallywhentheissues involved are very sensitive or
controversial'or when the report includes a particularly wide-ranging
recommendation for action by tt,e agency head or the Congress.

When written comments are not obtained, the issue area director
must be satisfied that the exit conference provided sufficient
assuranee'that GAO's repOrt is 'both factually correct and fairly
presented and that any conclusions or recommendations are
appropriate. The issue area director should notify the division head
about any decision notto obtain written comments on reports
involving sensitiVe, controversial, or wide-ranging issues. The
agencyandlor other affected parties must be notified when written
conunentswill not be sought

Due tc urgency or other reasons, a congressional requester may ask
GAO to issue a report without obtaining written comments. While
GAO will generally honor a requester's wishes, issue area directors
mUst qecic:le.",hether the assignment's significance and potentially
controverSial aspects and the general impression obtained during the
exit conference necessitate the need for written comments to ensure
that the agency's actions and positions have been appropriately
considered.

I~
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Referrals ofWaste and
Nonserious Abuse

'.'.

GAO·.Assist8Iteetd
Government
AuditlEvaluation
Organizations

c

~1L: ....

~."'r-r",,·i~":JG"~:.·
ad"IIIlaIIJ,~_~~··'.·.····•• '1
AlldnUdBwln"'_GIaIIiI ".:cr·:

sdsbouldCOl1lUlt()SIbefOftcOndudinllDa.lf#1,~CF.
bridnl'an IIIaudiflea1uIItiaIt where.a crimiDallefmIJ"hIs been
madeoris~

~;"·a,~.._trt,i¥c»'»4··audltudevaInatjGII
activItieis1t1Il"GfIV.aiaileat~far"rname
puticu1ariy heary in IWditstandards and aclt farmn Il8IL

GAO'aenmDY~with requesII, particular!1framareand
10CllIovemments, .by

• providingsraffforspeaking~

• as.signingsdfor work em a ternporar)' basiL

Requests forusistlnce may be IPPmved tUney cam:rib1Jte to GAO's
abjeetives and If resources.are available. GAO OrDer 143O.l.
~dingAssistance toSWe and LocalGovemmems GIl

lnterlovemment&1 Audit~. provides plidance,inC'J''''iDI
circun1swlces in which requeslS can conz:ribate to acc:amp1iIhzDea
or GAO'sabjectives.

"!be Exec:utiftDirt:c:tar.lnterlcwemmema1 Audit Farum.1IUQ' be
c::onw:ted far adviee'aJld .ssiance.
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C)
,Agency RelatiQIlS--
Other Legislative Support Agencies'

Policy GAO'spolieykmalaJdilaate.and .coope:rare With ou.r~slUift
support .,eneisto..mddupJic:aUcinor~.

o Agency Roles

CBO

CRS

CBO's buicfJmcCi~islO u.siItiheConanss in c:ar!7iDC oat the
budgetpl"DC.'elS eStablishedbY. CortIr'esional Budget At:Lat lSJ'14,
as ameNiecl. 1n~t CBC)

• J'I"OVides economic forecasts as a framework and analytical basis far
bUdeet ccmsiclermons;

• analyzes bud,ewy policies,~·and Iftlnds;

• keeps score Clfthe ItIZZD or.congressiOlll1 aeticm anb badIet; -.d

• .. ~thecast.afprvgrams.

.. CRS provides information, research, and re!erenee materials 10
asist cammtueesadMembmintbeirJegisl'me and
ftPlesez.4tltite tu:r:'c;i~ AlidlUcnaaDy,CBS provides

.....• ~ce.ISSi"iii'acelr\u.e~~ and evaluation af
.slatiftpfOPORk;
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Central J,iaison
'Responsibilities

e>aJ ... 14.1
~ •.1,,._ 0tIIer ..... ' c!N"" mAil dr

a aJiltaf8Ubjed&ad policymas tbIte:amm!""s..,....1D
anaIJJe in depCb; .

aaJiltafpt..-&II&la=id1i8achedu1ed tD tmntmte .,&,,111I
c:Uznateaacr-

•~ ..COi.-igbC.""')etift.......cm1l'blcJ:l..""""
·'baw...~cmaed.tDclI1~~.,.. ."'i'!"••• ,""'of
.......,,: .'.. w·Jd:uW1aCId~acr.tGIIIPevioCallJ'" -' .'.

• IQIIdI..:.....arbDIIMd""'JaIicat otaJIIiIftJpabIic
IIISUn: JnlNduc,.Unlb!~

'c,:,,',''''' ',"', . -.-" ' \.: ',,',' ""'" ..... ",', ' ..

~.at.A..~tD"'b",,"'sadld"'d..at
t1dad~.~tD~pa1ic:J~ &pedfi_. OTA
,,,"tbe~JIl

a ~~ectre1ltianlhiplar~
..mcaDCIlS,

• idenUf)'iJiI ahemItift teebno1aIical'medIods ofiInp'cDei.c
~acacn,

a ideidlfyitiC~pr....faracbieriD&'nquisite acu.
•. eItb,.'he IIId etBlll*l1JCthe elfec:ll ataItemItive Jnethod:s ad

propams, and

- ideudfyU"8Ja5 needinl ad4tticma1 r.a.n:b ar cilia CGDec:tian1D
suppcm. a&lt 'SIlL

'1'be I>ftcuJr, Dmce ofPropamPimnirt&. (OPP), .. GAO's
caantiDatian aDd cemraJIi_.deja! CBO, CIS, and OI'Abaft
asiped'simiIar lespcmsIbDltits to......ofIici·.

'DIe8eotlici·)s!laft _blilhed a.,.can and cauuulallD IlNiWe1tc
(1) caoperazift.8znDI.....me worlazt& welL (2) p1amJed. wark ill
natdap1i~~.(3) problemsaze.J4~~ 'ftae
camci')S.--nri1JlNti••_~CoordiDatiaIl Gftq), 1.0
....proczess aDd to diPcr-p1Inned.wort. Apple•• ii"'" aace a
,ar, the ilIee1:LUIS are ezpuadec! too Include the Oi 'i'ijcMler GeDaaJ;
the Anisrmt CuruptNDer GenIal far ftlzminCad IepcJrI:ilc (IDJI
PU>;andthe Direc:tazs ofCBQ, ClS,IIIIdOI'A.
JIeItd-'P.a ( I..M. .. ".

., ..ue



; .--:1ViItl:",:III••"":CIlm::.II~*'::::····.·:'::IDUl::·:-.f'I::·.Il1~U=fl.::II-:··~=.·..::.··.tiaIade:=::et···.··.·.·::·.ao:":.auo=.~",.:=.tIICft::·.·•.:::• .::,~:::;:•••.•:::····.···:;·7~i •·· •...Recni_to'I'WoQr" . ~'GA0*lt"""amIIaa:IM""""-1D enain"1iGt1M
More Agencies " ~"'_~·'1be1lbou!ddist:UlStiIe.....

farlll"'ltIMi!Uplf:IIIIl'.~.•·~DdIholaldd6'minehowdap1iCltian af1t'ark
can be elimiDared arminfmMrJ. GAOItafrIbou!d'documenteffcm
~&'ftIId_1i••tij..'CHlii!ic;Gf;~anaIRe1atiCIIIIc:cmzaet·
lftI!IIIOZDdum..db,,~&jDtiiCtar, OPP.

o

h:,<"·':'
-.".,' \:~ ;~,,: :.:. ' ,

Cooperation and
Coo ,~;~_...: .. .•...• ruumwon,i'
Metboqs

.,.'-'r;\,'';

lnfonna.t:ion on
Assignments

l4etbod.sUHd to pramoII!';.~'IIndCDOldinl1:iallJnclude

'.'" .;.staIitit&tiifMancil',lIii,diaia"

In addltiem. sd'Ire ~'tC)'lIaftinfanaal.arkinll"letjaDF

far 1harirII.~~.f'd ..~cmsan irrprcIc_ad
"p1aJmedwDrt" Ifa carllft!lliCllll1~asia; btu:h
dileussicn be JimitedtD~ ~[ ·.Irrfareffecdft~the nqueltlbouldbehanDred., ..' '.

.; . '~'!J. '



lrleetIDp orSu})ject
MatterSpecifiUsrs

Shared lnfonnatlan and
Reference Servic:es

""pllflU
....a:r ...•a_ C'p-I • 1 r ........8R....d=

~,;;~,tbe~CoanIiDIIiaIlCam""t""''''
IIlI l:iIiI";. G:.muecrm,n.Ilj'MCi"j- frameD c1the Jet,hdlttft
..JICii.1'....ai•.. At......';'••.....dililC&DDlIIId tbIIr
.aaaatIlrJIUIIImacblrarri.

• faIter;f=9i4bwina---1DbeneBtfl'am 1he ather.......t............
• idenU& ad ellndn.. the JM*IIIi&lfar dap1iCl'tiara iD c:aa_ar.
~.~ ..'

.• diIeIaI~ DVal1..t!InIItafeach .,...,..warkiD.~"'·

• ideadtb IIIulsthitthe~iI'" arwDl face IIIthe"!II&ItIraraaDd diIcuIS'WII1Sin which abe~ can.CiiDOJi&iiIIe tID.... .

CIS IIIIintIms aevaaldlra bIIIIIaDd UbnIITI.. DlC&....
avaDIble to GAOsdduoulb the GAO1IbIm7. Jnduded aIMDI
ti:Ie rwolP'caaN

• bDldi&-mes,~..lles,lIIIdblbliOliaphic cbatianm.;

• .NticlDlliefezDl~ IISCIUftS tIlts,:wbich d-=ribe Clrl'U'iPtiGIII
afrming a wide nD,e or infQl'lD&tionames;

• 18ar,yarecmaz- CCIIIIP'n....CItI1ocm.;

• SIZr'fe'Y poll files. wbich cCilltulJnformation about and SUDIIIW'ies of
public opinion paDs c:cmdueted in the tlDtted States and the nsu!Is
ofaIeeIed speciel Uft'II c:cIIIducred far pvemmem qencies ar
JUivate azpnizatiaaI;

• tennmtin& JII'DII'UIlm.,wIIich desc:dbe federalP"'P'-.
a=msiIs,ad carae-cime arnaJ!Tin&repoN tbIt byiaw~ar
ate due fartrnniDat.icm GIla~ date; aDd

• public poliey JileraZure !Des and inde:DI of popullrperindi....s·ad
boaksC'Tllopd bybUbatr ofCartIN& '

'DIe Diredar, OPP. in c:Dr4Catian wtIh the DnctAr arthe 'l'nizIiD&
J"'tjtl!'e IDd CBO. CIS, ad orAftIIJftII!l4liIti...

,..

lice _~ \ )
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CIaapter lU. . . . ." ..,.....j .
...,.......~Crt... 'jlttft8~AI....

,. .........-.;... .........._ ........-....;.".,~~~~~.;;....;...........;.;.~.;.;;.. ";"..iii";":;;""""".;;......-....;;-...~~

- anqes mtruainill& ant.beJllissian ofeach af&llieIam'..".r;.
ad

- idenUliesadtmple'HtiJ·tM#~lIiDan.rtbe.,encies ",Mldt.·: ..
would Ierft a UIeful.~

•

.Assignment
ContributOrs From
Other Agericies

BecauIe·ofthm·..kmnrledIe,.aperUIe, •.orwvuhea"In·&~
ara.... ceO., •. c::es. ..orOTAInI1.~suta1aLt~ft!~Glltoa
~prodUCL .~is~fn~eq#."Wlj~GIl~
~enrs·Jo~the~a!1!Dl'k~brotbell.
mcluded in .c:hIpte:r.L1, -CoDeCsizIIErideacI.-

o
Access to Draft
Reports

1ssue~direc:lQzslhqD1dcamp!y With mr.era,enernqueDtD
rm~ draft l'eponswhen'~ arinfOflMSian orapedille

:iji>""·,,,·!;,~;~beensubstintial..Jnmany instanees, asking forauchaJeheW
may be desirable. .Commenzs reeeiYed mould be considered in liIbt
ofall the facts.

Revi~wing Work.or
Activities of Other
Agencies

l!interchanIeon an assignment has not been substamial and Itsister
agencies ftqUtSt the dmftprodue:t, the Direclor,OPP, mould be=mW_ .

GAO.sdareoecuiona1)y ft!CIUestedtD review and.Pmvide
comments-eitherfonnaDyor infarmaD)!-on.draft and final~
budget proposals, ete.,by CBO, CRS, orOTA. Weft~wark
on a sisterageney's assignment or produe:t, GAosWrmould notify.
the I>irec:tor, OPP. GAO's poUcyis tDnatIfy the otherqency orour
p1annedwQrk and provide it With an opponunttyto cammeat an oar
work.

L
c



OtherChapter
ot'Dds Manual

GAOQrder

'r

O.,-IU
., ~..,.:t__JrJ .. ' 've_jA!I'l~.d.

·lGO.l~ad·CamdinatanWJchtheCaqr iona1
JlUctIetom~the~Jl·· -=Serwice,ad the omce of
'hc:bDo1O&fua ,_- .
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n
Other Audft-2nd
Evaluation-Related Policies-
fo:l.icyS~·

".:" ',','-" .. _. . '-', ...... ,, .... ,-, -,.:- ...

o

Policy··

Pmpose
••••

••

Employee Ethics
and Conduct.·

Gifts, Entertaintnent,
andFavars

GAO emp}oyeesmust CONluct t.bemIelVIs in aprof-analat.I ..
tdUcallllalller'irlthe..,.tbqdD the1rwark ad.hcnrtbey·cleaJwIIh

:.*-W#bwballl""~ift c:am:act.

'nUs chapter~eQy~IrOmePQUdesaffeearc~
audil·.s~·acemaiflS·.t!lathaft.lIGtbem
~iited'Iri••I!d!ii!""Or.1IIIIIIII1. DebDs ffIl
~~pca1icies~'~m~JI.1,~CXber.Alldlt·
~~UIJicrn.'el"r"d~I1I6,~c:bIptetl~~mdle
••!lMmlUPPJ~\b1W1ioulGAo~IDd··DO&ices.

·wdIiIIC.Dd~~;<'·'
,"(

,:,..:;..

• prafessiclnlleeoc:tltians,

.~... ~c~'far~arL;(8IId
"'~>;'~,<'.': .. ,,;

·"J~riI""'#lr~_'«:·

Addi~onaDy, tbis~Prvvides. quicklefererace afGAO ordeIa'
IlJDtices~~1.be ~IIICU:ricludesalistirII of~
Jij.1bJjr:tl!ians~~·GA01~!manualL

GAOemployeesrnUltCCJndgci~man ezhi~ fabian ad
avoid the .appemnceafmw¢bic:aJ·cmuluetCJr'pradices.Emplo,es

···IIUII;t_beirlvo1vedinc:i1'ct~'tlIattzmte cantlie bet_est
RJr~1Ddthe ~GfrGAOemplo"ulCht,mch as .e'lrinc .
~mnemframqencies~auctitecLi .

...~P.QtentiIl_=aist,GAO ei;ijI1Oyees must iDfcmn~
.. ~"ofnc::ia1stoensare that com;c;titeaclian iuum too PIalfte

tbe.c:recSib11Ay orGAO's wmk.
• ' ';";:' ",,,,:,'.~_:.;::,.-',,,;"":'i-.":.,., .",

GAO~.IIlUItDOtaecept~orIftOnl!W7Wlue.under
~irl,W'bich~-=lIUI1nsuhin arc:reate the
~ClIIlafa~af~
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PmhfbitedProcuremeDt
PncIices

'.

Financ:ial Interests

mtside Employment

c> 3 _.aLe
0IMr.....'·....,.,tt_ P"etefhDdv .

hllc:r
8e
-~

...

GAO-..t'..DC¢ accept..lIaIDcadIImoralJlddrtlaflllONS"'"
wlue forwzttiDI uticlII arme'riDI"'- bued onlheirwark.
GAD.

All.GAO''''''''wtIo ._Ited·'arlU!lC.lnDlJlypatictpet"" jn
a GAOpzoc:w....or...,..." ar aeproblb\ted fraIIl

• m1icltinlu ~tiai. arclirw!r,f..~,n:tDtP1D1JD1111t."'"tU_= .. ..' , .', ,. ".
"i•

• ~JIICIDef.lb'hJl.ar_atftluefraID the~
oar

MdttmpaJlJ.~aze.JIIQbJb'biCf,'far aperiod.arz,..a
the dae af'lut patiCtpaiaa,fraIIl~In........ tile
camzac&ar arbmbeiD&.....bltbIt c:aaIn&Sar•.

See Na1ic14w."l~.w.meeatPedera1PmeatemeatNicJJtJ:t
AmendmeaI:s.a! 188B." arcaract the 0tIice afthe GeDeral ee.-J
(OGC) far ecl4ttiaaaJ illfmmetj· ••' ,

AI1~CIDI1-.1ta1lIlplC:ilJ_RziaDlI!S\t~1IIId...
1P-ci.1Nmpioteaianl1aaa1r~lIIIIItmeanuaJ-SC.'!IIIBU
arBmplC/1l1Wi1tudftDInCiI1~fan18 ifthey~ DDt nwauiNd
to me the SenIte Public PmDc:iI1DiIc1-. BeparL

SeniorGAO~aftlllqlliI'ICUD.fSlea SmIte Public: PmIraciIJ
J)"dasareBepQrtpmgD;rIllldWUbin·sti da)'S arbecinniD& ad
teniIira&tirII aaplO)DteIIt wWt the federalI~~
who~a~moreu.n30dQs after It_due will be .llII ! lIa
aoo.fee ""the Ser "t

, 'lbedtcitoian ora!Bee head ar....limltie.iew1be.e~
••'emallS lInd.derGDdne~a cadiet Dr poIddial cgnftjd
aisI:L 'Dae ."bmitsicm ortbe........ bowe..., doeulGtft1ieft
empl~afthelr ob1iptial\to ditIqualIfr tNaDIetveI wbme••
~r:nnIl;et"a~ar.mlm"ci.Unt..
Incl1JdinIcirae 'deztued framDODlOWi.mlDl!llt emplO).....

