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INTRODUCTION 

In August, 1975, Conunissioner of Public Safety Edward G. Novak, 

requested the Commissioner of Administration to undertake a study of 

the Public Safety Department. 1 Commissioner of Administration Richard 

L.Brubacher responded by assigning the study to a four-member management 

analyst team. The team, which began the study on September 2, 1975, was 

augmented by _a Public Safety employee, the department's Affirmative 

Action officer, and continued to function as a team until the close of 

the study, Ma~ch 5, 1976. The following six weeks were spent meeting 

with the management group of each division in the Department of Public 

- Safety, going over the team's recommendations and findings. 

The chief ·investigative tool used by the study team to conduct 

the study was the personal interview. Generally, interviews were con­

ducted by division, with one division being completed before the next 

was started. Prior to the actual interviews,. the following material 

was reviewed by the entire team: appropriate statutes, appropriate 

rules and regulations, previous studies, including LEAP reports and 

~ose from the Public Examiner, and position descriptions for all divi-

_ sion personnel. The interview format was designed to elicit information 

which allowed the study team: 

·l) To expand upon what was written in the position description. 

2) To understand and chart the flow of selected administrative 

procedures. 

3) To identify those aspects of th~ operation which the inter­

viewee viewed as being "right". 

4) - To identify those areas in need of improvement. 

5) To substantiate those concerns for which the Commissioner had 

specific interest. 

lM.S. Chapter 299A.01 Subd. 5: The commissioner of administration shall 
review on a regular basis the duties and responsibilities of the various 
state departments, agencies, and boards which have an operational effect 
upon the safety of the public, and r·econunend to the governor and Legis­
lature such organizational and statutory policies as will best serve the 
purposes of Laws 1969, Chapter 1129. 
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· The team met as a group daily to compare notes and to discuss 

items which appeared to require concentrated.effort and further explo­

ration. This follow-up technique included a comparison of daily opera­

tion to statutory and regulatory wording; review of· the frequency of 

statements concerning those aspects of the operation viewed as being 

nright" as well as those in need of improvement; re-interviewing of key 

personnel by the same or other members of the team; interviews with 

persons outside state government (clientele of the department); and a 

comparison of information received to that obtained from other state 

agencies. The number of persons interviewed by division is the subject 

of Figure 1. Note that the Divisions of Motor Vehicle and Drivers 

License are separated. Each of these units was undergoing its own opera­

tions study relating to its electronic data processing systems. Accord­

ingly, the decision was made to restrict the team's effort in these two 

agencies to areas impacted by overall organizational proposals. 

Figure 2 details the breakdown of interviewees by type of posi­

tion c Figures 3_and 4 denote percentages of male and female and metro­

politan and out-state employees interviewed. By not including Motor 

Vehicle and Drivers License divisions, more than 23% of the department's 

1771 employees were interviewed at least once. Including these two 

- divisions, the percentage drops to 15.5%, which is still substantially 

greater than that used by public opinion polls who often perform valid 

studies based on a selection of 1 or 2%. 

The team determined early in the study that the chief mission of 

the.Department of Public Safety is to protect us, Mr. and Ms. Public, 

from our worst enemies ••• ourselves. But over the years, the dangers 

from which we must be guarded--change--and otherstake their place. For 

example, early in our history, the big danger in the community was from 

witches. A whole system was developed to identify, investigate, and 

apprehend witches. After a while our perception of real danger shifted 

to other things, like playing baseball on Sunday. And later still it 

was drinking hard liquor. Today, we consider car thieves, drug users, 

highwpy speeders, and oil spillers threats .to the public safety. And 

we have to devise systems to protect ourselves from these new dangers. 
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And tomorrow we will have other dreadful dangers to worry about--such 

as private flying saucers without proper fire extinguishers. 

The point is, for those who work in the Department of Public 

Safety, the mandate to protect the public does not go away, even though 

.the names of the dange~s keep changing. The study team has tried to 

accommodate to that fact in our recommendations for organization re­

vision. We believe that within our recommendations we have provided 

for the major concerns expressed by Commissioner of Public Safety 

Edward Novak when he requested the study: The need to develop a 

cohesiveness for the department; need for managerial accountability; 

. the ability to ~·eval:uate training and other professional services; the 

- mechanics to examine relevancy of department programs; the need to 

improve specific administrative tasks. We believe our proposals do 

answer these needs - and at the same time allow the Commissioner flexi­

bility to modify when changes are necessary. We believe also, that we 

have provided line managers with what they have said they needed most: 

clear lines of authority and greater accountability. And, finally; we 

think we have provided interesting and challenging jobs for all Public 

Safety employees. 

As the interviews with P:ublic Safety employees took place, it 

became evident that many concerned staff meIIlbers had excellent sugges­

tions ~or improving a number of the conditions which had led to the 

study. It was also apparent that many of these suggestions could be 

implemented within a fairly short time frame without awaiting the end 

of the study a..ud publication of a final re.E:Ort. Accordingly, the find­

ings of the study were placed into three basic groups: 

1)· Those the Commissioner of Public Safety migh~ wish to take 

action on at once. 

2) Those which could also be areas of concern in.other divisions, 

·such as licensing or investigating responsibilit~es. 

3) Those which were unique to a particular division but which 

called for long-range planning to correct. 

The team met regularly with Commissioner Novak and discussed 

~tems in all three categories. All recommendations calling for imme­

diate attention were, in fact, implemented with dispatch. Such items 
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included: - Improving the safety conditions in the BCA laboratory. 

Rewriting and improving the BCA information brochure. 

Improving the visibility of the Conunissioner in operating 
divisions and out-state affairs. 

Removing or locking confidential files containing viola­
tions data. 

Revising the liquor tax audit procedlires. 

Defining and implementing the division of duties relating 
to inspection.versus investigation for Liquor Control, 
fire Marshal and Criminal Apprehension agents. 

Including liquor and fire service personnel in training 
courses. 

~~91v~ng several personnel classification problems. 
' 

Deve1oping new procedures for labeling cans containing 
evidence in crime lab. 

Assigning to an attorney the study of court appearances 
required of crime lab specialists. 

Combining all divisional biennial reports into one depart­
ment volume. 

Improvedsecurity and telephone service for criminal inves­
tigation undercover agents. 

Requiring more frequent physical examinations of enforce­
ment personnel. 

Clarifying notification procedures in times of emergency. 

Revising procedures for calling tow trucks to remove 
vehicles from state patrolled highways. 
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PROPOSED ORGANIZATION REVISION 

The Department of Public Safety's current organization is reflected 

in Figure 5. Note the shaded area. This covers the Conunissioner's staff 

- those units which report to the Conunissioner. Four staff units on the 

left report to the Assistant Commissioner, although some of these have 

been observed to deal directly with the Cormnissioner as well. 

FiguresS, 6; 7, 8 and 9 represent the proposed revision of the 

Department of Public Safety. Note that the new organization is developed 

to emphasize the Department's three basic programs: Licensing, Safety 

Investigation and Law Enforcement, and Management Services. We intend this 

organization structure to begin a bond between units with mutual concerns; 

to cause, no matter how artificially at first, frequent meetings and 

discussions of problems, of plans for the future; to develop a recognition 

throughout the department of what "those people" in the other organization 

blocks are all about. Therefore, divisions which are engaged in similar 

programs.will form a. Bureau headed by an Assistant Conrrnissioner. The 

Commissioner, his three Assistant Commissioners; and the Assistant to the 

Commissioner will form the nucleus, or executive council for the department. 

Ti?.e Commissioner will hold five people2 directly accountable, instead of 

seventeen.· He will have more time to travel to field offices and to hear 

reports from concerned citizens. The purpose of this structure is to 

assist the Commissioner in developing his team, where all the players 

understand the goals, the rules, and what each is expected to do. Figure 

6 depicts the ~xecutive Council. The three bureaus are: 

Figure 7 

Figure 8 

The Bureau of Management Services, headed by an Assistant 

Commissioner. This is the broad central group providing 

staff services and technical needs to all divisions. 

The Bureau of Licensing, headed by an Assistant Commissioner. 

This Bureau will include all licensing activities in the 

department. 

2 including the Finance Controller 
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Figure 9 The Bureau of Safety Investigation and Law Enforcement, 

also headed by an Assistant Commissioner. This Bureau 

will include all divisions which deal with criminal 

·activities, with emergency actions, with threats to the 

public (both natural and man-made). 

COMMISSIONER'S STAFF 

CUrrently, seventeen division heads and unit supervisors report more or 

less directly to the Commissioner of Public Safety. Under the proposed 

revision, the three Assistant Commissioners and the Finance Department 

controller will be directly accountable to the Conunissioner. In the 

past, the Commissioner has often had to use his supervisors in a staff 

capacity to handle short-term special projects, to represent him at 

meetings and conferences, to research or study unique proposals affecting 

more than one division. These sorts of tasks properly fall within the 

job description for Assistant to the Commissioner. Therefore, we 

recommend establishing within the Department of Public Safety a new 

position of Assistant to the Conrrnissioner to be comparable in duties and 

salary to similar positions in other state agencies. 

-
'l'he balance of the front office staff is composed of an administrative 

assistant and two clerical positions. The office is well-organized and 

well-informed on procedures3 and responsibilities. With the advent of 

two more assistant commissioners to the Commissioner's staff, the 

department's personnel division, Employee Relations, should review in 

twelve months the workload of these three employees. 