GAO emp1o,ees WJl......iraCIUIIide·~"""
dbcJdtCOlllpm.ticm.btmDatea!rlpettb1ewUhtbefuD8bd
Jlioper disc:huleOfthelr1D'&iUi&it~If~,
receive permissicm tDenpplll .....de actiriU-. this illfmnetim
IiIDIt be included an their ammal fiDmc:ia1 cJitrclOllft faaIL.

_.

JlaIla~i ~[I••Me'" .', Ikts _lID
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Ch u.o .. ..';""> ..•'

':__'~lIIIi.dfip"df"·lIJ't""~'d.
hUcr ...·.·'7 ,>'!I".~\ ' .

m:~~>=.==.~:::·
•........ ··.';anj_f~IICi.tirj*'·W~, arpec:hes·.muSt cleIr1:be

-,jii!l'IiuIEi:4d;'~""IbI\DaIh{thedit'iliallor amce had.
;".; :',:' ,';:'r.::,~;" '!f '" .. ' , ">'. \'it:::"'::i:{Y ',;::-;:;;~_, .,: :,. "{":;

o
I

~;r .•.. ' .......,
c.lWesSlO.L1AI

Associations

GAO'· . .'DsJdto~ad _ . Itempraf-em1
,,- ,L "'~~i'~Q_'~~DrtDa-eofG1o.

Sueh aI'N,tjcmsbip CIn help " , ,:

,:'::!t~'D1:~;iilda.~,
':diladtd!iliGttjii'.n;illd!''';;:;',,;'> .. . -'

"';)"~":',_>:":':""'~_' >1 '~"':' ." ',;:::y":">'"

• dievelOllsat""""&1Ii1ti!:!.lDthe.....,.;·tianand GAO.

: Dealing m.#\'tile'
• News Media ',.

GAO m&lasaneh,ltiec1iDfcrndtiOl\'6ftb audit_ evaha1iaD
~-~:tOtbe;:~:Uda1:templs mbe. l'tSP"wjw: •
passIb~·.'·TheDin=dar~ 05cleQf'Pub1ic'Ji1faizs (OPA), is respaIIIIbJe
for providing the media wW\'aiXi!Ctlnformaticm. OPA JIIIDVideI
infmmatian direc:d)- arldas~m~GAO-.It

~.1DaIt'-UDr~arDCial'ilbou1dllSJlCltdtDmectia
iriqulrieiabout GAO" aUditudevlmmaa~ .'.lnquiba..' .
aboDtJlllZ&m·that aze·1l!iDIItifie, ft!StZiC:tec!. crc1,n!fied, ·howe iEL.
arembedireetedto the SeaiarEzecutite Serrice ar~

.Ii•• _u.



•••
••
~ofRe1ated
GAO OrderslNotices

• Q..'ftft_~-"';• w .......u.LIAl.Y of
• Policy-Related
: Publications

. Key Responsibilities

.o.•• _JU
0IMr ' 'In Del 'JIe1'dr
~ .,

cdlic:jel_wlNefarIbeWmtartD OP.A.~...GAb
poIio'_.........'i..._ tID be nrcnct tID OPA. . .

GAO-a'whD...1IIadwllbalDl!ldiaJQu,w' "we IIIUItJAi!J*R
a·........ldamfarOPAbzieIbv.Chih.rtrhCthe"""¥' ladrUo
--PZWDPtb'''' OPA wbIft_lamtbat&f8IIIl ......
..Mel a report and the media batebeI=......GAD filii rims

, .,· •.. c,··· ..•..•. ',' .. ,. . .. ' _ ,'" .•... ,'" "."', ",'

JPar.ddUtOnatlDfclll:znadaa 'em +ieBcCwJdl the...,_ .......
1U. .

~trIlndu~tbe~,CiAO"de&'Dalics tbltpenDt 'ID
audltDd evalua&iarl~. '1bellPpeMiz.fa1kMs tile
Gfta1lCllP"Wiamaflbis.m"""IladpnnjdeIa CftIUwalttlle
GAO anlmthatRezefinDCId'ih~'chIpterattbilllillmalad
the CouummiC'tticzm MmpJ celt), .JUI iIclnded • a qaict
ntenacepide.

~·U·inchldlla" CIf~ pabJieetiGIII tbIt
8Upp1ement this lnIIIDIlad'bmt ·"TheIIe pubJic:etj"CII 8ft
distribIned to GAO.wrand~.....,..n,b1e GIl the
ADlamated Policy Guidances,... It iI inrended to be a.QIIict
I'f!f'4ClliilCe pille.

GAO·~ID1IIt be lamDjl!'wWland·adheft to the·cnnfliCS4
imeresUaW5 aDd....·afcanduc: desc:dbed in tbisc:hlpac.
Each-:Jne"i'berill"""'Nt far ideuUf)ilC and Pluped)
nscaJviaI dIicIl__".-ninC~behmat,

z.ue G7'C~..,.".., tnaftIIIeI'S'lIJ'e ftSPGM'ble far
ensuriDg ttWsWrwarkinl cm....auadS.and acti*its wttbirl their
CUllIrOl fo11ow the pa1icies.8Itfozth inthil c:bIprer.~abe ather
I't!!fez_ace c:ttIIi..Jiaed...If'-GIIIm.eabaat tbe
mlp1emeliUltiC!ll1a!achiK'licies,mIIfDJa1d mmacttbeAaJI
PD1icJ; the~. OPA; aDdIarlhe Genez:Il eaar.t.,.
apPiCij4ia1e.

OGClnterprs lepl nqabezaedi ad provides pidInae to ....
GAOstdrin fWmlinI1beirrlll'O~

OPts tile focal point farncelvi1c ad c:oordinItiIII nquesta. weD
• far'respondinc to I'IlqUISII fram·the.pub1ic far ace IS to GAO
illfannaUaD.

')

.0 _lie
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'. ' . ',_. '•. '..:. .,., i. ~

". .u.o ' .
.•... "QOIIr~·ad teCS'.didi4h1I.........PoUC1e--'7 ... , . ... .,.,

... .

OPAisnspcmslb~fcF ctea1ingwitbtbe news media, and ar.rt .....
questions abould be adell_Ie! toOPA.

: : .
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.Appendi%I: .
Summa!7 :Reference
to Related GAO
Ord~otices

a. 1LD
eatMr UIll..' " •• , 'h'Id..hIic:r aa.111U7 .'

iuppar.;ilag the
~
eh.S)

01lQ.1

OlJO.LIO

OUo.ul

%"735.1(.1.-81)

0110.1

013D~11

001.2

141Ll

leei,JRicm .Jettre1Dtbe
PUId_andJazilcliCCian at
Ihe.Gmaal~·.QtIce

OIice ar.a.eGeneral C'tC'Q'IN!

amce atCcqreIIianaJ·.JatiCIIII

CanIinainI ProfeaiaaaJ
Educalian CePE)·CIediIs far
'tlaininc and OtberPmfeaiCIIIIJ
Ac:tivtliw
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o
Other Audii-"ari:d" '
Evaluation-Related Procedures

~olicy
"'GAOelllp16Y~lI\ustc6~ciuettheitwel~~in.professional and
ethi~nwm~irldoingtl1~'W()J(kand igd~with those with
whom they corne ineont8d. '. .... . " .

Purpose

EmployeeEthics .
and Conduct

Ethics

Thischap~rproVides8dditiona1detailson sorneo! the procedures
·toimpl~~tGAO'SOth~audi~.anci~uation-re1atedpoliciesthat

··!are:inotdisCussecJ·elsewhereU:at.h~IIUII)~.Spedfically~t!Us chapter
.addresSeS .' ;,'"".'.", '...

••..Writing'anci·Spea1cirig'.adi\'iti,~and'·· .

," J3e~~'of~~e'slliuqUepOSitidn'iIltht!f~eral establishment, the
org~jzati'on'·8I\djtsstaff'rnUstibeC:redjbleandbeyond reproach in
allsi~u;ttlOriS:Staf.fmustnot'bE!eomeinvolvedin confliet-of-interest
situatio!'Sor give the appt!arallcethat such conflietsexist.

,.",;,,,.- :.. . ,;_..... ,: ..,:',,:,""""

'.. ' - '-'" -'," -

.' The(c.omptroUer/Geherale5tabUshed,the tone for employee cc)Oduet
and ethical behavior bythefoUowing benchmark: In deciding
whethertheirconductisethicaI,employees should ask themselves
whether they are willing to have itdiSc:ussed in the press. Ifnot,

. emploYeessh~uldnotbehaveinthis manner,even though the
conduetmaYllotvioIate'anyspeclficnJ1e.~Apositive.answer to this
quE!stion will go a long way to avoid embarrassment to GAO
employees and t:he agency.

GAO requirestha:Utsernployeesconducttltemselves in an ethical
fashion aIld aV()id th; ~PPearanceor unethical conduct or practices.
EmployeeS mUstnoibe invcdVedin ckcumstarlces that, invite conflict
betweens~lf-interestal\dth; integrity ofGAO employment, such as
seeking employment from agencies being audited..

,,,

Other conflicl-of·interest situations to avoid include

o Pace 15.1-1

• giving improper preferential treatment to any person,

Policic8lProcedures Manual Noft_ber 1992



: Seeking New
#I Employment
#I
#I
#I
~

~

~

#

Gifts, Entertainment,
andFavors

Claapter 1&.1
Otber Audit- ad Eftlaatioll-lleIatecJ PrDced..-

• impeding gover~·,.~'r~ent efficiency or economy,

• making a gOvemrnent decision outside oflicial ciuulnels,

• loSing·independence or~p8rdality,and

• adversely affecting the public's confidence in the .integrity orthe
government orits opemtions.

,."'/, ;'

WhenpotentiIJ conlIietS'eziSt, .GAO employees must infOftll
8PPIOPMte ofliciaJs to ensure that corrective action is taken to
prevent the compromise ofGAO'swor~ .

GAO employees are pennitt.ed to.seek or negotiate other . !

employment with'a private employer or govenunental entity but first
must notif)' bislherrespec:tive isSue areadirector~d; Ifappropriate,
regional'rrwmger before beginning or continuing to work on an
assignment·dealing with that entity. The.issue area director mu:lt
then take appropriate action to ensure the integrity ofGAO's work.
As soon as a nwmger becomes aware ofany mnploYee's active
employmentp~t with,an.aCclvity h.e or she isiwditin& that .
employ~ sh0\lld be. reassi@ted.to ditrerent duties 1DlUl aJob.01fer
has materialized or has beel\1nthdrawn.

GAO employees may not accept gifts, gratuities,favors,
enterJainment, or anything of monewy value from anyone

• who bas orseeks to obtain business or financial relations with the
gOvernment;

• whosein~~y be substantiaUyaffected by the perfonnance or
nonperfonnance ofa GAO employee's oflicial duty; or

• who conducts operations that are subjecho audit, investigation,
decision, or regulation by GAO.

.EmploYee$may,tlo"ever, .at:eept

• food and refreshments ofnominal value in the ordirwy course of
meetings or on inspection tours and

I ." , ' .

• unsolicited advertising or promotional materials, such as pens,
pencils,notepadS•.andother items..worth less than $10.

Page 15.1-2 PoliciesIPr~duresManual November 1992



Honoraria

Prohibited
Procurement'
Practices" .

Claapter 16.1
~....., '. er AacUt·UldEft1U&Uon.&eIa~boeed.··· •• ·.·.·.iuw... ".

o • ',_ ', ... ', •• , "~, ' .! ., . '.~\ .. ..": ,.i', :' ..... :, ", :" ." _'.';". ',';. ,'. . " '. . .;_", __' . . ',.... "'.. '.' . .

Under the honorarium ban in the EthiCs Monn .ACt'ofi989,aD GAO
employees arepm~bit.ed frOJEl~~Yuag'~ paymento~'~~ or
~ of:v;UQe fqr,~~~~.~ cJr article rejardless or
whetherthe~bjeCt,~'is ~Jate(ltb'tiislher omcial dU1ieL
~E~~~~W~Q~,~r~~ .•~.·.~.;~,to·.GAO'worlc
1l'a.Yb&~Jl.~~l,o~~QIIl~r $2~~paid directb'tD a

·qlialitied'Charitatile"o'~Qn,~jJt':*rt'ih4ividual tu deduc:tioilis
. notallowed.Tra"~~~·iijic~iftcident toanappeuanc:e.

=~_~~r;r_,qr~~~~
,:~~~~~~,RrCX;~~~~.n,ot,,~~·theconduCtof.
ptocurement" ." ···"'.'>,",:'":'):i"~,·<"·'?,,i .'. '.. '... . .

'"",:,,,'; ... ', " '::,':'", ",_:',:",d,;"~":_.'",,,::,.;,,,;",': "_,.':,',.,', .:.'::. ",:, ,.!': :,::'_"',:';

·,~tl~~~"l:~l'•.'.'.""'.)~ ••~P~j~~t'With.the.con".or
. ,-'.l;;:.',:,. :,).;2':<"

·acc~tJ1l~neYI.gratui~~lor~ orval~efrorn thecontmetor,ara
eompetingcorittaetor,'or ." ';,'(,,: '.' " ," .;:,

• disclose 8Jly.pr,c>prie~ or souree selection information, unless
authtirlzeci icrdoSc:f,'" ."" .. ," ",,' . '.

. p,~~0na1 or,!l~bst.alltia1.particip~on~tll~conduetof •
proeurement'includes'i'.· r,> '.' .

•.,revi~Wing a,r appro~ga p~ent; ..
.\,'.,;) '~.

••• ··.....deVelopingacquisitic>#P18ns/sP~cati6~,swements ofwork, or
., 'P\lJ'Chase deScrtptiQnSfreqlie$t.s;""··' i ..<.. !(,

• developing solicitation Hr contfact:' clauSes;

.,',' ',,',

• neg()tiatingoraw~ingthe c9ntlaet or modification.

Additio~IYlfor 2 Years froRlth,e 'daJeoftheir lastparticipation m,.
procureItlent,employees ar~prohi~itedfrom;negotiatingthe

.' modification or aWard ofthatcontractor participating in the
perro.nnance of~ conU'aCt..•

;', ".', '·i" .. , .....' "'"

, ,.., ,' .

.'"See Publlc'Law 1()().679;NtfveD\~'17i;198$,andtheinterim
'regulations'publishedat 54Fed.Reg.~,20~,4S&.(i989) for Bddi1iona1
infonnation.

. Policle&'ProcedlU'ellMuual . N09CIIlber lla



Financial Interests

Outside Employment

CJaapcer 16.1
OtIIer AacUt- U1d·Eftlaatlolll-JleIated Proeed...

GAO eJIlPloyees areprohlbited froIn participating in~entsin
wbich they have a financial ornonfinancial interest. To identify
potenti8Jor actual tillancial or nonfinancial interests, all professional
ad, all specialgovemment employees, and some special
nonprof~cma1stafrmemben; must file armuaDya ·Statementof
EmplOyment and Financial Interest- fonn ora -senate Public
FinaIlcial ~asureReport.·

The emplOy.,ets~tmtad~but is not Iirnlted to, IlUch
financial and nonfinancial iDterests as

• stockIbond ~ershipsin=lIlpanles,. partnezships, nonpro8t ..
organizations, etc.;

• a continued interest, through pensiOns, retirement plans, or other
anangements,in the abOve entities;

• eamed income from or interest or investment in property ofa trade
or business;

• spousal or dependent chi1dren'semployment in certain organizations
or membership or affiUation; and

• outside employmeritas an employl'e' oWner, director, austee,
partner, advisor, or consultant.

GAO e%peCtsits·employees to d!!YOte their full energies during
workingllours to accomplishing their GAO 8!iSignments. Outside
employment maY impair a staffmember's mental and physical
capacity to perform hislher government duties and responsibilities in
an acceptable,manner.

Therefore, employees may not engage in outside employment Wlless
division/office heads have first granted pennission. Pennission
should not be granted when it is possible that outside employment
will .

• give rise to an actual or apparent conflict of interest or result in
criticism of, or cause embarrassment to, GAO and/or

• impair the starr member's mental and physical c:apacityto perf'onn
hislher government duties and responsibilities in an acceptable
manner.

GAO Notices 2735.1(A-91), -Code ofEthics Including Employee
Responsibilities and Conduct,- and 2735.2(A-91), ·Confiict of Interest
and Statements of Employment and Financial Interests,- provide

PoliciellProeedaree ManaaJ NOYelllber18B2



While starrJlfe encouraged to share their experiences'and knowledge
···with,·interest.ed·audieltces,·~()-JJlUStrensU!'lfthat\lts;etnpl()1-!····;c'''",;'·' .

;~.W~'=~~;····
·······.',r~~'~;td\~••~f~·::~tht:;:fr·... ·

their,di~cin·oi·6~c~··••~f~iE!:P~ij~?fjle"ihicl.e·.or·presentingthe
speech. This notificationi5.n~~for~esoramcles reJated
>to " . . ... '.' .".;;'" <.':'. -. '" .