Of particular note is a log kept for the Commissioner by his Administra­

tive Assistant detailing correspondence turned over to managers for 

response. The log is an effective tool in personnel evaluation and 

could well be adopted by other commissioners and managers. 

3 In fact, this staff was one of the few we studied which developed and 
uses a procedures manual. 
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BUREAU OF MANAGEMENT SERVICES 

The Bureau of Management Services is made up of these divisions: Legal, 

Program Planning and Analysis, Employee Relations, Administrative 

Services, Finance-, and Crime Victims Reparations Board. The latter was 

not a part of the study because the Board actually supervises and holds 

accountable.its tiny staff; Public Safety Department provides only a 

few administrative ~ype services, under M.S. 299B.05. 

The Bureau of Management Services is created.to provide centrally those 

services required by each of the operating divisions. Such services 

include not only those which many of the divisions are currently providing 

for themselves, but also those which are not readily available on short 

notice. An example of the latter is legal assistance. 

Legal 

Interviews with employees throughout the Department of Public Safety 

revealed ·the need for a unified, coordinated legal staff assigned directly 

to Public Safety. Generally, state departments ·and agencies are assigned 

at least one attorney by the Attorney General. At present, about twelve 

a~torneys are working in some manner with Public Safety divisions. Few 

of·. these a·ttorneys carry Public Safety assignments as a primary responsi­

bili ~y. Coordination among the attorneys could not be identified. In 

fact, when interviewed, many Attorneys General did not know which other 

members cf the Attorney General's staff were involved with the Department 

of Public Saf~ty. In one instance, two attorneys claimed to be performing 

the same responsibilities for ~ Public Safety division and yet both stated 

that little communication and no coordination of work took place between 

them. 

Many Public Safety Division staff members expressed confusion about the 

Department's relationship with the Attorney General's Office. Division 

staff members work directly with attorneys through informal relationships. 

It appears that in most cases, certain attorneys handled the legal affairs 
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of divisions before the Department of Public Safety was created and 

those relationships have been informally maintained. It also appears 

that in some cases, attorneys handled special cases for Public Safety 

divisions and then have continued to be called upon for later 

assistance because they were knowri to division staff members. The 

present situation does not allow the Department to exercise control 

over the progress of, and to place priorities upon, its legal work. 

Further, leg~l work is not coordinated, and formal means 'do not exist 

for the Commissioner to have direct input or receive status reports 

concerning the.pep~rtrnent's legal business. 

- Based upon our estimate of full-time equivalent work now being performed 

by the Attorney General's staff, it is therefore recorrmended that the 

Commissioner of Public Safety request that the Attorney General designate 

one attorney from his staff to act as chief counsel for the Department 

of Public Safety. That person should supervise a staff of attorneys who 

together should handle all legal matters which are currently handled by 

the twelve attorneys on a part-time basis. 

Additional attorneys should be requested as need becomes apparent. 

Legal staff should report to the Cormnissioner through the Deputy Commis­

sioner. 4 

Program Planning and Analysis Division 

Government agencies deal in information. Information is generated from 

data processing systems which include both automated and manual varieties. 

The Department of Public Safety is one of the state's largest data 

processors in terms of dollars, transactions, and persons involved. In 

fact, at a recent meeting called to discuss printing procedures, over 50 

people attended, and they did not represent the entire number of Public 

Safety employees involved with printing. _Regarqing e+ectronic da~a 

processing, monthly figures from Department of Administration's Informa­

tion Systems Division indicate that Public Safety is the largest single 

user of the state's teleprocessing facilities. Yet the Commissioner 

4 Near the conclusion of the study, a verbal agreement was reached between 
.the Office of Attorney General and the Department of Public Safety that 
the Attorney General will designate four attorneys to represent the 
Department of Public Safety full time. These four will be part of the 
Attorney General's Criminal Division, but will be devoted entirely to 
Public Safety Department legal problems. 
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receives very little in the way of manag'ement planning information supplied 

as a result of this mammoth data processing effort. One reason, we 

believe, is the fragmented, non-directed and non-coordinated approach 

taken to information handling in the Department of Public Safety. We 

recommend, ·therefore, that the Division of Program Planning and Analysis 

be formed to concentrate on all aspects of procedures necessary to 

translate data into information. Within this Division will be housed 

the safety program planning activity, the federal fund coordinating 

activity, the analyst resources necessary to develop new information 

systems as well as those required for maintaining and modifying on-going 

systems, and the department's records management activity. Within the 

division will also be the Public Safety Information Section which will 

have final responsibility for all official documents, news releases 

monthly and annual departmental reports, graphics and forms design 

activities. The following organization charts, figures 10 and 11,.show 

this organization. 