Writing and
Spea.kin~.A:e:tiyi~~S'·.:

.;-fec:lE~rillprogrifus·()r-pub1ic'p()licY~~:~t.hm the employee's
assigned area of auditor evaluati.onrespoll$ipility.

- "l' '," .' -" -." .. ,;:'", <ir,i:, ',~,':' ,-:.'''.' "" ,", '.; ;.
'-',,,

!Artldes or-speeChes' n()tme~tingtheSeC:ritetiaare subject to
approval·as·.outside··employnU911,·Failuretd9btain division/oIDce
approval for preparing articles or d~venngsPeeches maybe cause
fotdisciplinarYi6tiorL> . i······",,···"!

In g~tingapprovaltowriteart.ic.les.pr:pres~nt speeches,division/
officeheadS'ShotildcoDsidu'wheilier .'. .',

- disseniin.ating theparticulat"info~onis'in GAO's interest and
. . I" '~' . -,'. -, '-'

-, '.>. ,', "', ,':,:::""":,- ,,:,.,-,,-,-:., "'. .

-thegovemment!siriterestiiiseeiligUlattheoverallpresentation
reflects a proPerbalancebetWet!rt prlwtelmCS' governmental \
concerns is maintained.

In preparing articles or speeches,.staff should exercise caution not td
compronti,RGAO's erembilityandshollldnotappear to have
preconceived .positionsorattitudeS~...·.'Ge~era1ly;ongoir\gassignments
should flot bepubUclydisctissed; however,inthose .. rareinswlces

."whensuch:CiiScussioifiS<u:navoioatile"spe<:iaFcareshould be
exercised to preclude jeopardizing the assignment, the relationship
with the affected agency, and the conclusions drawn on incomplete
data

PoliciellProteda.rea Maw· November 1992



?ubJic Requests
:or Information

CUp_n.1
~erAaollt· -..II ~aauOJl'• .Iated Proeed_

Staf[m~p~.~orfonnaJJYP~speec:hes
. mustsendtll\'o eopjes ofth~d~ttot.iJe Document HandIiDg
Md Information Senk:es c:ompcment oftbeOJlic:e oflnfomlltion
Manqement and Communlcadcms lor lnelU5ion in GAO's Document
DataBase.

~thoJ~GA(jisl,l¢lt~to the F..e4~of JnfoIra.Uicm Aet, It.
attempts to.~ the~t~haet as ~Ilsheduncier4 c.FJL 81.'
'nIeretore, GAO may l~pon~tD..,flICIUes!:from the public for 11\
OPPOrturlltyto insPeet or obtain a copy 01GAO records lithE
requesti$'PP~ bY the Assistant <;:omptroJlerGeneral for Polley
(A,pG(POlicy). AU requests for-socii infcmnation must be promptly
1~c;dto~eOtllceolPoliQ'(op);· ,
... .

Beeause orGAO's unique abilil;y toPin access to. vastUlioant 01
infomudion from different sources, however, itmvst exercise cue In
the release ofsucllW(lrmatjon. Add#.ionaaY. since GAO's
woricpapers are 8ccesSI1IIe to the public, st8!rmembers should
exei"cise eare to ensure that all workpapeJs meet GAO standards Md
tbat GAG-generatl!d narraave- is free from extraneous comments and
ann(ltatl0flS n(lt.1'l!Wed to the assignment's objective. .

GAO dtles n(lt release records from ongoing assignments (lr those
that are pa1'\.Or!lthereurrentp~. ~the public:~
has aceeSsto worJcpapmson c:Iosi!d assiInJIlents, certain doeuments
iJlvolYing pri~lssuesor proprietary or c1as sjfied information Md
those-designaied nonrel~l~by a CQI1IrelISionaI requester may be
ex~mpted under 4 C.FA partSl.

The ACGIl'(lliQ' has overall res:Ponsibility for receiving, controlling,
coordinating, and processing ofand responding to all public
requests. _OP wonns the division or C)fIiceinvolved with the
requested workpapen; 01 its proposed acu(lns (In these requests.
Also. OP coordinaleS its responsIlS to public requesters with the
OfIi~ortheGener:aJ Counsel (OGC).

When requested by OP, divisions and offices are responsible for

• searching f(lr-and identifying records under their conuol that are
responsive to the request;

• identifying 1'eC()rds, or pans of records, tbat may be exempt from
disclosure; .

.. j
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o
llelated Materials

Other Publication

GAO OrdersINotices

Chapter 1£.1
Other Audit. aDd Evalaatioft-RelatedProeed"'"

• forwarding records responsive to the request to OP for review and
assisting in drafting responses;

• making copies of the records to beprovid~ to the requester; and

• keeping a record of time spent on the request so that proper biDing
may be made.

when a request for infomuWon is denied,the public requester is
givena description of the material and told the basis for denial. "Ibe
pubUcrequester alsoisinfonned.tJ1at iChelshebeli~1h~denial
wasunwaJTan~' anappeallll2lYbe madeto tJle ComPtroller
Generalby sending a letter settingforthtbe basis for tbatbcWet,
5ee GAO Order 1330.1,~Avail.abllity tothePublicofGen~
.AccountingOIDceRecords,· for additional information.

Gyjdancgon EmpJoyge EthjhS and Condyct (GAO/OGe-86-10).

0130.1.15,·Office ofPublic Mairs.-

0625.1, -General Accounting Office Procurement Guidelines.

1330.1, -Availability to the Public of General Accounting omce
Records.-

2135.1(A-9l).-Code of Ethics Including Employee Responsibilities
and ConduCL-

2735.2(A-91), -Confiietor Interest and Statements ofEmployment
and Financial Interests,-
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Dealing With the Media

·N~.th~rnOst~~prWJi41\~,~t.be.requisite·knowledgefara
eompleteand forthnghi~@luld,~er questions from media
representBtiYes..Bow~. any GAOlepresenrati¥e·with specific knowledE
or competeneein.the.subjec:t. ofd\einqlD!yznayrespondexceJ)tifIt
.~I,!~~t.hIt~~'(e.g..bidprotests),matters.not,direc:t
~tAtlaeirpastOr~~~,orreports that~ restric:cedorc1assifie<i.· ,... . .'" .

5;afrlhpbj,dJ1!fer&helle Dlqgiries;tlJtbe~e area director, essoc:j•
.direCtor•. or .Ssjsr.ant director direc:tJy responsible for theworic most
clC)R)y associ.arA=d"!itb tJle~or. if·theymunavailable. to the
J:)ireClt»r' 01'+ ~,~Ould~eraJl,inquizies;rUrJ.ng to polley and intema
GAO ~onsJiptbe ~,OPA,~owillrespond lifter coorc:lirultingWith thelPProPrweGAO of!lCialS. . .. ..... .. . ..

~makesUDdP'Si~ediDfOftlUlDanabo1ltiZsacsmties acerdble to the
PJin~~b._lleWBmedia(hereafterrefmed to as themedia).1D

.t.he"~.ot.&.hel ~amo!lDfanaaticmAct, CiAO sdshould be
~ifDJD_iDqairieslDd...:questiODS8Sa=atelJ..
fac:nmDy.and~~.pemibl~tD,hetpUllQft camctrepaL1:iJtg. Ifa
quesDon CIUUIat be'uswered diree:tlr. the questionershould be liven tft( ..
co~qf~t9J~*. . .

~:~~"ij*.l:~;~~.Q~~l~·C-O=ce·orPu.b1ic •.~m'~·the
~.~'~'~.mJ1~~(9I' ...).~..primazy~far
~~y~(~,aDdf~,IIl~ft(;t!jve·accur8feind1im~
~~~~!~.~.~.k.~JJlDVides infannaticmcm GAO'
,~eSclireC:tb'totberDectiaarntmlDedia '.~1D.• "'. .."'., " ,.•• ,,'..... .• •.. rep '. .
~~~;~c.t~emediaiDquiri...OPJ.
c:oc:miiDates releae ofGAOftPOIiS and.otherprodudS to themediam
~~.~theOJfacef#~DI1Re1maDS (oat) .·other

..GAOobir:;eJUdctivisic..oPAUo &lSistsGAO pemoDne1 who 8ft caned
~~~.;ir.tlllledia~H8'i_ ....·..·.. •.... . .

GAOllotttuLlly doesiw£~Wor1cin~rOlresor work1hatiSc:omplere
butstDl1D\derresail:!i0n,~~too~the scope and objediws old!
asigmnentand to pmidee::st:i"3!i esof~1II usigDmentmightbe
·coll1PJeted.,~~c~Itslt~UtW~utPrOgressora C01Iq)lt!tedbul
unreleased rtportlShoulCi betoldttlat~Policyprohibits discussion or

PoliCy

Office ofPublic
A.'"a.·····irs·.·.· : '.
~:. . . .. ..... '.:.

ResponSWilities

WorkinPro~



nchwarkbeyoRd·8CCJIM!·ad methodolOD. Bare ezcePtioas~ this~
WD1Ilddf!peftd,aponiDdmdualc:ift:alrultincesand would be decidecUn
""'PJltwtiO"·.irivD1viDgthe DirectcIr, CPA, the Issue Ala Dnctar, AssjstPnt

OHl4ijGaDeIS GenerI1, the SpeciIlA"'ipjnt= to the CompllODer General, ar
tile Co""GaBerGeDea1.

Selective Release of
Restneted Reports

Arequestera-.v OCCIIiClDlDyaelec:liftJ1"..ansmeteelrepartto one
Cl:afewmediarepra ."'·'ivesw,...dae1mntac:tilPJ4opDa1eQAD
:~frIr·~DlfciDultiara.ara~may-ltII'fD~·tD'8I\J

.··IDeCti&-aidlS.....,~'~adrlO1lCh~~ GAOwmraGt~favar····
aae....i¥....fe."....ottaeraroDellews.oat1et~~e~... ·
~,..wJIl deCIiIletlD~ez·quesDOIII aboatanpartUUit..
betIIl.hCtiveJY~tD DDearcmJya handful afmediaNjJleKDbIf ifS
baurllicbl"'ftltnsuDmDlble tlD~ . .

Allaffmemberwbois~b1.alnedia~aboata
reacted ft!JMII'tllnd is in doilbtiboUtWhether it bas been ,enerd1 _
le1e"chltu»a1dCdD1:.llCttbe~ fat'ftrificalicm. Ifthe report bas DO'
been JeMf8Dy le1easecl,the requester and the media representaD'ft shoal..
belald that GAO will DOtdisc:ulsa~eredaepartand1Rc:h~.jt.
eqalIIb'avdable tID aD. Questions al)outtms policy moUld tierefezred tID .
the DirKtar,OPA. .

Routine Inquiries BouimeD\ediainquiries1Dft1atedtQ~c:work in propes or tofutuft
workplas should be haDdled dinCtIy tijrthe inquiry's recipient. A routine
inquiry might concemhcnv to obtain a CiAO report, how toint.erpret a table
in a published report, or whom to COntaetin anoUter federal qency far
COltS· MeodWdwith apariicWarpn»gram.

·Dari.ngthe COumearlZ\~ GAO does Dot llarmaDy armounee.tfte
umes()fthase "(J[Id:ug~tt.1femployees aft IISked their D8Il\e and
orpnizItion,'bC)weftr; ~illtonnationshould be provided.

': ~'.: r','· ' '. _/;.";,, ';:: "'" .. '.' :;"."

identifying RequesteIS J!a repanerasks.the hlmeC)faeG!nmilleeormember orCop1rbo
bas JoequestedGAOwarX..·tbat infanrumon should be prumptiyproVided.
'!beaalv·~on to tb.is paJiey Would .im'Dtft.work ofa such a bi8bJy
~veClrCi.mfied naiurethlltGAOhuclewmined clNulging the .
ide!itityofllllnqueiltefWt1llld'Or 'cOwcfeompromise tbe'usignmeDt wbi1e
it is 1IIIdetWa1.

o-.J ",ud.... II =~-Ne .,...



Requests for GAO
FOI:qla.l·I.nte!-vie-ws

ScheduleCIlrlterVieWs. .

o

I.Interviews.. on.Call-In
-raIk" Programs

•

iso#ell~esredi.tomaJcepezBCml\el~le far formal intlniew&(.
'~to~~~u0ut1inedapove)to discuss indealil the
~")!:#S~.r.a.e@"~, canc1uslODS, 8Dd recommendations. ~
im.~~ lDostaf;(MQt•.~inwlwstheeffOftBOfmuneroUf
iDdiWluaJs;~.~."cpm~~of.headqumem ad ngicmal am
jti.s'~'·~~.~9!:.:~M'J,~~;~ brDadeIt kDowledge0fthemaumto be.d1Scussed.paiticipate informal interviews. "Ibis is espec:ia1.
.~ o!inten'iew&forte~cm·arDdio. 'trilere Jimited -8OU=!!Dte=-='!.
atten.~~,~cte.p.r.~;~,il'af_~···········i"""""""

i,,"; .."·,_'"
: ~.

.': : ".' .. ,..~.... .;......... >.cti.rec:tars '1It ." .

~aranE¥,:~-;(.~tiicws~:::,;=ar
izWniews. JnceTtlindrmmStJtnc:es, ItIffbelow the SESleft1maylift
J~inten.'i~For""mp~1ocIl~n8icmalnewsarpnjptjcms
~...... ... "'_fanDlf~'tIrithGADp~SOlilleUD . '0Il81. a&es. ..' .requ '" .. ". . ftJI
·'Wt1ere··Sl:SafIi~~~e;·~·.~.f)rGAO personnel W'O!IciIIC·iD tJ
~eld may be .skec1for af01'lDl1 imm'View whtm it isllOtpossible to refer
the medianqlJester!OansaomC;IIJ; or"repal';~geIlerate mu1dplf
·.~far.~CIIIS,itIg~ ~lU'eadiredarto cIesignR OCher
stiff to hq>fuUilUberequesl&on&.el,y~

•

"\.'_ ' _.••" "..•.' :.•••.:'•.•..•...•.•.•.' .. "; '..• ,'.. :/- •.•....•.•••..•.•....•.••.....'.......... .' ••...• :.' ..•._ •......••.. '.. ~ c.'.'.: ••.•.•..•.. :......•....•.'.:.•..... :"'. ' "'.:.•..'...•.•.•..•.. : ,._'i~ ,.::..•.

Injuc:he::llse$,~~far~~~should besought~the iISut
.' ""·direc:Wrat~~.cIire~~tbeirlterYiewcoardinltedwith thl

DUec:tor.o~A. andC)tber alJproPrl8teofticia1s; such as aregioNllIrUlllllger
'IheR0~ci"),~l dl!terzrUne~tttl!nquest should be crmated.
~lIpproj:)~ ~tp ~d,j~~ew. identify subject mmer
~etions(ifany); 1U'@~~~any8P'cial P'OUDd rules for the
~ew. '..... ' .

~",:

GAOls occasionally askedtD ~c:ipate in.mdioortel~oncalHnar

tta.1lc"P~patD£ln lDost~ees,tilf$!requesrs should be refvsed.caAD
isprepared to~~c:~~H01"eWr'inmostcases.~
p~~.~OIlS~~.~~en~ofindividualswbobave DO

badanoppo~to~~J'e}JOrt in quefition. GAO staffmembezs are
then ))lacedint.he pGlSiDon OfbeiDg~ed~ provide opiniom on topics
that maYhaftDO~~ce to the MpOr't.. Forthelerascms. requests far

."GAo panicipltlonm can;.m P1\»gtams'sholl1~.be directed to OPA.
~' " ' .. . ',- " ."' -, '. -' ,- , -." ", ", .' - ,. '. . , .

...uu



UDSC:heduled Interviews

Releasing Reports to
theMedia

Embargoed Reports

Premature Release of
Reports

Iequestsb'QIIIIChecluled.JSpcmtaneouS. iDteNiews.G\1tIIide.~. fac:Djti.
(~.ttae•.t.bat1lli&1lt betDalht.-fteric:aDP"ESi"""tMtimCWor... ,.... ,'
jnIbIicllleetiDCwhereGADi."'.tiws~ plasUn~ •
..aadit....eIIt)IIII;Y~lDed.thecIiIcntion ofttae RDior aI6ciIJ
JlN*lt.SUcbilllel'vieWs'IIhQ1I1dbf:~ 10 tile Direclar, OPA,wJtbb12'
bciD.·iDameclii'romet·Iie#~·'

,0;',:-

"··'m~wtrhiDItrUdiol1sirlttae·CGmmaaiCUicms¥PQ!L.~
12.14 rProc· .inr lUld ~DlillCGAOPraduc:ll').tbeJAnc:rar.QPA,1hID

., .,.....thellleclia·4iltdbatiCllranQAOFa.tm 11R1. ~u:dOIitQr", 'j.

,.uJlNjrziCled~·IJI"iiJdilti,fbUritwlaf~ftpaftstD the'
..iitldijfaDow'~''''tbeiH~'''~adaDtDadaerJ!!dpj...

.~"; .

WbID~mDrri~pwb1ie iDtereIt II) dae amcmal, ftliDAal, ar
1OCIl1ll.the~,ClP4_~far"orallci')' to tab
flUCItiratram....... imlld_ .,

WheftrePomi ~CornP1czfJr Dfezceptional DIIerst to thenmcmal,
ftlioDal,arltaliftl!dia, ttieDired:Dr. DPA,m ronsn"nhm wUh1he
Dn:tor' DC&,ad.tbe~cmal~, may arrange to disCribute.
~ce copies1DoipPl~ IIlflCli&rep~ with Cl -embIzIo·
lPedf1iqaun.ew.-efotpublic releaIe.

. - ~ , ' '," ',. " " .', ,'. -;::~,-' -:,,', '. " ..

. ,- -.

'lDllocaewID aftlPOl'lcampletecQri~ to. conpessicmal request

be',ftleUed em --~oec1batis.~~1he nquester'sCOIlCUm!Ilce.m
cues.. of.reports completed .derbisl.. ·,9.1e..IiSIatM,.... . authority or 1!t!I!1Um7.'
'. . ... "...,..1" '.' .' '.

requirement,dle Direc:tar, OPA-may ammgeembargoeci clistriblllian or
suc:hrepons after COl1SIIltman.Withapplapriate GAOom~ ardiYislOllL

waenCOll1J)leteel~Df'porQCJ.l)S~haw been nleaed
~~l1thersO'IltSide ~throUlh ...•to Mlected~
&eprBentJitM=s, the Direc:tar.OPA,mCQDSU1ralicm 'WiIh theDinc:t.ar.oca.
ad CJthe;riIPPzopriite omci,k,may lJieae the ftP(JlCfarpneral
disaibU'tiontDothe.rm~~Ir.dr1Ittnpozt tDIt his beeD
c:in:alated·omside CiAO farcOimnent has~ leaked. the Director. OPA, ill
CDIIsUlaaicm WidlaPpzcip:iae omc:il1s, lIIII.iD ezceptianalcircamsmac.,
make copies of Ihe drattawilable too mectia.npnaeratives~~
them.

e-..Jh"et hI * w-.-s-Ne h-IM
/ \
'\J
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Se1eetiV~yi"el~ed
R~J:t;s

Release ofPrepublication
Reports

o

,.,,:;<,~.iif',~~..uJ:j."cmJyi!iUscleemedesseJdWto
JiPiP.~;~.~JfittI,~#It'ORDItianto priMDtmisundmtandiDg ,or
IlliscbaracterDcmofaclmft's~ conclusicms,or
.~dJ.ti~"'!1Jl'~'&:I~i·t.h.e.I>intc:Im,OPA, wm ItIeIIS thltthe
.;~,~.~,~~,Qr,;~f!DdaDOIisare t.enzatjw;. aDd
·~'~"~I@''''~''QfC)JJ'i6;.,'jQn? .

\::;:::~:!::. :?N:';li:;;:::::;·';"7:"':::';'~'>'Y;;\l~\::>

",.', .,' ,;:' :,!:·t~."": ;;i~: .':;;:'r'::~'~:i~ (., '',:,:',

Repons released by requeazsm prwpubJi=monformat:"'baildiid;jft ..
JDannerliimilar to pzinted repcm;s.,,~·~ ....bemacle~tI).~~flJ!i; "....
duiing·irIi1WdiStrib=C'Iri Orapon~iS1lblequelltmemadiRtJbiiiof' .
by mail, as spedtiedon GAO Farm 116-V, -nistribation farlJnn!sl:Dctecl
!lepQn&,.isIlOrm.aDY.6Dt!dIlS~r\'u~tl1ePtintedreports1ft awilIble.

Releasing Comptroller
General Decisions

Media Contact
Memorandwns

'1be~,'opA,mayreleaseComp1Z'Ol1erGeneral~0IISto the
media after· consulta%ionwtth the GentnJ Counsel ortlle Special Amstp.
to the Comp1Z'Ol1er GeneraL Normally, CompU'Oller GeneraIDecisiODS..
rele.uec:l48 hours after copies haw~.mailed tD the pazties concerned
In certain cases,a decision may be remicr.ed fora longer or lhanerperi<
of time, depending upon the~ of the decision and the c:ir'cunlstaftee:
irlvDlWd.

Contact memorandums'serw as an indieatDr orltdrespcmsiteftelS.to
media interest in GAO's work-both as&lIOurce of bralciDgnewsand as a
I'eJ)OSitoryof~und information far reports whoarel"ellear'Cbill
issuesconneeted to those GAO may haw Qamined in the past.

In all cases, GAO staft' who NM talked to.a medii. represemative1ft to
llend a media contaet memorandum tooPA's Director. usually Within 24
h~~.MectiaCantaetrnemDranttmDsariginarirlg in tJteA~&l\ouldbeeer

.. tij'.W:siriU1e.or eledZ'onic m8i!<e-maD)toDPk'Ibase.std·(field or

I

!

I
I
-I



Related Materials
Comm1DlicaUons ManUal
GAOOrder'

GAOFonn

I
~) fwwantiug mediaeanractmemanmdums to OPA Yia HIIID
Iboald--daem totbe fa11cnriDr -cc::MaIr address: MEMO.OPA.

Amem&nbdmn.taouldJDcladethe~edia~'& lIIIDe ad
arpmr,utGD,UIe contact d.t&e,abriefIlUlDllllZ7Oflbe iDqgiITallllQR,ad
1hecw)1rd~·Jt.__·· . 'TID include eftI3' deldofa
canw:rsaZion widl amedia1t!JJf"!U'••i~Jn IIICIIt CIIII, a few JIIl'qnIpb&
Iboald·suaiee.·

.Copieis·Gftbe Ill8dil.CDDtACt'mt!llarilDih1il should be IJeDt IE) the jesi....,
Ceapt!ro1lerGenGalfW'Polie,;th!°Dftctar,oat; lDda: cadf11es (wbIIl
Uaeznedia. c:oma=memararutamil'lc1Udes • lkiamber.part Oftbe
aatUect); IIId IE) otherintlrelredpanieifarc:oardinllionpmpa...

12.1., hacessine cad DiaribUlinc GAO ProduetL

01SO.1.15.omce orPublicJJfaizs.

115-U,Distl"ibUlion for Unrestric;ed Beparts.
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Perfonning'Investigations':"
PolicySununary
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Policy

o

OSIMission
and Objee:tiV'es

GAO's pollcyilt9 c:an4uet~fi",,".in.accarQancewUb &be
anduds·"b1JsN!abilhe·~deDt'.CouncDan JnteIriI;.y and
Emcieney (PCI!:)u adaJItedfarGAO'S~ AddlUcmlD1,
tme5*tI8ti"_i)tieem~;'mi~ witt GAOpa1icieI
ad~u ~~jntl!t.~ ..~QnrnnmJjC?ti
'MmmJ, ad.••Q!i=f·QfSi.Jil~ptjQJ§5pcrsj"A."
BmdbQpk (QAOJOSI-l6.1.1). .(DiIaibaticrpat tbeBllIdbPPk•
JbldtedtOldin9b19lid·tii·~,..... :ej1jptiQIII·)

:';i: '/i~:i·;;. . '~';::" ", ,,' '-~'J:.~'::<'>.':::.;:'-"" ':,:~ "

i~I";~ .•'~_';.daJinlWith ••tbe:(,mces.orJmpectols
~~nw.anentarJastiae.randOdler~ ..ends
an zaazzers &hat invDlft pmsIbP. c:riZI:IiDIJ milcclnduet ar.moas
.... i:····

~.~~f,cft'c=aaduc:dnlimtlStip.Uans atpasslble
.!i~CIIL,'i~fedtaal.·"""··Dr~onsithltinvo~

e cantraeund pracurement iJrq)roprieu~

.c:anmCt~~.ectIi~~a1atiQnl;

efz'lllJd, ';"'~I.~·ab1JIe ift~tpro&ftD\S, aetmties, and
fUridiaas;

.. enfOlr:enId1tm'ie'W.....(~cmohnauem~
'. ·inwsQ.lted and.tl'aeopezdcmarfederal law enforcemeat
agencies).' .

osrs priJrwy mission is 10 .inwstillte refemls·from the·.Camp=ner
.'.~ con~~c aIJ..a;;~p;'.f'!9er;al·fraUct__
~~Or~cie",ewa;CJna~enfolcelueutislu&
'J'bese referrals arebUie:d an ftqUestsandmfamwian receiwd fram:

(-') '-lUo1
\---~)

"us ..~



Basic Authori~

..

".,.....11.1
........~h1Icr. '7

• J4_.ofihe CortpI&

• .GAO di'viliaDsaDd d •

• ~Dh"i.taDd.....arlleVA IOteiiWaent.

•~~~BotJiIIe.
.. !o""i'''lJ)lislttbeCcllJr4r*.GenerI!'alDllldateto'"
GAO'••dit.evalUlticm, ad~ funCCiOllS,OSl: .

•__,~&1Id~GAOdMsi~.i.d."~a."
ar ' .....iImalviDC.JKII"'b'-YioIIrians affederIJ aiIidI&IJ•.
arIndicn..afflalld·.....

• Pazsici:petesiDtbe cie¥IIoJ"'....pr.lllt.ldan af&IaiaiDI
CD1IfIeS far ather GAO5d.~f~. an dftelOJlinlD
"II _tDcr;mjnaJftaI*QIII, 8Uc:tlUt.raud, and maapJnCild:ioll
aDd.....farc:riIIIinIlm.tniptive·tee:hniques.

• DirecIs and aperus the GAO FNudHOWne.

~ .. ".b1iIhes. f'*'D,1IIId1llllntaJlls ef[ecti\Ie liaison with GAO
headquanem cImIicmad ofIices, ftIional offices, and membezs·ar
Ibe law enfcm:emmt CCIIDIIIUnit7.

• .Anists GAO of5cea aDd divisions inotlici&1 de&Iinp wUh the law
_car_111m CUlllli'-. OSIdOes this by (1) developing a repanal
irlhs1iptift pqram &0 conduct andlSSist in c:riminal im-stiptiOlll
ad (2)c:anduClinlltralelic planning·w sharirII the ftSU1ts With
IPPiopriate·isIue.uaptennes

osr. powem and authorities deriw: fnml u.ase WSU!d in the omee
of tbeCacnpu'QUer General, .u~ed in UUe 31. U,fi Cgd~ Otber
Jaws prcwide .ddlDona1l1UCharity farirMstil,tion of apecUic
&CIiViDtL

'DUe 31.plDridel tbIl the CoiiQitwDer Genera! wID do the faDoWhe

•. Ja-srire dml!tersre)""~the nceipt, disbumement, and.. '
orpublic IDGIle1 (81 us.c. •. 'Ucl»'

Ma. !rrlla (J
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General Standards>·, /'
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.....~IaUd B!I..tt"'~I""""

=::..~.~attCat~~~.~and~

·Genera1~appb'lothe~~~I.Jtles forinveStiptmslllld
the<orpniZItiOl'W.en~t."in*tuCh~pticms.aft
performed. GAO~izs~pn$ in accardance~i.
PClE's,uu.epntril~i)q"~h9~ons.(2) independence.
ad (S)due prOfeslioaal eire." , " .'

Qual~ 'Dais aandardp1ace:s .f.1POn. GAO and tIs.investiprms
thenspCmsibDit;ytb·aure¥~o~ are eondueted by

, persQMe)1I'hoea1lectml)'posSeIS 'the·knowled,e. akDls, and
abDitlestDper{ann ~irIWStiptjorlS..

~'1:bislUlldardp.laeSupOrrGA.0 and III izlvestjpt_
&.be "responsIbDit)' tD.ensuretbatjUdpaenLlmadc in .c:oDecmtI'Md·'
~e\'idencelDd c:aJIIIUUnie:a.tingreS1ihs~ impaniaJ.
ftasonaJ.a::terIIIl,qd arptiratiOnllimpali'meNSlIU1ItNIt

~':~~'t.heil\~Gf'~g,tjveeJ:td~

1)ueJlrQl'aaiDnAZ ,CeE:.... 'nUs aaNiaId·.requires a'cansrantdort10
ac:bi~aquaJitrpraf~~Specificerapbuill
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Investigations

Individual Case
Planning

Prepari.aJ Wriua
ln~PJaDI

...

Ch..... lU

...,..,. lao '.'_ ....Ie:r. "'

Amdd bepl'.'CIIl tbannaIba 'SI appmpziIte..o!tmIJ1ip':ift
~~,otUecJidliJ,pmteCIiGn otmdmdull*
gdtjme'hPF

1Iw.p.tift~~beMeJ;,Jj,,*,j"S~". "
de'~ to erIiCIii!,1iuIt'1ndiYich1aJ....are"""
etreditelyand~.·JqrecoJIIiIiDI tbeltlllZl!Iind._of
I ...c..tbe~~~naquinsabatattellli. be linn10
tbe"'""neatGfelle~ ad tbe PiDJlet__Of
aupez.ilianlleC ITJtD•••acmenDlRCC· ;r;1I1-=-.
GAO'8."da+PlOJIWIIlet--=-all diYisian iIIae..ad
-luGuencedlazJeJ1t"ynquescsfromlbe Ccqns. Jz.MtiptiGli""'en:uel'efmed""the~wIll!r~ and ewdiJiallll
lUidlnceispnwjded brb"ob'sran. Group.~PfOFIID