Employee Relations Division 

Throughout the study,_ the heads of the operating divisions expressed 

dissatisfaction with the services provided by Personnel, Training, and 

Employee Relations. In many cases, this dissatisfaction was found to 

be justified. A portion of the dissatisfaction appears to stem from a 

lack of ieadership within Personnel, Training, and Employee Relations, 

while the balance seems to be the result of the fragmentation of 

personnel/tra~~ing-related responsibilities throughout the operating 

divisions. This has resulted in something less than a departmental 

approach to training for Public Safety, and what is perceived by employees 

to be a substantial degree of inconsistency regarding the application of 

personnel policies and procedures. 

As a result of these findings, the Commissioner of Public Safety has 

recently taken steps to construct a vital Personnel, Training, and 

Employee Relations Division to be re-named, Employee Relations. The most 

noteworthy move has been to place authority for all but police-related 

training within Employee Relations under the Employee.Development Super­

visor. 
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The second step to be taken will be to change the reporting structure 

of those persons now involved in personnel transactions. The image 

of, and serviceprovided, by Employee Relations should be further 

enhanced when all individuais.s in the operating divisions who are 

responsible for personnel transactions report to the Director of Employee 

Relations rather than to operating division directors. This places. 

re~ponsibility for providing timely responses to personnel and training 

problems on the Director, tmployee Relations. 

Aa.ininistrative Services Division 

Virtually all ~ivisions of the department have personnel whose only 

responsibilitie.s: are to expedite transactions relating to Administrative 

Services.. Exampl~s ··of the areas in which some of these transactions 

fall are purchasing, warehousing, records storage, real property 

leasing, communication systems, and office remodeling. 

It is recommended that these functions be centralized within a Division 

of Administrative Services {Figure 12) and be provided upon request to 

all operating divisions and the Commissioner's Office. The Division of 

Administrative Services will be headed by a Director reporting to 

~ssistant Commissioner Bureau of Management Services. Centralized 

administrative services will facilitate monit?ring such activities on a 

department-wide basis; improve the quality and turn-around time of on-going 

services; and aid in establishing new services to fulfill the needs of the 

department. 

The Department of Public Safety purchases a.nnually what may be the most 

diverse assortment of goods in state government ranging from aircraft, law 

enforcement weapons, liquor purity testers, breatholizers, to license 

plates for all Minnesota vehicles. Yet satisfied customers are hard to 

find. The management study team was able to document several instances 

of poor specifications, items ordered against the wishes of personnel 

in the field, and the absence of adequate research prior to ordering. 

'/· 5 Except expediting personnel, see page ZS 
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It is recommended that the position of Equipmept Evaluator be established 

within the purchasing section of Administrative Services Division, 

Bureau of Management Services with responsibilities: 

1) To.develop. and maintain knowledge of new and pending products which 

may be useful to the Department of Publ.ic Safety. 

2) To research and evaluate key· equipment and products required for the 

efficient operation of the Department of Public Safety. 

3) To. review the Federal excess property catalog in order to respond 

to needs by Public Safety Divisions and take advantage of savings 

wherever possible. 

4) To advise the Commissioner, when requested, on the relative merits 

of equipment available. 

5) To review and ~pprove all Department of Public Safety requisitions 

for purchase of equipment. 

The Equipment Evaluator will have specific responsibility £or purchases 

relating to communications equipment, working closely with Department of 

Adminfstration's Telecornmunication Division. (Consideration may be 

given at a later date to adding a position of assistant to the Equipment 

Evaluator, specializing in communication equipment.) 

Firiance Division 

The major problem relating to the Department of Public Safety's fiscal 

services is the fact that, as with Employee Relations, a fragmentation 

of authority ?nd responsibility for this function exists. The Finance 

Section currently is a staff function reporting to the Commissioner. 

The study team was particularly concerned that the two major licensing 

·programs, Drivers License and Motor Vehicle Registration, both of which 

record thousands of dollars in daily transactions, are audited by members 

of the operating divisions. We recommend that the reporting relationship 

of such auditors be transferred to the Finance Division and that all new 

automated systems designed to handle licensing functions acconunodate to 
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such separation of responsibilities. We make the same recommendation 

concerning the audit function for all Department of Public Safety 

divisions. 

A nUnlber of divisions also have accounting personnel reporting to 

division heads rather than to the head of the Finance Section. While 

the study team understands· the necessity for direct input from 

operating divisions, it is recommended that all accounting personnel, 

except expediting personnel, report to the Finance Division, headed by 

the Finance Director. In this way, the Finance Director will have 

control and final responsibility for the entire financial program of 

the department. The Finance Director will report to the Assistant 

Commissioner, Bureau of Management Services. 