~and diredtara_~reviewed brUle P1upaara
Pilaanm& oamrn=ee 1IiIWID1.

Jm-tjPtjonslhould be desiped t£)eftIlft the eaDeetian or
au!liciem ftUlble lriformltian to mppart & final adicm.

ADeg:at.ions IbDu1d t.e NYie"ed toestahlish & clear basis for the
iuoeStipDcm. 1asUs.taould be clearty deAnec1. potentiaJ .prob1e1111
idei4!fiec1.1nd approprille laws and J'eIU1Itians nsean:hed.

BIIc\:lrOLDldinforzramicm cHraned frampablic and privIre 8OIIr'C*
IIhDaldbepthtnd Iftd reviewed imzhedi'teJy CD provide a buic
anderstlnding orb islusorarastD be eamined.

'the JI:Iain purpose of cae.p1aranin& 8&0 esrab1iIh and IDIimain the
focusotlbeirft'estjptiQD. B1amnc the~and tbe acope of
tbe~cm,• WriUen plarlhelpsthe irmstipmrmailain the
paper focasoftbe ·iDquiJ7lDdbelpstbe superviIar ensan that1be
~'iS~achieved dbin tbeemb1ilhed timebmL

.1bep1IrI should..fonhtbe DIIm'e ofa.e inYe'1iPtian whJle
apediicaD1listiD1tbe·~ issues IE> be Gegeloped, a.,...me
plan or&dian. the estimated nquireclmanpowcz,'tbe~
compleDan dIt.e, and the anticip''''' rsmsora=maIPJiduilbdL

lie. wu.
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Dlrector, 051

• Adtnlnistcli1cOltl'dn atftrmatjonsn taIcirc t...._ or
~.mtezr«UstoestebJish&peaunea:tncmd ofillfnz:metiGli

·JIlov,it.Ied* eI'ideaI&' . .

._f_'_Iac:I1,-JIIIi'~1nfarInItian IODic:a.
..~: .. ' ,'.

~ian "iptiwteclulicP*~lpeCia1~before they
t;=Iltt.e_ iltGAO~ ·..'DIe~:'liaicmsdscribe the 1ina11eveJ
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~i!f#IfII... .
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·;~f:arllc..'Ppaia*~~",~~,~~.~deputy
1he1'iff5;.•.ipeCii1·.pewce'am='••arUO'iother·1aw enforcelDl!llt
~c:ezstbaf,~~ngbt·t;OJiut1r:i.u:r.~l1(ji,~; ~ arather
wGpoas,ar~~,·~ ..~
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Coordinatmg
Investigations

Documenting
Investigations

QlaplcIU
~J5T,ZU""_,,,,,,,.~

"

• ....... iDlllldE,twNi GJE' Ii...

~Jaefe""'._&nd,Iboald"1Ilcnvc:cxvec:an.
~'opiniem.arbilstodect~ BvideDce
IIbaulISbe.enJleeMdfD&"""'I'ertooeDlUle1bltaD..........'iI
obtained~"..CbaiD'ar" mr-Jllllleniid m _ tD be a4ftaltl!Jble'
in tumre' proceeclinp. ,

osI~__crmduded in the .,encis beineaudited b1
atber(;AO~.oftj""Tot!ftllft tbatMitber the
iJivW'ipti.'DaI'1bemri'CIIIIdItIIId en1U1tian 1fCd: is aclv• .,
Iffecsed., .OSI IIId the diviliablilrelions JIIustJrIainIain decdft
lj,i'aIb

,

OSI will infmmdimiaalwIdllead~car.,..1D
canduet AIt_ptiOllS in lpedDe iIIuearea. SimD,V, audit
JfOLijawarJQnlm__dbpoIie:IltilIiri,' diptift"'"will
am.e OSI of theirWDrk. '%he audit JrDUPS also wIIl.~om
wIwm·~·ImCD •• erideDceaf~lDepl..dUdiC...
aDd evaluatiGlilIna=aldlhaewttbGAOOnler 1110.1. -a.ncBiDI
lIIfannllliall-n.Jda,ylndic"e CrtininalMiscemduet orsma.
AbUie inAlenC)'~and Operaz:iom: and GAO Farm"
-o1Iice ar ~ptiansRefma1hrm.·

WheneoveI Jallble.aShrDladMre uribe provisions of chapter 14 or
&his manual which nlue to lIIIintIininIa -lingle faee to the~
inba dea1in&s WUh lCM4R1uetal qeIlc:iesaNS in aD lnsW\ees will
be JUidec5 by the principles cantained in that chapter. However.
pen OSI's unique role reprdin&in~onscanducr.ed bJr.G.AO
_,the aft.eft..dive ftIZIII'e ofthBe IIUIZ:teZS, decisions nprdinc
qeneycoruact will be made an a cue-by-cue basis by OS! and the
iiPJIlDpriale,divisiGl\. '

AJ1 inYestiptions must be IbQl"OUIbIY documented With re1evut"
accmme.•• lIDd objeetlveeft." To·l'DinimiIe ema or "",Waas,
relevant worm&Uan p&l1eI'eCI araetiYiDes performed IIWIt be
promptly documenIed in. ncord atirMstipDYe adivtty aDd,kept 1ft
amcialeaelD"_IUP~ d~ aDd other evidence.

_._;. <.'_ ~_,,- ,_ •. ~',.,_.• , '. " ••.i_;··,,· - ,,""- "".' - .,-'- ,; ",,' -, ..- .

'Ibe'Dmcr czrSpecjal""'=mpticzm sPed.] Agent':; BanlStmk
camams'proceduresfor~ o:pnizin&. hIndlin&.iM
pra&ed:ing ncords or inYeItiptive activities, cue files. ad other
eridence..

-

:)

hU~..M.ew1 IN. -uti
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'!be .,ent-in-c:bazleahOuld flIIIIftda&tc:ue:tukI arecampl~
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Ammunieating
:n Other Wajs

0" .. 11.0'"
Pad t.Ja"......,---.h1Icr'.ee"

• be.abart.pncti,hle wJaliGIIt-=mciz1l c1IdQ', eomr....
ad ICCIII"'C'I;IDd

• campb'wltb the.-s upon fana&t..

JIIDIl.au st_Impac""s'dbe~to JIddal JeQUesm Dr
jn the cue ofref...frcDOIherGAO diviIiaas or diCl5..
..-a- tD aaenc¥!-*-

'!be Itindar. om. wi 0,..III siifPGltlt ezeept tha.e iImaIwiDI
...."Dy.....'ivear.ffi"..~ wnwnti'C tb!......or
tbeGenlllJ·CcaIIeJerlbe·~.GerimI

'I'D..1ftlhe~cJecneof~mGAOi&ittf1'ptian
.. ¢pm: -1IdfsCaa*.) .'ofcaI\tN1s isneeded. 11" .'iptnrs
)ftpIftirhlfptiCift JepaI~tmder "'jOflo.ed~cwaCII
ja\: eN ........cia.JIftfia'''' J'wi#Jfand IIPJlI'Dftl fane&iaasad .
attim.." 1ftiw;wa",,,,~'1head~ofauppailbe
evidence and lheaccuracJafMPAIL

AIlm, ···"lpti_lepQ,••aet.~_C15are leiiewed b1
ems P1aIIning and RepoxtIJC Group 10 enJUft thI1 GAO
WiiiiiicmiCIIDDRlJQide1ine& andJlle»c:a!UftS are JneL ..0Sl.~
"alele'iew«lbyu.e·~·.~ ..aDdtbelepart"""Dab
8IanI·GraUpudllft~.~ereneedbefOle""·

)an C"-GI:l'epe."11ft~~.e ·.',,"101'8Qll.tS
Discrtbatiarr.~b1the~·orthe informman ad
the Cbew"&tIii•. WheD.~npoftSare -led., Ihey me
diItrIbat.ed.·1n~wiIh·.GAo policies aDd procedures in the
QgrrtljrnniCCigm'MCnpt,

WbDe~ ftpohl.are 1hepretend..."to WlUIUlmiC*e

biO. ';pti~~~aaal~.nfemlSIDGIber""
enrOlcernstauthorities. and appanIICIS U wiD I!IS I!S irlle8al
PiC C'! .:'. iftI)'be.c.

OSI representazRw'lIIUI; compb'·with the same requinmenII.
CICbe' ·GAO ..wltls"_ when Ii'rinI testimonJ· (See en. S, "Supportin&
the Ccqress.~ OSI~__be levie_Ed by the General
CaaMe1,' who may a1ID l'IIq\IIStJev" by the ."ssissant ComptroDer
General for PJadn&-,Bepcarcitc.
l'DDowlnI cansaJcatian between OSI and DOC. the GentIIJ CaanRl
J'efezs possible ciwD and c:riminI1law~ons tD.~rOj"·Me U.s.
~. ames Dr diredJytD1be Depanment orJustice. Ira
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lnttiating,Cases

Maintaining Case
lnfonnation

Key Responsibilities

't..dtatial\,wUhOGCOSIWiDmui"~ernlstDtheO1IiQlSo!
,,.j/~Genez.l";odiif""""iP!'ite·_"

"rhe Pm=ptSpcsjaJ 1nyr;stjratjomb=daJ~" :8JIn4bppk
pnmdes pddance an wbenMd.:hcnv tQ ..intD&te .1Il:im-"iprtianand
when tQpumue anatbrzcoume atadiaIL 'lbeQtIice gtSpcsjaJ
JrrvestjnpgmS2cW Alent', BanllpMkJiijaitsthata cae me be
~immediIseIy apanthe ~ofllftim'e1ilatjGIL

The Job Stafts GrouP.'·levie.s'nquesII'far~tjcms'andIar
·mNnCe.dinded100000~o ...JefmalstoOSl. prcmdeI
c:anDnuU1& JUidanee.and.1PJHVY'!S c:ase dosin&-

"rheOftisr gfSpcsWlnmtimomSp:daJ Am's Bandtmk
proride:spidelines for c:ampJyjng wUh this 1WldanL0SI
mainWns a cue me'and caNZ'01 syItSl.thIt pravides the
infannatiOl\ 0Sl neec1s to perfonn••~ and measure
ilsaccamplishlnenJs.Dueto. theJeNliDvenatul'e aflllCllt
inwstiptians, however, cue information is nstriCled to thae
haWtg a need to know. .

n.e~ Ccnmaelis responsiblefaroy~ OSIacDviliesand
provicUnc broad direc:&ian and euid&nce totbeDii'ecu1r,OSL

1be.pin:cr.or, OSI, is ~nsiblefor adrninimation anliarcltiClllfll
tbeofliceand ensurinI.thatadequatecantra1sare~ 'ad
fonOWidlD~'~with-GAO'SpalicafS IDd
IPPlicable~~
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Performing Investigations

o

Policy

Related Materials

Other Chapters
ofThis Manual

GAO Orders

GAOFonn

Other Publications

GAO's policy is to conduct investigations in accordance with the
investigation standards promulgated by the President's Council on
lntegrityand Efficiency (PCIE) u adapted for GAO's work.
Investigation results are effectively conununieated to the Congress
and other affected parties in accordance with PCIE standards and
GAOpolicles and procedures for the OmceofSpeciallnvestipti011l
(OSI), uspelled out in chapter16;0. AnyinvestigatiYewotkdone by
groups otherthart OSIshould be c_oordinate~ with0SI.IJke1rile,
when any evaluation uncovers possible ll1egaJ~J OSIshoukl be
consulted.

The Office of Special InvestigatiQOS Special Agent's Handbook
(GAO/OSJ-16.l.1) provides dt!tajled gUide~esand procedures for
.OSI- investigations. Distribution·of the handbook 'is f'Utri.Ctsd to
GAO staff involved in making investigations.

3, -Supporting the Congress.-

14, "Agency Relations"

0110.1, -Legislation Relating to the-Functions and Jurisdiction of the
General Accounting Office."

0130.1.5, "Office of Special Investigations.-

0130.1.10, "Office of the General Counsel"

1130.1. -Handling InformationThat May Indicate Criminal
Misconduct or Serious Abuse in Agency Programs and Operations.-

298, "Office of Speciallnvestigations ReferTal Form.-

Office of SpeciaJlnvestigatioQS Special Agent's Handbook
(GAO/OSI-16.1.1).

Investigators' Guide tp Spurces pf In(prmatipn(GAO/OSI.16.1.2).

OSI Fraud Hotline Gujde (GAO/OSJ-16.1.3).

I
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Economic Policy Isslles-
Policy Summary

Policy GAO'spolicy 'isto:!'C'C9grW:e ~cit.o"efJ:~~yaddressSignificant
economicissu~relewllli tp~pl~tqbJ~vrs by erwuring that

;.':. , :,::~,:,,:::>'),"'<;:"-:':': :~ ':~""

• ,GAQ'J;~ Or~JlO~c:~ninB~~~titativeJy-bued
eeonomicana.l~ isIlPPropriate8.9d,;CC)~ and '

• close cooperation and teamworkbetween GAO economists and
auditand evaluator statrresulUnqual1ty·GAOp~..

":.:;t:' ":' ,:",j >'".",:.\,.;:. ,,.: .:, ';:':,';~i\~",: . .:. :,:: ',I :':', :. ',::':, <,~",,:,:,:',:;. ,\",~j_.;.,.::·':I',:,; ;':,\_;,._ ':-',::,':, ", .. ':y,::.: ':: x.... ::.. ':,'<..:~ ...:~·,:':',,' ", >'. ',: :' "': "\::,"" ,'," '" ": i

'EcP1)~lnic,ILnal)'Sis.~~an'aJ]l?~p~,rtletl1odtil()gyfcif '.•. ,
~oDlJ~lis~;assi~~tO~j~,p~c±ularly.onassignments
'~~yelve:))9lic::r!,~~ ~f~f9~,~uation.. ·,.ne,0Jru:eofthe
,~UJt~~~tf~l",~~~~~1Il£lYsis Group8(EAGs),
,,~"0ther~is~,;i.n~,~,!,:,(li~ plt1.11 Cl1Jit(Jl roU1 on
~.~n'~Sign~~mic VsuG, 81Ib8tl1ntiGl
eamomic atuuyses,UT econ07nic+ea.Scmifig.
.:-, ,,-",". ;,,,;".,\>'~<" .,', ,<:,',', "::", ':~,.:" ,':"~":' ,,:,' ."'.: ':"'::";';i:':r~~·'"',~,,,,,.,: :::,'

• .GAO·Y'Jltl."~ltrr~izi"Q~fttpolicJl.~
Clndtl$j!'9 aP1nyprUJ.te ect7n07nic ~a'#tano.lyses.Eeonornic
pqli9'~u~.~e~~~~ ~~ol~~cieci.5i,8ns~ut (1) the use of scarce
l'eS9urc:esi!pr. pnxiucti9nal\~'cPIl.S~pti(m i~d (2)•income
~tribu~ofiingeneraL~pl~'of's\lbj~'with·economic conU!ht
t1IatSta1I.nuly~coun~rwt;aen ~dr~~/~assignment.objective.
incl\ldernark~t~tru9t\lreal\d~p~c~;-- gov~nunent regulation of
marke~j'rnaE1ag~It\~VOfandln~esunentinpublicresources; Income
clistJjbuti(m~ciredlsgibuf;iQn;,e((~C~ ofr.ax.es, subsidies, and other
government spending pro~;pIip:~~ of~oocls and services sold
or leased by the govemment;be"neftt-:cost'aJlalysis; management
~C:i~J1ey;econ()mi~ir1~t.iv~.and for~; and statistical analysis
oLe~pnomicd~~;I,sut:h,aspric;es,rev~\Jes, costs, budgets,
JU\el1lployment, #d cast orir\cPrnec()mparisons.

• GAOstoJlshmJ#ls~ th.e necessaryf1'TJJes$imuJl cpertise to
ensuntiulteco/to7J,lU: d4t0.a7Ul antuyse5used in assignments an! of
high qu.aJ.ity. The Chief EconomiSt andothe,r GAO economists share
the general responsibility for promoting high stand.ards of economic
analy~.

GAO econ0mistssh0uldibe C;~nsultedearl~in the design phase on
,. 8SsignmerltsWitJ\'sigrurtcant·ebon~mic. contentand may ·t>easked to'
assist in. the conduct of analysis and reporting results.. ,They should
review such assignment plans toensufe that appropriate analyses

Policy Hi~gfifs

o

(J Pale 17.0-1 Policie&IProcedul'el Muual·..
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Examples ofUsing
Economic Analysis

Considering
Opportunity Costs

~onductingSmtisti~

~yses of Economic
Data

cu.pcer 1'7.0
EcoDomic Poliey IM.__
Poliey SIIIIUIIU')'

are considered, conduc&ecl, reviewed in a timely manner, and
appropriately reported.

, '

• WIulftftpm'tift# ecotIMftie d4t.tJ. tn"1M,..,.,us DJem etmDSftie
tmIIlgri$,.ttJJf.1unJJ.tl er&SUf'e Ibm tmJldiJ.t4 or 4'IIJ1J.1/SU f"'UmIMl
IJ~ GCCIn'IUe and ftOt mislelJdiflg. It is important, therefore, that
GAe)products de:scribehowthe analysis was conducted, including
anyc:oncems about the qUalIty ofthe data or the method of anab'*-

Economic analysis consistsofeconomic~ning suppl~
when appropriate, by,more quantitatively-based analysis which can
invol,Ye application of mathematical,models,"behavicnl8SS1BDptions, •
andstatistiaal analysis drawing from S1ichdi$cipliResu 8pplied ' ' ,

'~tiCsI' operatiOmi .Iesean:ht. and some a:eas of management
I!ldenglrieenng' 'Examples of.commonissues and associated
generaleonsideratio,ns8l'edeseribed in this section. Specific
guidaneeon addn!sSUlg sueb isSues should be obtained from GAO
economistS IS d~bedlaterin this chapter.

In economic analyses, staff' often need to consider the concept of
economic, or opportunity,cost. Because resources typically have
aJtema~ uses,the opportUriity cost ofanae:tJvity is the value of the
foregone use ofany raoun:es invOlved (that is, the benefits forfeited
by not using those resources in their next best use) and mayor may
not equal the out~f-pocketcost or the accounting cost of the
aetivity.For example, the time value of money-money invested in a
project has other potential uses, such as earning interest-may need
to be considered. Ariother example is the cost to the govenunent or
using govemment-owned resources when these resources have
alternative uses.

There are many implie:ationswhen addressing opportwlity costs,
including the need to(l) measure economic depreciation by the
decline inaetual market value oCthe asset rather tlwl according to
accounting rules and (2) consider activities that may impose costs on
third parties-for example. the'~perationof an 'airport which imposes
costs in the fonn of noise pollution'on local residents.

Statistical analysis of economic data provides a means to estimate
the consequences of past, present, and future policies or programs.
The quality or the, usefulness of any statistical analysis depends on
the aCcuracY,C)fthe datainyQlv~, the completeness of the data (or
ta;e inclusion of data to account for all relevant factors), and the
appropriateness of the method of statistical analysis and underlying
assumptions.
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Economic Policy I....e
Policy Sum..".

o

Conducting Present
Value AnalY$is

Making Comparisons
Using Price Indexes

Comparing Monetary
Values Across Years

Becauseeconolllic.ractors or~~~areoft.en .inf1uencedbymCft
,tJlanone:otherfaetpr,~~~Il~~'or variations ofregressioa
anaJysis~.COnutlonly,~'to~etl1e ·relationshiP.oftwo
faetorswhilecc»ntrQUingfor'ti\einfluencepfmany other factors. .To

'beCredib}e,the:,e~c»~;ffl~~ '~tl~ving economic. data
(conunonlyrererredto¥~~~9gl~qi,C;lpode1) used to addles a
'specificasaignm~tcoQj~~,m~f,,~(~~lstent with appmpna&e
eco.nollU..ctheo.....ry!?;~p}.es.... ,of~~~oJll..e.qic. m..ad.e1sused" .by. GAO.. '. .. .. .." .',:. "'::"' .. ," .,,' ''''''., ,\ '•...:,., (.' 't,_ "<!"""~1'.;!.-.-",:.,;,.""", .,',:_:)~.-.::.. .... ...... .. '. " ... 0 ..

are described in app. LlF'wthennore, eConomic t!leolYCIR serve as
a ~;forC,Qnd.qQting,~tbe.&,is~~lod~ tbestltistic:al
..,mcan~ofdata;~~~PS, .......• , ..•...•.....•• '" .

""h'-:\ ;-"',1'\;'"

,SellSitivi~anai~U.i~9~1~'~:ffl~~~~tR,:~e~ow&ellSitive
the.~ol\"~~~~tO~@l~cIWag~in'the~c:atiOll
\orunderJyipg,~p,1!()ns,~!". "', . .

StaffllUlYbe JSkedtD c~nciuet~yS~tlr#requ1re~uationor
costs and benefits .of public policies .over time.. These.include
·~~es,ofp\lblicirt\'esunent, reg\1la.tpl)'l!l~purchase, and asset
clivestit.l.tr;edecisio9S'.~J.lf!l'~~;pt~uCh decisionsgeneraIly
requil'espr~t,!ahie. analYS~ .Witb8il-'ppropriate discount rate.

. ' .' ,,"', ' . '. ,',',' ..: '. '" .. ": . -. ',,' '.. I; c.:. ~,. ",,,, , . , '.

1ncalculatil)gtheJl~tvl.lla~ofcf~~t,~.Ol1ars,GAO's discount
rate should be the interest rate (OrmMketal»1eTreasurydebtwith
ma,tUrit;y~omparabletotbeJlr()g~~~evaluated.~t.i~ty
~YSi.5S~()111dbeUS~tD~dd~ iss~~,~uch as difI~ .
expectations~utipfl~on.tll\4intereSt~r.es, private·aedoi.·
opportunitY costs,and' intergenerationaleffects of policies. . .
.t\~ditior)a1iW0nna.~(m. o,nC:;A9.'s Jl9li~cp~Cf!ming present value
a.nalY$is isJl~~.iJlDiscQYllt ~f&po1ICy (GAO/OCE-17.1.1).

Staff may be asked;U)~ornp~ll\on~tary values across years or
across geographic or political regionS. The' following is general
guidance in selecting~dusi~~.pri~jJ\~exesfor these comparisons.

.Thedollar,whet1l~rUSed u>'irae.as~el'eVeI\ues, costs, budgets,etc.,
represents a different amount 'of pUrChasing power insch year
bec:aus~ of inf1a~()nordethLtion. . For tl\isreason, GAO uses constant

.. dOllars tocorreCt:r,nisleadingimp~iOnsthat would arise lfthe
effects' of inflation or deflation are rlbttaken into account.

As a general rule, constant-rather than nominal-dollars are more .
meaningfulwhen comparing dollar values aC:rPsstinte or t.otaling
dollar values over severalyears~ .Depending upon assignmentand
reporting objectives,the use of nominal dollars alone may be
appropriate in selected cases, including (a) when the change in the

I
[

;
~

I
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Comparing Monetary
Va1ues Across Geographic
or Political Regions

Claapt.er l7.0
EcoDomic PoliC)' ....u
PoliC)' SIIIIlIIW'7

purchasing pOwer of the dollar over the •relevant time period is not
significant and (bJwhen the convention to present the federal
budget(both historicaJandpmJected) mnominal doJWs would
make the use ~f e0nstantdolJarseonfusing. Since the decision to
use nominaloreonstant doUars.orboth depends on the assignment
and repol'tingobjeetWe$,stafrshould work closely with GAO
ecOnomists as early as possible to t!IISIft .the most meaningful
preSent8tion~rdc:»DarvBIues.
, ". •... .... \
Convertinl~ornominalor -current- doUar vBIues to real or
·constant-dolWsiSdonewith a price index. Many price indexes
are~~l~ ranging fl'e»rn broad-based indexes, such as the Gross
DOn.~~'~uetdellltbrttheCo~erPrice Index, and the
PrOduCer'PdceInd~toinoreMrroWlYf~ indexes, such as the
Housing Cost Index and the GovemmentSpending ·Def1ator.'nle
index selected should appropriaf.ely ret1ectthetype ofdollar values
being c:onYerted.

Also, constlntdonarwluesmVst beexJ)ressed in tenns ofa selected
baseye.ar; for exanlple,annualcostsover the last 6 yealS may be
shown in 1993constBiit dollars. .' Common choices for the selection
ofa ~e year include the c~ntyear of the study, the first year of
the program being evaluated; or the base year for the index used.

Values eXpressed indifCerentmonetuy units or currencies can be
COf9pared by making converslonsto a common currency. Two
common methods are as follows:

• Exchange rate5 can be,usedwhen comparing fUWlcialstatements
or foreign trade in goodS and services. ·E)Cctwlge.rates, however,
reflect only.in1l!mationally traded goods and not all goods produced
bya country. .

• PurchaSing power parity indexes are preferred when comparing
measures ~fwel) being, such'as liVing standards, salary cijfJerentials,
orG~ Domestic Products across countries.

Sinlilarly,cost-of-livingmdexes would be needed to compare the
incomes'or welfare of different regions within a COWltry, or over
time.
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· Cbapcer.l"r:o
Eeonomie Poliey I.De-
Poliey Samnaary .

.
F

. F

. E

!,
e
I
I
~
~

~~ofthE!~QbS~'.Q~up;J)r~,.~e Chie!Ec.onomist
identifies thoSeassi~eratS ~~)'~irlVQlve substantial or sensitive
economic content or~YsiSand adviSeS the divisionsinvolvecL
·~.9:i~!9~i~~;J;ffl~~r.h~.'9ffi~foconomisttD advise on any
'''~~~~!~!i~~~.. . . .

···OCE.st4ff·~I\~~~~gnJrl~t,~e8l~ltD·I~.more~ut.~ .....·.···•·.
··~ •.titilli·.iSSi·········'·····entancf ·······riSetheCtlierEcon()~of·thi!·<.

:/.' "..; ". ' .....!, ..•. ,.••• ,.:•.•~, ":"",,,,:,~P.'·i:' !;.,./........, .. ....:;.. .....•;
seope.andpro~ofth~a.5$ci!llted~I\Qmicanalyms.,i{..

; ,'Oi, ":'>:"," :,', ::,' '", "<, >.':" ' .. :';" ':'>'::"i:':,"'~, :" .."<:';,"::;" ,:,'::1;"'::_ "," :'>,:'_ '0'.': ,'; ,'~.:, .. ,:, " ''',',' !: .. :~

.. ,_::;f~ ';,:.' "", '.' ,', ,t.<,:·:,.:};"·..,::':",.,,:,~.,;:',;.',;;-:,~.,~:,~,, ;',·,:;:,:!J.,,.·Y;,i": :"/::';'i': :;'.':'::":'·;:'-:,i:;: ,:,,:,,:,;:~::(.,y, ....,·:~,,:,:,\L,?~ ",'i:',:, :,,:;:,', '/ '~,:..:,; :,:::.,::.,'" , ~"" ... " ";:"",,', ,':' ",' ,,'. ",

··,(>.pi~iJr'm~~jliJ,ce1)'~iJlr91y~~~teconomic.reasoning, .•..
.•.•~a;a,ior~Y.§~:,~~~ie.cq{'O,~~h~lPtodeve1CJPassignment.
.·.. #~9~,~a~um,~~~···tll~.···.·.'I't&l.s ..p~dpat.iQnshould ..take
.·pl#~~J~~9~~i,l1f.tle~(:SjgJl.p~.toi9entify approprim
·methods Q! Wi.YSiSind ~9nUi~~tf!;~·diScUssionsofresourceneeds
8hcfa~liiliili·'. .", ...... ..... > ••. .. •...

. ' .... , ..,.. ty

.·••UPoncliyj.sion~p~\ra1()r~i~~l.l(pl~, GAO economists may
. be asked to ass1Jfuerci;p(msil)ilitie.ss4ch~Jhefollowing:

,"'. "',"". ' ,

• Assisting with .interviews andquestionnairedesigh.

• Pa.rtiCipatingirlJdaruUllgand meSSage agreement conferences.

• Participating'in scoping meetings with requesters and GAO
managemenL

.f:cOIl9JllicinP4i!li~.

'. Pez1prmi!W9tiantita.ti~~;:~~~~c~as:i~egressionanaJysjs.

.Draiung~~ti6N;orptcM:IuctScontair\ing sigruncant economic
anaJ~· .

ManY&SSlgnrnents maynot~YesUbst.intiareCOnOmiC content but
nonethel~ inVOlve~conOIniCI"~CJning.For these assigrunents, as
well !~tdr ·tlloseirlv(J1Yi.rlgl1loresubSt.antial~onOmiC content, GAO
economiStscancontribu~inthefolioWing ways: .::<.;,.'. "','" ""f';,", ,.;'~,"",~ ':;·'~~:··'\i,:·t:·', .', ':,',r;"·,;~:';"r::;,'i·

Ensuring Quality of
Economic Analysis

Assistance,in..the
Design Phase

Assistari~~l)uriIlgthe .
Data Collection and .'
Analysis Phaseo

C) Pale 1"1.0-5

• Assisting, when necessary, with the Selection of outside
consultantsandrnOnit.oringthe progress oftheir work.
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Assistance InUingtbe
ProductPreparation
Phase

8btaining Final Clearance
for Products With
3ignificant Economic
:Ontent

\.ey Responsibilities

Cbapter 1'1.0 .
Ecoaomie Poliey 1....__
Policy S1IIlUII&J")'

• Drafting sections ofproducts.

• Reviewing outlines or rough drafts of products.

-Assisting with briefmg requestezs,· GAO lIUIIUIIement, andothta
on.usignment firadinp.

ntedhiefEeonomisfshouldbe ·advised·of plans to use outside
consultants to perform eeonomlc ariaJys5 for GAO assignments.

~staouid.mSurethateC01iOmiedataorthe results of an economic
8naJysisare reported &eeurateJyand reported with the appropriate
eaVeai$1O that theY are nofrrlisleadin,g.GAO economists can assist
with draftinS sections of apl'O(iuetthat contain economic data or
results of ariaJysesandeRSUl'e>that fheprQduct includes statements
that(l) list key.orsubstantivesoW'ee$ ofthe data; (2) specify what
the da1a .doordo not n'leasure;(3) J:eferenee or describe the
statistjc:alanBJYSis, inc1uclmgnuUeJr assutnptions and the results or
sensitiVity anaJySes;and (4)desciibethe qUality of the data or results
ofanalyses and the major strengths and weaknesses of the methods
ofanalyses. The presentati~nofresultsofeconomic analyses should
alsO refer to tl'ae expectati0llSof economic theory regarding those .
results. . ,.. .'

As part of the product review process, OCE reviews GAO prodUdS
that contain significant econ~rnicanaJYSis. EAGsmay perfonn an
analogous role in their division's product reView processes. In
addition!.? the OCEl'eyiew, eith~rGAO staff, the EAG, or OCE may
recommend an outside peer review. OutSide reviewers should be
selected. with guidance from QCEor EAG staff.

Divisions should use a GAOFonn 124 (DraftIFinal RepOrt Clearance
Statement) for OCE cO(;)rdination and review. The divisions have the
final responSibility for a product's. quality. They ensure that the OCE
review has been completed and that aU issues have been
satisf;ietorilyresolved ·before issuingprod~ (See
Communications Manual, th. 12.13, -Ensuring Product Quality.j

The Chief Eccnunnist is r:esponsible for keeping abreast of and
providing advice on current econornicpolicy issues, trends and

.developments, and analytic teehniques USed in economic analyses.

DeE generally oversees the quality of economic analyses performed
throughout GAO and is responsible for reviewing products that
contain significant economic·ana)yses. OCE provides the necessary
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Other ChaPters
ofThis Manual.

CommunicatioDs
Manual
GAO Order

Other Publications

GAOFonn

CbApter 17.0
EcoDomic: Polie)' luu...
Polie)' SumllW")'

~d\'ice~d'assiStance tOpnigmrn diVision Staft"onth6sea'SSigNnel'lts
with substantial and sensitive economic content andc:ondue:ts '
special studies.

EAGs in the program divisions, in coordination with OCE,provide
advice and assistance to auditors and evaluators in designing,
performing, and reporting of work involving economic analysis.

,., ;1" .. ,... •

; ... .:, "

lsM4Wiadi~aren!SPOhslblefor'thequality oftheproduet.
TtliS'includes'appropnateassig!Unentdesigns,perfonnance, and
ilecess8ry'reviewS"iucbasOCE's.

0130.1.45; bfliceofth~;CfudECori()rriisL
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124. DfaftJFinal~E!J)Orl. Cle3l,'8l1ce.Siaten.lent
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AppendixI:
Using Econometric
Models

Chapter 11.0
£CODOlDie PoUeJ bn....
POUC')' SaIIUII&I)'

GAO economists or consultants can develop econometric models to
adciress t.he~c,.clsofan ~grupent's objective(s). Also,
1~eraI.1arge-scaleec:QA()mic..pdeJs~available from. a nwnber or
orpnizations..G40~~tD~DRIlMcGraw HJll and WEFA
modeJs,·which· can.be URd to detennine. the potentJal economic.
impact of policy altemative$. Bc>Uqnode1s, described below, also
penmt long-umrrorec:UtingahdSUriWatiOrL

!'

• DRI/McGra.wHUl Qu,arterl.lIModJd oflM U.S. Eocmamll.Tbis
mod~.pennits forecasting fPl.al denumds, qgregate supply, prices,
incomeS, international tmde;industrial detail, interest rates, ahd
financial flows. The domestic spending, income,and tax policy
sectors in the. model POrtray thecelltral. cb"c:ular flow of ecQnomic
behavior thatismeasuredby national income and produetaceounts.
The model reflects trade and capital flow linkages by using foreign
and domestic prices, output, interest rates, and rates of exchange.

• Tn.e WEFA Group U.8.Qu.a.rterl.1I Model-This model is~ulin
macroeconomic forecasting. A'$ltemtelnodel providesadditio!lal
industry deta.il, includingapproximaU!ly 150 indexes of industrial
J}roduction. The' model'provide!> 'comprehensive sectoral·detail·on
consumer spending, business investment, employment, imports and
exports, inflation, fmancial market activity, fIScal policy, and
industrial production.

GAO economic;ts also have developed models that can be updated
for reuse. Examples include the following:

• GAO Dairy Sector Model. This model is to analyze the efIects of
alternative government policies on the domestic dairy rr1arket.

• GAO Long·Term Policy Model. This model is used to analyze the
long-nmeffects of clwlges in federal spending, .taxeS, and budget
deficits on saving. investment, and economic growth. GAO added
the government sector to a framework developed by economists at
the Federal Reserve Bank of New York, which enables this model to
depict various policy initiatives, such as.changes in defense and
health care outlays.

PoliciesIProcedlU"a Mall.... Febnaary 1894 ( ')
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'Ubtaining LegalAssistanee--
\ Policy Sununazy
o

o

(

Policjr

PolicYHi~

Ensuring the Legal
Sumoeneyof GA05.
Products -

GAO'spaUer-..,

• ~ande!f~a&tLtns1eJal"'dediDI
~ar~olVedi_

• ensure tbItpadiaas taanJD'CAO.~ are JepDroaaec:t.
ad

•. ensure·1!IIt clCl8et:Df)~lIticmazuhamwazk .weentbeDmae ttl
tbe~~(oGc)~~anld.-ultJa
~'GAO"~"

GAO u tIIcIIIde.nIllil'· '11d11 rIl c:amp1jence"
I!pp1jcablelnrsadftlWdCllil," pOsItions tUmin GADa"·
~an pradliClllmllt'!lelell!ttdDciellt. 'ftds IDIIIIItbIt
IiWteZSdiscuDedandpasltiont takenJn~ pmduClllIiUIIt be ......
&lI\an~ClUhe~CIIbIe'JaWI,ftlWdaras._i~IlL
the ~,GeNn1,lINh:anrollUilcaan.c:.-.

Whtn.few,.If&1\)', If:iIJ~fS~~tW'~i~~~"'"
C1~~~~~~,~#@i.'"'att;ije~.Bat
mn~DIUh ~pUticipltiarl_bereqair8dwbI!D ..,
~o~,~~~lfPliaues. '1belleedlar

"=:,=~~~~:e~~4tuiL
member O!&he IeIm~UIhout'&be,~

,..",:,:':_:_'~,_'-'\,',~::"',' ,_<'.:',.:>' "j'-:':: ,':;'".:";1, "~"~' .,.:",;':\",:",,-,",V;'·".

meeDveaUo~~~an~"best~by. coopaiM
reWianship In wbichiasufs Aft. ddmed and -orkinI~
established as any. pa8slble. '.

To achieweUais, ~.fiWJll

• 'i6enUfy lep1 iawesad eszablilh'wotk:inI'limmlemeutidbDOC
dunnI the~'sdelilnpAuc.

ecansu1tOGCpramptlylf~i!CGIdsProblems m:
e:ru;ounwed.ari!&~apeerne:nt..appeIlI~'be~

"',." .•.•:,,'~::. ,,¥ .. _, _ .e.-- ..:;·" ••._,", -: "~:":r":'7':"""~' ,>" _,-,.~, ..,. co:: ·,".,~'c·:,··::'·, ",. '.' ' :.
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.........
O=.....L.pl.... ""cr- •

• amsuh OGC in fommllrinllelisJefift~UId m
deve10pmg JeIiIk~JIIIIuIIe.

• 'tetadvUaae OGCreviewardldPrDctuciithatcJiIeuIs1eIa1--'
ad

• _OCC'e ar.1Uia&1pnadap.

OOC ....,.,

• .metDlDeltlllftleCko~ due...ad

1t.··~·.·~·.·Olic·.~_·...;1.·&IId··~~whaJll'D"idililancetD~ • ..rt .