Expediting Personnel in Operations Divisions 

Throughout the study it was recognized that operating divisions of 

Department of Public Safety, particularly the larger divisions,. have 

a volume of transactions sufficiently high to warrant on-site personnel 

to expedite transactions through the Employee Relations, Finance, and 

Administrative Services Division. 

We recommend, therefore, that key individuals in each division be 

designated as expediters. Their function will be to facilitate preparation 

of requests for services and supplies using proper forms and procedures; 

to maintain control over such .requisitions; to provide information to 

division management regarding the status of requisitions; to work closely 

with the service division to expedite the satisfactory completion of the 

requisition. Whether those tasks require one or three individuals (one 

to_expe~ite transactions through each of the central service divisions), 

depends upon the size of the operating division and the magnitude and 

complexity of transactions ·involved. 
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Regardless of the nmnber of personnel in this classification, it is 

·recommended that the expediters, where possible, share a commonality 

of classification and report to the operating division whose transactions 

they are expediting. It is recommended that Employee Relations Division 

and the Department of Personnel audit the positions proposed to arrive 

at the proper description, classification, and number of positions 

required. 

Bureau of Licensing 

Licensing is a·~rimary function of the Department of Public Safety. 

Drivers License D~vision processes more than one million licenses per 

year. Motor Vehicle Division annually handles over four million vehicle 

transactions. The department also handles a number of smaller volume 

licensing systems. 

The Drivers License and Motor Vehicle Divisions are currently undergoing 

detailed studies to revise data processing procedures. Specific division 

organization structures can only be developed after the systems studies 

are co~pleted and should be important recommendations of those studies. 

However, driver licensing and motor vehicle registering are seen as 

similar functions. They are related in that both systems concern the 

operation of motor vehicles, and both systems produce information needed 

by law enforcement agencies. Further, both are high-volume electronic 

data processing systems requiring expert staff. 

The chief consideration facing Public Saf et~ planning group is the nature 

and degree of service which should be made available to the public within 

the licensing function. Based upon only surface observations, the study 

team believes that substantial improvements in service and a reduction 

in people costs could result from combining most functions of the Motor 

Vehicle and Drivers License Divisions. 

Together with motorist-oriented licensing, the department issues a 

variety of other types of licenses. The present Liquor Control Division 

licenses wholesale and retail liquor vendors and issues liquor-related 
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·permits. The Division of ~riminal Apprehension issues licenses and/or 

permits for sale and storage of explosives, private detectives and 

protective agents. The Fire ~!arshal Division issues certificates to dry 

cleaners and theaters. 

Interviews with licensing staff in these three divisions revealed that 

licensing procedures, vary widely. However, common problems were 

identified in each system. Briefly, record management programs could 

not be iden~ified, strict renewal standards and follow-up procedures 

were not apparent, and inspection schedules were not automatically 

developed as a result of the 1icensing system. In soffie cases, licensing 

activities are handled as auxiliary responsibilities$ 

It is recommended that the Department of Public Safety consolidate all 

small-volume manual licensing systems into one licensing division, 

headed by a division director with expertise in data processing, records 

management, and licensing systems. The Department of Public Safety 

should also begin working witli the Information Systems Division, 

Department of Administration, to convert manual ·licensing programs to the 

statewide licensing system, designed for small-volume licensing operations. 

If recorrunendations concerning miscellaneous licensing systems are 

implemented, electronic data processing will be employed in all the 

licensing activities of the Department. 

Licensing is one of the items indicated earlier in relation to change. 

Licensing is not only a form of control, b~~ it's one of the best revenue 

producers around. So that while many items which ~ longer need to be 

controlled are not removed from licensing systems, other items are often 

added. As for example, bicyc1es and handguns. 

We reconunend that the Department of Public Safety consolidate licensing 

activities within the Licensing Bureau headed by an Assistant Commis­

sioner. The Bureau organization should reflect the ultimate design of/and 

servi~es produced by the department's licen.sing systems. The organization 

charts following are based upon the current division of ~icensing 

-27-



• I 

... 

ACCIDENT NO-FAULT 
RECORDS .. INSURANCE 

SUPERVISOR(l) . SUPERVISOR(l) 

DEPARTMENT OF 
PUBLIC SAFETY 
COMM I SS [ONER 

BUREAU OF· 
LICENSING 

l~........,...--.... 

DIVISION OF 

DRIVER LICENSE , ____ ............................ 
DIRECTOR (l) 

,....__,_.._ .. 111 .... __ _ 

>----+TRAIN ING 
(1) 

5i-~ .-
[STANT 
ECTO~ (1) 

-- - -

DEPARTMENT OF PUBLIC SAFETY 
DRIVER LiCENSE DIVISION 
4/16/76 
Total: 461 (399.10 FTE) 
PROPOSED Page 9 of 17 

Supply function to Administrative Ser 
Division 

Auditing function to Finance Divisior 
Analyst function to M.I.S. Section 

EMPLOYEE 
- - DEVELOPMENT 

SUPERVISOR 

··------,----------------"""t---------------.......... 