FafcJetaDedmrGonmart aD ~.1eIaI"'stFlaa" .Ie~
ILl.~us forL$1SuppartfarAucIlta'Iwhd,. •....

OG(; ....& --·otacblrl~JeJIled1D..,
.....l"etj~ 1aCb""iPIIIIIIUI,..a'W "'QrrePlIbouJd..
awue ofad beMDS,trama..Je1atiDftIIbipL

.PDr;~~..ehIpter 18.2. -other omee afa.e
GenIIIlIJ CauMel·BlllJlcMbU.....•

. ).-..

Key ResponsibilitiesOOC~is~.}XX&SIblefor

•. 'ldes&ttf)ii1iCCJGC lIItD!'ne1.eantaers andoraaNuticm&1 amn,emenIi
fCirasiStAriee in~analSipmenu and

,.. :., '-', ".; ,c'", ~i:';",>, >"." " , , ", .. ,,' ' " f.-,"':, '-.- ,",,", ".." ,,' " ,,' '"

• .enSIirift&..~ appi(,prime' ft!'rieow. tha18DDme')' &ISi.mnce,
spec:ia.U)'an~l~~....velep1 iaues.- n)i'Nc.

AllOGC~'lft~~fIJr

• In&intaiII.ingaJ'l DVEr\'ieW craISipmenu .iIl their...of
ftSPOI'LIIbDtl:y andwU~kp1 advice and .";p&ftCe...
IIPJD upriale;

" ..
• ~wICb~~III\"'tiftaetiansad
PJ~t.hat_decU"~*·Grl'~ud

• .CDIIIU!tir!Iwtth.~and~opinions and tala GIl --,
Iep1 mauersas·manaed·Withftlbllt~and~
JIiInIIItB.
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CJaapter 18.0
Obt.a.ill1q Le,a! Aul.tane:e-Pol1cr SIlllllUf'1

• contacting attorneys early in the assignment to assess the need for
legal involvement and to arrange for attorney participation,

/

• analyzing assignments for legal content and arranging attorney
assistance,

• establishing working arrangements that promote t.ea.rrnrork in
dealing with legal issues,

• k~pingattDmeysinf0nned orassignmentpro~ and.invitirig
attorneys to key meetings, and .

• obtaininglegal clearance ofcormnunicati0n products and
participating with attorneys in res.olVing issues a1feeting clearan.ce....

" ..... ..
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·ChapterI8.J

Procedlliesf6tLegalSupport:
(j for AuditslEvaluations

/

~O's·.pqijey,is.·to,

'~}<,~:, ~" ,

• recognize and effectively address legal issues afl'ecting
accomp~entofassignment objectives and

. In suppt)rt~f21tiditi; ~cf e~u.ti~~,Omdeorthe.Generaf Cowurel
(OGP)~ine~.;<, .

,,'.; .;-'-,',:'-:{(K:"'"';

··.····.resolveffil~Qns~,~e~'lL9Signm~~,such as Q\lestions about
GA,O'sauthority to do a particular job or to gain access to records;

• .p~~~~'~~,throug})()9t~~'vimousPhases of an assignment,
.1()~~,tfJatProclll~dOJ;l()t ~~,~e.law and that legal

,.••,··'q1Je$tipils ~,~Y8uditleyaluaflon ",orka.re efrectivelyresolved;f,nd ", . .., .. , " .,..' .

, .J)arti~ipate iril~giSlat.i~eclnl!ting.

'9GCprp\jdes cl~~ •.SUPp~n··topro~di~ions··and:~mees.
-M>pendix ISllJlUl1ariZes the~.J:eqlli~gclosecoordination

,. between OGe and diVisions/offices; OGe organizational units,uilder
~!ler:U~U'I&SS~i~or~ocjlltt!8eneraJc::ounsel, have been assigned
prc)i.'~*responsibilities~ foilo",s:

• Accoll~~g~dfilUU'l~ ~~ment

• General government .,

Policy'

Legal.• Assista.nce.on
AuditslEValuatJons' .

o

• HurmUt resour~es ~dprograr:n~W1luaticmrnethodoio~.
"

·N~0nalsecuritYI inte~onal af(~, ~dinforrnation management

• Resources, community, and economiccievelopment

Interpre~tiQ:rl.of

AuditJEvaIuation
Authority

aGe interpretS legal'requirements affecting GAO's work This
includes adVice lcrclarify the scope ofGAO authorities so that all
requirements are met and r~trietions .,-e nQt exceeded.

Polic:ieaIProeedures·Manual ·November 1982



Assistance on
Assignments

Identifying the Extent of
Attorney Participation

Claapcer 18.1
'Proceclat:e. for LepJ Support
tor AudltA'EvahaaUo... ,

H, during an assignment, GAO's authority is questioned, staffshould
contact OGe for assistance. Attorneys can also help resolve such
matters as aceess-to-reeords problems and questions mahowto
iwldlecongressional requests for audits ofagency activitiestbatare
statutorily exempt from GAO's audit authority.

Att.9~e)'S helpir\devele:t,~~finp,ins$~~pnclusions,and
recOmmendations to ,ensure that they are legally conect. The,
relationship ~t\lVeenauditorsleva1uatorsand 'attorneys works best ,

"when it. is characterized by teamwork. ,
,. . . ,,' :1"

'!be e~torattomeyinvol~lftentinany 8SSignme~tdePenPsonits
nature.and llSSig.nment objective(s)~Jt should bedeten1dnecl by
auditorsleYaluatOrs,and 'attomeyson a c:ase-by-ease ,basis.

Attorney ~articipat.ion may belimited~ final review of the
commwlieat.ionProcluet whenf;heassignment involves no significant
JegalissUes.Start~finish attOrne)'participation is required when
assignment objeetives inVolve signifi~t legal issues. Attomey
participation early in an assignment is particularly helpful, since the
significance ~f,lega1 issues maY not be ~dily apparent.

Early in thedesignphase' sta.ff should consider how attorneySC8Jl
help'toanit.Jyze laws andregulatio~tha.tarematerial to assignment
'objedives. ", That anaIysis,is'an important part of GAO assignments.

Attorneys Can help aUditorsievaluators.in ~variety of ways
throughout an assignment. For example, they can

• identify laWs and regulations relevant to an assignment's objective(s)
and determine legal issues that should be addressed,

• help develop an approach (or collecting inConnationneeded to
address legal issues,

• make determinations on legal iSsues and help integrate those
determinations into the product, and
I ' , ., .

• help develop legislative recommendations and draft implementing
language.

Durirlg the design phase, arrangements (or attorney participation,
including timing and methodology,should be made. Attorneys are
responsible for ensuring that their assistance is timely, relevant to
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Participation Durlrig:th~:
ComseofanAssignment

Product
PreparationIReview
of Communicaton
Products

CDapter 11.1
Procedura tor LeI&1Support
for AUd1c.IEY&1uaUou . ,

asSi&nmE!llt objeeuves'8l'ld l!J'able:.' Meeting thlSresponsioility
reqwres"wJy knowledge orwha.t\Villbe~d.edorthem and when
it wi)) be needed. ..' ,

~dAtDl'$(evaJ~atOlS arad~m~~n~.~otmeet on.every
us.~L'~'u£,~a,~~ ~~Should review.key
docum~~¥aeBcri~~t',I\~~~·'e.g.,Job Starts material,
the corigressionalfequest, 8ndth~omce'orCOngr:essiO~Re1ations
(QC~lJll~mp~ci~. $1Jc;b d,~ents,.livethem an opportunity to
~.. ~@or1~~~I1re,bU~·~~~cant, leplissue receiVes

',prOirtPt'~uention..·· . ., "','"" -" ,

·At1t,@~~~istatiririg ••th~'dlltaj~ti~eti6IDanaJ~.phas~·or.8Il
~i~~~bY ~~~~~:~Jyins,l~gal.·iss1J~.",orlcil1g on
access~tDirecordSroDlems:Jtndj'dt;' .. ' dill' ,. on thenBture ofthe

·····~~g~eij~h~i)i~to~~r·,~R..6~3u-oughinterVieWs8lld
othel'fie~dwotk.. .' ..>- ..'. ".> . , '

lnf0rmalrelati0nst:Ups nonpally ",.orkbest,in getting the answer to
'1egali$Suis·... 'But fllcts'andle~isSiJ~1I1e~metunes{coll1plexand
'c:anbebest'dea1twittf,thr'o~gha'~t6!n'requestfora leg~opinion;
Atto",eyco()peration'ihdrar~-j"reiiue5t''f0r suchan.opinion can
:help ensure tMfit isstWpJy foC\JSecf't.6'thelegalisJues important to
;aSsignirientobjeetives";Fot'!attdrneysiol'~po~deffective)ytoan
.issue,they may need additionalinfonnation,such as afOnnal
statern..",E!Dt9f the@8~cy'~<~~iQP~ .,.~nw.or\,lle~n tI:1~~~

. . i:" C'. " ' ",' "',," , _, ", : ' -"',',",<,"':'_,':,;:{_" ",.; , ,.•.. _,."-" "., .. ,

/Stafrsho~ldkeepattorneysinfprrn~durj~g an assignmen£ ".,'
Likewise, attorneys shouJdgiveauditorsievaluatolS infonnation
abo~1tt.h~~ignrnentasit aff~~theirwork.

\\?tile the,a~t()rneys' prirnarY~l~~,toadYise on legal maaelS, they
may have other insights that ~~~lpmeet~ignrnentobjectives.
Thisisparticularly true of compJexsubjeetsthat c:annotbe
cOrnPartmen~izec:lbetw~nlegal8I\clothe,r issues. The relationship
should ~e ()ne inwhichattprJleys fee1rreeto make such
c:onUibJ.1tip~.' "" , '

During product developme~t,att.ome)'S¢andraftportions of a
produetorperhaps.prepareaJegalUUll)'Sis for inclusion as an
,appendix.Th~~xtentofth~irJ)artidpatiol\in product
tJevelopme~tde~ndson,~e'n,atureandscopeof their participation

; " cllJriQg !l:'~~~~igrime~taodtbe,$~~i(lcaztceof the legal issueS~ ,,
~. .." ' ' ;"... "" ,,', ', .. , ..'.. - ' • ,."" ,:' "".',, -""" .... .' ",": -" , '". ".' . _," '''', '·,e" " ,-;c,_ ;-, .' "" , '

A major OGe role 'is reviewing communication products for legal
correctness and granting legal clearance when warranted. Fonna!

f
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OGe Review ofAttorney's
Assignment-Related
Advice

Bill Comments

Claapter 18.1
Proeed..... for LeP]·Support
lor AudlulEvalaaUolII

legal review and cleamnce should generally be completed in5
workdays. .

When legal issues are involved, OGCcJearance is required before •
p~uetj.sreJea",~d forlllency cOmment or to. congressional
requester. Depf!~ding. on the. sensitivity or the issues, advance
c:1e8ra.nce maybe usefullnother cases.

; ·,t·' • ',", '. '<,'1' .... ,,: ;' . ,',".",', ," .. ;':. ,"",",',',',« ',_:

"onriane~ 9¥anees for both adYance and firW review require.
copy or the dr3tt, along with the ~Prt)priate cleamnce fonn. .If
assignment staff and attomeyshilve worked closely on an
~gnment,fozmalproduet clearance should be routine.

:,'1; " ." >:,', ',},":" :"~ "~,,,.,' " "", "" -', ': "',.'

$incefOrrrlalc:1earaneecollStitutesOGC'sagreement that a.pioduet
is. appI'()Pria.te~or oJJtSide releaS~,theproduct released must be the
same as the one that OGe cle~. Changes,.other than editing of
nonlegal material.• should be brought to OGC's auention.

Attorneys areresponsibleforer1SUringtJ\at the advice they give can
be relied·on and, when appropriate. for obtaining higher-level OGC
review. lli~er~levelreviewismost necessary when legal advice
co~ldsignificantJyaffect the direction of an assignment or its
findings,~()nclusions,or reconunen~tior1S~

Comments on bills are an impor..ant form of GAO assistance to the
Congress. These comments are provided when

• they are requested by a committee or a Member;

-GAO's authorities or responsibilities would be affected by the bill's
passage; and/or

• GAO has information that would be useful to committees or
Members in considering or mOdifying the bill, including possible
changes to help accomplish intended objectives.

aGC works with the·divisionresponsible for providing bill
comments. TheOGC attorney gives legislative history information.
which may include prior comments on similar or related bills;
provides requesU,!d counsel;andreviewspr()posed comments before
issuance; After release; the bill comments signature package is
stored in the B-files.

PAle 18.1-4 PolitiellProeeduret Manual November 1992
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Claap~;"i8:iT '"'' .
Proeedarea for ~"".~IIP~~>,.
for AUdltalEvaluatioDa"., .i',;

1•• •AuciitlEv&1UationiAuth~ritY.~: ".
,

12.13. ·EnsuringPrOduct·Quality"

12.18.·COfnmeI\tsonl~gislative'Bil1s,·.

,. "'.\I"'>~\':,::{:..:" '.:;. ...

·'6;;·PlarUung.ariilManaginglnclividualAssignments.-

7,·ObtainingAceesstolhfonnation.·

'·····12.10.·~Recommenc:lations.·

OGcshCJuid·p;ticip~te·in·iii:i~g'~~iI~e~bOihjonnaI'and;<{i" ."i'X'·'·,·;'

infonnal. 'TheGt1IDIDunicationsManua} ~,'J'eQUire$, that, ,'" ",' .',i.;'" "','

recommendations tD modify or create Jaws be as specificas~§ie ",
and be developed in consultl.ti0n with OGO.Those , . ",i' ','. ,'/,1 i

recommendations generally should 'be accompanied by prOpOsed ,.'
legi.slBtive lariguage.

~gislative drafting reqllires the jointefrort ofauditDrslevalu&is'··' ,
8Jld~l'Pe~i This helps to ensure thatthecon~tofthe

.,,";';legiSlitiOnJiSsoUnd·:8Ild.~i~;·~eJstechnically,~~~d ... /'i'

:-,', ,::,:-Siit1iCi'f!htl~~,,:;:,!.:->',' _.::_'.:"-:,:,,;.,;~,;~,?":,! ~,,:' .. :~'l.-~;-;:'»GV,:,~;rE:r):ih~i>~«>~!~{,,' ;l:~';,~;/E,\i,i,t-~~~"," ', ,:: ::':"-"0;1" " . ': ";,:\ ':'>':i,~:~' '"':';:::;~;l 'j<.

,;::):".",:",_,•.;,,;:~{,: :'-'< ~'i::;~'."~,.,':",:",:1 •_:.',""".;"":,'~~".:;,',, .;."":.,.,.•••',",',,',.,'.•,,','.:,,.1'.':.".'.'.; -C,,_,:~ ' .. ,' ~'; [: - .., -. ','" , ~' "
. . .,...... . ..... ",>';·~1':Y,,~;:,<;,~ :','~,::;j~:'~;+<,x<'~ ;;'i;;:':iF{i,:\~,~:?:;:4::::.;.j:' : .'

C" ,", ., ···•.·.;.i~j",...eblt..i$.,~t;'"ec."~~j~\~e·to accompaltYa
····;·legiSl~~!~rnmendatJon.i,llg4i!9~~1.1ItOrsatlclauome)'S

;. Shc)uh~·bave'a~le.arund~dipg"qt\~~reCOmJllendat.ion's
fei$ibilityand howit wOWcI.i)e .• implemented. Thisisimpctrtant

.'J'beCaUS~GAOis ()ften\1211e~:ton'''~I1,~provicl~ dnlftle~e
. ~guage~-:o',~ ',~"::: ~;.~.'

",-" ,_.,., '., -',1

,Legislative.. Drafting

RelatedMatenals' .

CommuniCations i.
Manual' ',"..... 'T

o

GAO Orders

. ;". '. . ','" '

0130.LI0, ·Office of the General Co~el.-

0140.9.10, ·Delegatiot\Sand!A~th(n'i;ations for the Office of the
GeneralCounsel (OGq),~

OtherPublication Assessing Compliance With Applicable Laws and Regulations
(GA010P.-4;I~);
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Appendix!:
summary of
Requirements for,
OGe Review and
Consultation,

obtaining Access '
to Information

Claa;ner 18.1
Proced..... for LeplSapport
for Aadlc.'EvalaatJoDl

• "OGC is>Ule central point for handling access-to-records problems.
When possible,OGC works withcIMsiC)n or region&lltWUlgement to
resolve problems infonnallyand, when necessary, drafts forthe
"CompU'Onet,General'ss~..fo~demandorsubpoena based
on'speeifications provided by the issue areaclireetor. (See ctr. 7.0,

,·ObtaillingAccessto lnformation--Poliey Summary,- p. 4.)
A' , . . •

• In someCaseSi GAO may not be able to comply With a request
because it may not be Within GAO'sjurisdietion. "OCRand,OGe
should be consulted. (See ch. 3.1, ·Supporting the Congress
Responding to Requ~for: Audits and Evaluations,· p. 9.)

L,,(',',"'.',·', ,", ",,'.,.

• If the issue area director (or regional manager) det.errrililes that
prompt access to records't.hat have been delayed or denied is
necessaJ)', heisbeshouldilnmedi_ly consult the OGC~ue area
attorney. The issue area director or the regional manager and OGe
should eonsultwith the division he,ad to reach agreement 'on the
various strategies that might be pursued. Ifaccess is not
forthcomin&, enforcementactionshould, be considered by division
manageme~t in close consultation with OGC. All proposed
enforcement actions should be submitted to the Special~t 10
the Comptroller General for review. (See ch. 7.1, ·Obtaining Access
to lnfonnation,"pp;2and 3.)

• Any question concerning GAO~s right to access records should be
promptJy referTed to OGC. (Seech. 7.1, p. 2.)

• Any decision to use GAO's enforcement authority to obtain aceess to
'records will be made by division management in close consultation
with OGe and WWbe reviewed by the Special Assistant to the'
Comptroller General. (See ch. 7.1, p.3.)