LICENSING & 
~I~QRD$ * -
surrn1J soR ( l.l 

DRIVER 
TRhl!i_!.!iL_ 

WlffRy I SOR ( J ) 

DRIVER .DRIVER 
EXAMINATION 

SUP ERV I SOR l 



I 
; 

\ 

I 
I 
I 
i 

l 
j · 

! 

I 
I 

. . 

I.' 

I' 

---· 
D~PARfMENT OF 
PUBLIC SAFETY ---·---
COMM I SS ION ER 

BUREAU OF 
LICENSING 

-ASS fS'rJ\NT 
COMMISS fONER 

_]______...,. 
DIVISION OF 

MOTOR VEHICLES . 

DIRECTOI~ 1.-------.. 

f 

. ~SSI~Ji1NT 

...,. ______ _.... _____ --9"' ___ · --OIRECI--..... 

SUPERVISOR 1 

Phones & Research 
Dealers 
Registration (Counter) 
Mail Opening 
Cashiers 

TITLE 
EXAMINING 

SUPERH SOR ( l. 

Title Examining 
Posting 
Inspections 
Correspondence 
Viol,1tions 

PRORATE 
SECT ION 

SUPERVISOR{l) 

Counter 
Account Service 
Out-of-Stat~ Service 

Figure 16 -2 9-

' . , . 

.. 

.. 

DEPARTMENT OF PUBLIC SAFETY 
DIVISION OF MOTOR VEHICLE 
TOTAL: · 262 
4/16/76 Page JO of 17 
PROPOSED . 

ISU 

DATA 
SERVICES 

PERVISOR(l) 

Document input 
Data Entry 
Data Output 



l 
I I 
I 

I 
I 
I 
I 
I 

l 

' ! 
l 
j 

. . 

LICENSING 

APPLICATIONS 
PROCESSING INSPECTIONS 

(11 SUPERVISOR SUPERVISOR 

Mail 
cashier 

(3) Checking 

( 11 ) 

.. 

DEPARTMENT OF 
. PUBLIC SJ\FETV 

COMM l _gi IOtJ ER 

BUR.EAU 'OF 
LICENSING 

~·TSTF\J 

COMM I S~;IONER --_,r 

. ~ 
~ 

LIQUOR t, OTHER 

LICENSES DIVISION 

DIRECTOR ( l) 

DATA CONTROL 

-Data Entry/Output (2) 

Figure 17 -30-

r 
RECORDS/ 

• RESEARCH 

UP ERV I SOR 

DEPARTMENT OF PUBLIC SAFETY 
LIQUOR AND LICENSING DIVISION 
TOTAL: 22 
4/16/76 Page 11 of 17 
PROPOSED 

-Files/Microfilm 
{ 1 } 



functions, taking into account only those changes which relate -·to 

centralizing staff services. The study t~am wishes to go on record as 

.noting that many other organizational structures are possible within this 

bureau. Further, the team wishes to reconunend that the concept of 

combining the two major licensing systems be aggressively pursued so that 

all possible alternative proposals, controls, products, services.and 

administrative procedures are analyzed from ~ cost-benefit standpoint. 

During the interim, we recommend an organization based upon three 

divisions: Drivers License, Motor Vehicle Registration, and Liquor and 

other Licences. Our aim here is to set up machinery which will accom­

modate new licensing systems without swamping the older, on-going systems. 

We hope to make visible the cost of new licensing operations, so that 

when the legislature does add responsibilities in this area, we can 

produce reasonable· cost figures which can be relied upon for_funding 

purposes. 

Bureau of Safety Investigation and Law Enforcement 

Organization has been defined as the arrangement and sub-division of 

activities to secure economy of effort through specialization and coord­

ination of work, thereby leading to unity of action. The current arrange­

ments of safety, investigative, and enforcement activities in the 

Department of Public Safety is such that their relative autonomy def eats 

and makes nearly impossible that coordination of effort. (This is also 

true within each unit in regard to the purchase of equipment, the 

util1zation o~ legal assistance, intra-departmental communications and 

numerous other functions, which at present appear to operate independently.) 

The study then found, particularly in the area of investigation, that 

-very little cooperation and sharing of information takes place between 

agents of the various divisions. TB.e result is duplication of files, 

and worse, the necessity to operate without benefit of full knowledge 

of the case. In addition, the team found a reluctance to share experience, 
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in the form of training, with other investigative staffs. A portion of 

.responsibility for the present situation roust be placed on the ambiguity 

of the Minnesota Statutes. Reconunendations regarding the specific 

statutes will be found in Section III of this report. 

Organizationally, we recommend that a Bureau of Safety Investigation and 

enforcement be formed to include the Divisions of Criminal Apprehension, 

Highway Patrol, Fire Marshal, Emergency Services and Capitol Complex 

·security. Consolidating the divisions and activities which interface so 

naturally, and placing them under the leadership of an assistant 

commissioner will form a visible line of accountability and enhance the 

opportunities for such similarly oriented agencies to work together in 

solving problems of mutual concern. Figures lij through 16 show the 

divisions within the new Bureau. 

Liquor Inspection -vs- Investigation 

~rently the Liquor Control Division has the responsibility for inspec­

tions to ascertain compliance with license conditions, and to determine 

the desirability _of granting a license. Statutorily, the Division is 

also responsible for investigating violations relating to the wholesaling 

and manufacturing of intoxicating beverages. There is growing concern, 

not only in Minnesota, but throughout the country, that regulatory 

agencies be examined and held accountable according to today's need for 

their services. Such activity has been referred to as the "sunset" 

movement. (see following news items). Shortly after the end of Prohibition, 

when the original Liquor Control Cormnission was established, the state's 

regulatory requirements were quite different from those of today. There 

was, for example, an urgent need t0 inspect proofage of liquor sold and 

to set standards for quality or products. Quality standards, for the most 

part, are now set at the Federal level, and liquor testing is more 

accurately and easily done by collecting samples for laboratory use 

than through on-site testing. 

For these reasons, plus the fact that Minnesota no longer requires a tax 

stamp on each bottle of intoxicating spirits, 6 on-site inspections have . . 
little value. 

6 Inspectors, therefore, cannot tell by looking at merchandise if the 
tax has, or has not, been paid. 
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We reconunend that the role of liquor inspectors be altered according to 

the guidelines set down by Commissioner Novak in the following·memoranda 

(including similar guidelines for State Fire Marshal arson investigators). 

In addition, inspectors sho~ld increase their role as the conununication 

link among local businessmen, local law enforcement units and state law 

enforcement groups. Inspectors• chief responsibilities will be to inform 

all concerned regarding rules.and statutory requirements; to notify 

··appropriate law en.forcement units regarding violations; and most impor­

tan~1y, to follow up on all cases so reported, to record'case findings 

and to ensure that such information is integrated into the state's 

criminal justic~ information system. 

- It is £urther redomtnended that investigations, whenever they relate to 

criminal activity, be assigned to the Criminal Apprehension Division. 

Clarifying assignments along these lines will allow for full, standard 

inv~stigations of all cases so identified and better enable the depart­

ment to make apprehensions as a result of criminal activities which 

appear to be related. Specific recommendations relating to inspection 

procedures will be found in Section III. 
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move ga~ning. in,- .Gongr,e~s __ -~c<1·:_~·,:_::. 
By Congressional Quarterly 

\Vashington, D.C. 
Hoping tn capitalize on the public's 
11anti-Was!1ington11 mood, members . 
of Congress are seeking support for 
bills to make federal programs reg­
ularly justify their existence or 
come to an end. 

The proposals are. called "sunset11 

hills and share the goal of improv­
ing government performance by 
eliminaling duplication and waste. 

A' Senate subcommittee has com­
pleted bearings on one proposal 
that generally would require all 
federal activities to be reapproved 
by Conercss at least every four 
years. It also ·,vould apply the c.on­
cept of a zero-base budget review 
to federal progrnms. That is, co~­
gressional committees would begin 
with the assumption that a pro­
gram wuu'd receive no money., 
Then, working up from zero, they 
would asses-s the value of gradual 
increases. 

The srionsors of the measure con­
tend that the public has become so 
dissatisfied with an increasingly 
complicated - and expensive -
federal government that something i 

must be done to make it more pro­
ductive. 

While none of the witnesses at the 
recent hearings quarreled with 
that, some found fault with the bill 
on other ccu 1ts and suggested that 
improvements arc po~sible withou~ 
new Jeois1ation. The issue became:· 

I::> 11 t II Should Congress pass a sunse , 
zero-base budgeting bill? 

The proliferation of federal· pro-. 
grams, accompanied by ~u~lication, 
inefficiencies and confltctmg pur­
poses, has r e s u I t e d,_ said

1
, .sen. 

Edmund Muskie, D-Mame, m a 
bumper crop of public disenchant­
ment with government so unres­
ponsive that it cannot even per­
form the simple day-to-day tasks 
that need to be done. 11 

\ 

Muskie pointed out thnt in 1975 the 
government listed 1.030 aid pro-· 
grams (includin~~ 228 heolth-relat .. 
ed 1 !JG in the 0.rea of income ~'CCU· 
rity and social service, and ~3 in 
housino) and that there are 44 inde­
pendent :wcncies ri.nd 1,240 advi­
sory bonrds, committees, commis- . 
sions and councils besides the 11 
Cabinet departments. 