• OGC will advise on the implications to future access rights of a
pledge of confidentiality and'on the way it should be worded.
(See ch. 7.0, p. 2.)

• Before a pledge of confidentiality is offered, the matter should be
discussed with OGC. (See ch. 7.1, p. 4.)
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,.da':p~ri81"" •...
ProcedureeforLe,.,J~($uppon .. '
for AadltalEwuatlou

.Pl~gesor·c:onfidentJality.rnUStibec:arefuljY'wOrded.tp ndleet\ ..... ,
liItI.ir.ati0nS0nGAO!s'~llitr:t.o'prevel\tdiSclOSUre ofproprietary
Oinfol'lll8tion.0GCshoUld ~corlsulted~n~ewording ofpledges
under related legiSlation.{SeedL 1.1,'p~J)~)

"">~i:),:i" ' , , ;,,'." ",' '-, ":, ';_~{ ;·b':·:·'

....i. ".A:;pledge. oreonfidentilili~.'Cih',aeongre8$ioOa1. request should be
confimaed bya letterfl'om therequestA!r0~ibyaconfinnationletter

.·',aclal()'Wl~dged,,,y;tI\~irequ~,,.Jrl'.eltheri8.Pproach,OGeshouldbe
,·········,"con56lu!Cb;;(W"cllt1.1~pU,6:)';;;.. ,f'" .,f,

•... GAc>,.enebdJy.;·does,nc)ti~t·requests;for! ..ondisclosure
,··Statetnel\ts;gtmt!rAAed,bY:a;gt!llc:i.;O~5go~~t contractOrs as a
,.p~tetbo~tai~!irlfdiTnatipr\;;,'(iAf)"Staftshouldinfonn their

".Ql\itmanagers.i,OG,e"JlI'ldthe:efficegfPolicY will'Bdvise pn
approprialeac:tipns; (Seech. 7.1, p. 6.)

."-', "

'<.':'--;:''''.::'::'":,,, :" ..,"l:::;l';,:;{":'):":~,.'~t;r':::'::,:',>,::'.:,;.,".":,:',,'.,,:--::. :',."" , '_, ,,' , :,
.~qShQJ1l~be;c()ntaeted'pit»IIlP~y*ttez\ltliSconduet orWegalityis

in9"~~~d:througho1rttheideveloPlllent·orevidence for .
submission to the .Department ofJustice. (See ell. 7.l, p. 7.)

,- ~

>:::,~_,_ of;;, ":'-;';,;"'";" ',';;,'i\'"''

..1np~~.ngindi~tiONiofWepJ,aets,auditorslevaluatorsshould
cOllSult wif,hdi\iStonroanag~entandOGCJ)f~fore proceectingand
onthe~eed torepon anyindieated Wegalaetstolaweri!orcementor

.invt!S,tig,,~ry:a.lJUt()rjtie!k(See:ch;4~3,:"'EieldworkandReporting·.•
St4ndaJ'dsfor~cialAuditS;· p.2.) .... '.

,.,!,OGC$h()~ldbe.~ollSul~'for:appropriate reporting of
1l9nc~mpli~c;eWirll..ws'and:regu1a.ti0nsand before other actions
ar~t.aken,'..(~cll.;4.2t~p. ·lQand~.·~l;3j. pA.)

Noncompliaftce,\Vith .
Laws'and' Regulations
andmegal Acts

o

Developing Findings,
Conclusions,and
Recommendations

• In developingrecornmendations to. seek recovery of overpayments,
·:9G~sh9':1J~t~..·.c;onsuI~(t(~~.!94, ",Procedures (or'Developing
~~tlings,:CoIlc::I~i9Nii~t!Co~~nd~()IlS,andMatters for
Congres.9io~~Nii4~g()J\,·p,a~).,.", .".-,",', .... ' ......" ., '. "-'".,''' ,"., ,

',J. . ":, ':" ,'.,'.: ~'-i: ,.:': ,:.: ,.:': ,""" ~,_di'i .",0, _ ,:.1-_;":"

• . ReconuneJ;lg~tic)J:'S:p~p?~ingll~!".or ,IIl9<lified legislation should be
coordinated with QGC. (See ch. 9.1, p.7.)

• oGe shC)uldt)e co~i~ ~n.1l#'.~@gislaQ~~recommendations:be
.~volvedinm~tings wif,h (:()ngressi~nal~,to discuss such
recommendations; he1pdeclCSewllether itis~ppropriate to transmit
~cificlegiSlativ~~8':I~~;and,.whe~approPriate.prepare. the
langu~ge., (See QM.. ch; ·12.10, ·Reeo~~nda.tions.·app; I, p. 8.)

P.,e18.1.' PoliciellProcedure& Muual November 1992' .



Handling Sensitive
Matters

ly-oduct Review

Claapter 18.1
Procedure- lor·Le,aJ··SuPport
lor A"clUMEftlutlona

• Wherl~"ltici~GAOwOJ'k mvolvesissuesthat have progressed
. into litigation.or arebeingrecommenclecUor litigation, GAO should·
determine the effects its continued jnvolyement might have on the
litigation and, asappropriJt.r.e, discontinue work. Such decisions
should be made in consultation with OGC.. (See ch. 18.1,
·Procedures fod.egal Support for AuditsIEvaluations,· p. 9.)

• Whi1e.GAQprefelSnott.oad~ issu-.in litigation, all such
decisions should.be made after consulting OGC. (See ch. 18.1,·p. 9.)

• Matters to be re€erredto the Departmf!rito!Justice nonnally should
not be discusSed withoutpriorapprovalof,-OGC. (See~, ch. 12.15,
'"SpecialConsideration and Handling of Classified, Restricted, and
Sensitive lnfonnaUonin GAO Products,· p. 3.) ~

• GAO products should not express opinions on issues to be resolved
by the courts unless therearemitigaangclrcumstances and prior
OGCapproval has been obtained.. (See m ch. 12.15, p.4-)

• Whenever a draft or final product discusses or expresses an opinion
regarding ongoing litigation,.the specific wording must be approved
by OGC. (See Ud, ch.\12:15,·p. 4.)

• Generally, alldraft prod'lets should be coordinated with OGC. .
(See c:h. 12.0, ·Communications Poliey,·p. 5.)

• Whenrequesting'OGC review, diYisionsloffice.S .should send a copy
of the d.raft;support documentation,'andeither a GAO Fonn 124
requesting advance review ora GAO FOl1'1'\319 requesting fulal
review. (See~, ch. 12.13, ·Ensuring Product Quality,· p. 10.)

• One of the .requirements for releasing draft products is that OGC has
cleared any product thatconwns legal issues, including issues in
litigation,mterpretations of legal requirements, and legal
conclusions based on facts disclosed through GAO's work. (See.eM.
ch.12.11, •Agency CoJ1lments,·p.6.) ,

• OGC must review all products before issuance. Depending on the
sensitivityandlor timing of the product, OGC should also be asked to
review the produet before it is sent out for comment or released in
advance to a requester. OGC is available to provide advice and
counsel during the assignment. (See ch.12.0, p.6, and~, ch. 12.13,
~1~ ~
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Video Products

Testimony

Comments on Bills

Cbapter 18.1
Procedurel for Le,a1 Suppon
for AuditalEvaluat10ftl

- Scripts for all video reports should be reviewed by OGC to ensure
that any potential legalissues (involving privacy andcopyl'ight
issues) are resolved before production 8I1d that all releases are
obtained. (SeeCM, ch. 12.16, -Video Products,· p. 6.)

- AD video products should be reviewed by OGC, including those
obtained from external sources. (See ".eM. ch. 12.16, p. 10.)

• The General Counsel and other top ofticia1s review all testimony to
be presented by the ComptroUer GeneraL OGCalso reviews all
testimony to be presented by other GAOofticia1s. (Seem ch.
12.17,-restimony," p. 5, and ch. 3.4, p. 1.)

-Sill c()mments must be reviewe~f byappropl'iate ~ivisionlomee
officials, OCR, ·and OGC and must be independently referenced.
(See ch. 3.4, p. 3.)

• Bin comments are reviewed by aGe before signature. (See.eM. ch. .
12.18, ·Comments on Legislative Sills,· p.4.)
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Chapter 18.2

OtherOfflce'oiffie
f) General Counsel Responsibffitle's

/

Policy ·'G..\g!s'PQU~isto,~~,~!~~t;o,p~on·and~~~rlc'
;'~~~~E!QIi~()f~~,i:~~"99~l,,(OGC) and iWCliti "
~ua.t;i()na;tafJ';~u1t,~;~~,·,~AO·p~I1~·

I';' ':' , ", ' -'. . -.. > .. ',.' " ',,_.',
''::',:',,',:':»:, "',',"-:', ';:-'..'~,:".,::.' ,'_ ,;,'.. 'f\::>:,.,:<: '" -;<:.~·,L~>("::',,:~J'}'_U~'\":~<.~·;'.::'"),:,:, ",';,,' ."',:<,,,:~.;:, '.' . .

·Cqmp~~:,~:~~~,t,e;)"b~~ of departments,
indepengen~,estap,~hme~~tdisP~.,.rld,(:ertifyingOffiCelS, and
private parties'and' deciSions iit conneCUon With bid protests;

,~> le9aJ. ~ticnl.s~vJj~~AC),,~g~bili#~;~d operations;

•,iu¥Jg.~ On'ernpl.tJyee~fa·a.~~,u:t;
,'" ,<. ,:,- ··,-'.-'.. ··'.·:.··;'i'·,,",·', "'.,'.,:,' ,. ,'.' "'. ,,- ", ./'" ",:,' . , ..... :.....:.,'.' ", . ',' ""."", -, g,. ': ,',.".';.' .'..... : .'

• ,ensurl;ng't:Urrertc1I0j'~,inti4t:s0'(~fQljcy and Procedures
Man'u8J fQt"GuidanCe or Federal AgencieS., '.

':":,-' .. ' ';' -: ., '. '",', '",'".;,,' :",;'. :...,.....,.. ,'; -. .,

Advisory ~galdj>inions
for the Congress .

'OGe Prepal1!S~q~~:~/iegal()pirlionsaithe,request of congressional
committees or Membefs,.Ari a.d~r.roJ)iNon infonns the Congress
ofGAO's views on aspeeificrilatter but haS no binding effect.
HqweveJ"' ~ the ()p~ona.ddr~esmatters within GAO's settlement
J~etion,it is tantaIrlout.t'io a COmpU't)lle~ General Decision.

Material covered by requests may 'relate'to,GAO's evaluation work.
Requests often involve legal intexpretatiQnsor statutory requirements
that are significant to GAO evaluationS. '·They include requests for
"le~~tive.1arlgl1age:fOI'Penclj.ng0f pr()Pt>5.~,legiSlatiol\bemg'
consideredmresponse ioGAOevaluations;(Legislative drafting is
discusSed inch.lS.I.)'
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~mptroner General
>ecisions

gal Actions

ellapeer 18.2
OUter Otrlee or tile
GeAeraJ Cou...elll_po...lbWti_

Evaluators who receive a request for arradvisor,y opinion from a
Member of the Congress must contact OGC promptly•

.'As required bylaw,ComptrollerGeneralDecisionS&re issuf!d t.o
heads0fdepal1:ments, independent establiShments, disbmsingand
i:el'tifYingomcerS,andpriWte parties. GeneraDy, the decisionsfa1l
into .one of three areas-appropriations, personnel. and procurem_

• AJlPfOpri.Gtions~Primarl1Yinvo~qu~~~ from~ .'
omcials'conce,l'ning the propriety ofobIipting or expendingled~,fundS~ " '; .' ' . ... ' . .' . '. . .... . .' ..'

• /Jecis'ionscmJH!TSOruw m4tters~y involve questions about the
entitlen-erlt()fc:iviliari ernPlo~8JldmiIitary personnel in suCh
areaS8s Payandtravelreimbursement., '

• .Procunmaeni~'primarilycovedhe propriety of federal
contract awards, incl~ding procureJl1entbid protests. OGCanalyzes
issues relevan(to the contested procurement and renders decisions
on beh8lfofthe Comptroller Gener8l.

\

In some cases, GAO divisions receive con~ional requests
concerning matters that are'being or have already been considered
byOGC ~nderits bi~protestjurisdicti()n; Ifsuch requests are
receiVed,evaJuators should.·be as helpful as possible to the
requester's needs without reviewillg matters covered by the bid
protest. At times,worlcean'bE!'done on'other aspeets'ofthe
procurement to meet the requester's needs. .All such work should be
coordinated with OGC. . '"

Moreinf0nnat.iononhandUng con~i0nal'requests involving bid
protests is included in chapter 3, ·Supporting the Congress.·
Additional infonnationon the bid protest Process can be found in
OGe's pubUcation entitled Bid protests ItGAQ' ADescrjptive Guide
(Fourth Edition, 1991)." .

OGe's Le~al Services Division represents the Comptroller General in
litigation and other legal actions that concern GAO's responsibilities
and operations.

This includes:

• CaSesaftectirig GAb thai are before the PerSonnel Appeals Board
and the D.C. Workmen's COmpensation Board.

• Contests related to GAO's legal jurisdiction.
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• Contested GAQProcurements•
,--:.:' ',:".~,: .

," .. : .. ."_' ",.;:: .:,.. .. ........ "_.. :'. . _"" ". .. ...... ' ;,:,"1'1:, .. '.~ '. '.

• Enforcement (J!subp0ena5..·....

(-''\
!~

Guidance on Employee
Ethics andGOnduet .

Freedom of
Infonnation Requests

ImpoundrnentActions

OGC's~ccoWl~and'f'inanchdManagemeniGroup is responsible
..·,.for~·~4C),·~ews;~bY~te, such as the

lmpowlClmel'ltControl Act and the Deficit Reduction Aet.

OGC81ertsGAO emPloyeesaboutappuCJibleconfUcts ofintenst, .
~r.bj~,~~Il.~P.(#.~~7~~b~~;;~~~yoid pitfaUstbat can
result·'fromla.ck•..~rl.tnoWledge ..•orlUl~~4inB.·Ofth(! ..·JeStrietiOns
·;~~::F~tYg.,t!,~~·""(~~~~~f'~~;'~!73,§;~1(~~~I).·Ct.1cJeo(~cs "
~¢1...cligg,~p19Y~;~~,9~~m~~£Mt;I;,~ndue;t.;.8Ad;rras.2(A •.
91), ·ConfJ.ietofIlltereSiandSWiij~~.~r~l(JYm~tlllad
FUWtciallllteJ'ests.-) "." '

, .,' ,', .. ,: " .

"':'~;-, ",\,,',.'. ;;':":':~·~',":,i::·{;-,.:·~:I;"; .

Tbeotll~Qip9lic:y«(l~)iS,t.tleror.atRQintfor. receiviDg, '.
coordinating, and respondirlgtop~blicrequest.sfor~toGAO
infonnation. GAO is not.subjectto the requirements ofthe Freedom
oflnfonnation':Act(S'U.s:C:"'552)'bUtfonowst11e·sPmt1ot'the'iairl;:··
responding to.public·requests whenconsistentwith·~:'jWie.t;;:i';(\·i.,/'/;.
functions, and responsibilities to the Congress.

OGC'SLeja1'se'rViCes~1)J~iOh;:~~"6Pirl:respondingtorequ~;:/; .
8lldreviews c~rt.ainOPrespol'lSe:s... ~tbat OP nonDany refem
to OGCinclude': :.,' ;;.;,;/' .' ":··~,,r',>r ... :.... . .. ' "..

• mstancei; inwhichrec6rdS ~'denied8ncf'.

·{reQuests tOl'doeun1f~l\f#~i:~eOrdPGC'S",prkon a specific case
(records that are ini:ludf:!d'inard)Gt:Bifil~).'

OCiCh8ndlesa1rappeaJ5'for~e#edinfo~tion that were
preViouslydenied bYOP.h~'" '.J . , .

OGCisthefocal poihftor ~c)1JtGA()'$responsibilitiesunder
title X ofthe Congressional Budgetandliripbundment Control Act of
1974. That act requires GA()toreview,~()~tor, andrepon to the
CongresS 'on executive branC:hilnpouildme~tactions that·affect the
expenditure of appropriated fundsbyfede:tal agencies.

"OGcrepo~Wtlle CongresSol'lth~staiUS"c>fiIt1Poundlt1ents"
"'~/rescissi~ns,~d'dererrals'-"Inpl't!paring':its"rePons"OQ9consults

Wiih-representatlv~ofthecliV1Sion havmg audit/evalUation' ,.
responsibility.
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OGCmaintains,reviews, and updates three of the eight titles that
constitute GAO'sPoliev and Ptpcedures Manual for Guidance of
Federal Agencies.

'lbatmanuaJ describes for federal agencies GAO's responsibilities in
various subject areas affecting their operations.

'!be three titles for which OGCis responsible are

-title 1,WblCh addresses GAO's J)OWeIS, duties, and responslbWties;

-title 4,WhichdiscusseS GAO's authority and responsibility for
.etiJingand··acijustingclaimsand demands.by and against the United
StIteS; and ' ~

-title 5,which describes GAO's responsibilities related to
transPortation services provided to thefederal government.

15, ·Other AQdit. and Evaluation,Re1ated Policies.·

16, -Perfonning Investigations."

0130.1.10, ·Office of the General Counsel.~

0140.9.10, -Pelegations and Authorizations for the Omce of the
General CQunsel ,COGe)." .

1130.1,-Handling lnfonnation That May Indicate Criminal
Misconduetor Serious Abuse #l Agency Programs and Operations."

1160.1, "Authorizations and Procedures for Handling Claims and
Settlements."

1330.1, "Availabllity to the Public of General Accounting Office
Records:

If)40.1, "Maintenance ofthe General Accounting Omce Policy and
.Procedures ManuaUor Guidance ofFederal Agencies."

2735.l(A.91), -Code of Ethics Including Employee Responsibilities
and Conduct"

:~ 18.z..c Policie8lProceduret Manul November 1982



Other·.Publications

Claapter·11.2
GUIer omee of tile
GenenJ CouHl a.poulbWU.

2735.2(A-91); ·ConflictoflntereSt.and Statements ofEmployment
and Financiallnterests.· ..

BjdPrgt.estsat GAO; Anescriptiye Guide (Fourth Edition, 1991).

Policies andPrpccdurcsManuaJ fqrGuidancCofFederal Agencies.

GUidance on Employee Ethjc;s and QonduCt (GAO/OGc.86-10).
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