"There may have been a time when 
we could afford nearly a thousand 
different legislative solutions to a 
few dozen national problems -. 
when we did not have to worry. 
which programs were working and.: 
which ones were not, because we 
knew there was enough in the till 
for everyone. Today, we no longer 
have those options," said Muskie, a: 
principal sponsor of the bill. 

A Rep u b 1 i c an sponsor, Sen., 
\Villiam Roth Jr. of Delaware, be-· 

· lievcs it "would end the unspoken 
rule that money spent on a pro­
?ram this year must be continued 
or increased in next year's budget." 
11nt axiom, he said, has led to the 
pr&ctice "of throwing good money 

. after bad for a wasted enterprise." .' . 

Rep. Norm.an Mineta, D-Calif., for·. 
mer mayor of San Jose, is sponsor­
in!I a similnr hill in the House. }Ie 
argued, that it would. l:wve a "posi­
tive !mpact" on federal-local rf:'la­
tionships as burea.ucratic red tape 
was cut and federal grant programs 
were overh<1uled to reduce overlap-
ping or contradictory objectives. 

• 
1
• The goals of the Muskie bill are 
·: laudable, said the director of the 
_. Office of Manngement ·and Budget 

\ 

(0Ml3), Jame~ Lynn. But its o~er-
'.. riding problem is the "mechanical 
'· al!d inflexible" approach to evalu- · 
· ·ating federal programs. Some a~tiv-

ities, Lynn explained, need reviews . 
; more than every four years, some 
.. less. The bill could result iri a. mass 
'. of paperwork, but little meaningful 
t. evaluation. ' 

i.' Another problem, said Alice .Rivlin,· 
· director of the Cong re s s i o n al 

Budget Office, is the bill's sweep­
. ing mandate for zero-base budg~t­

ing. It is a lot of work, she said. 
· There also are many cases where 
· there is no dispute that an activity. 

should be continued, such as na­
tiqnal defense and a census. Rat?er.­
than an across-the-board require-

, ment for zero-base b u d g e t j n g, 
' Rivlin and others urge a more elec­

tive approach. 
I 

Commerce S e c re tar y Elliot : 
Richardson said attention should · 
be given first to so-called "uncon-. 
trollable" programs that can be 

1 

i' changed or eliminated only through. 

J '•.I 
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Other witnes~es before the Senate 
· subcommittee suggested that new 

legislation might not be needed to 
accomplish some of the goals envi­
sioned by the bill's s p on s ors. 
·"Don't wait for legi-;lation," said·. 

' former OMB Dlrector Roy Ash. He 
~_urged Congress and -or.rm to start 
· immediately on selected zero-base. 

analyses. 

Rein for cl n g that,, Comptroller 
··General Elmer Staats told the sub­

c om mitt e e that the General 
· Accounting Office already has the . 

authority to study duplicative or 
·conflicting aspects of federal ·grant 

:. programs . 

t 1., •. •. j ____ , 



AMEiUCAN NOTES 

How lcna Ago It Seems 
Remcmb~r lhc Chica:::,,) Seven:! 

\Vcli, thr..:y m .. :ri: SC\ en men a·:cuscd. un­
der a s~'lllC\\ l.~t dubious con~pir::tcy stat­
ute, of p!llllln.:; to cros.:; Sl;Jte iinc:s to dis­
rupt .the I 90S D.:: 11ll)CL1li\: Cutt\'..:ntion. 
They stirn-:\.~ 1JP demonst1 atLws and 
he!pd k~·.i !'.tree! protests ar,n.inst the 
Chicago p~-,!i :\... lhat often turn·.;d violent. 
One of th~ir k.1dcrs w~s 'Jcn-y Rubi:1. 
field marslut of the yippies. R~mcmbcr 
the y~ppks? V/dl. t:1;:y wcr~ the Youth 
JntematiL1n:1! P~rry (Ylf)). 

Si:\ ye~1.rs fif'.O a New York Tiines cd­
itori:ll <lcs.:ri L!~.J tr,,c trial l)f .. th.J C1i­
c~gt' Sc·•en .. as .. the shame of Ar,ier­
ican jus.lk~ .. -n.n.:! m:lr•y .r\mcri.;ac:; 
agreed. L:i..st '::i:-:-k Rubin. 37, now prc­
moring his r.c-.\ est bJok, Groll'i?i,~' I Up .l 
at 37. conk;;~-:-d :n a. guest ·column in 
th~ Chk.:1 go S:m- Ti:::::>s, C(1urtc:y ct Ccl­
umr.ist Bob C r-:1..n:. th;t h~ ~nd hi::. ~~""'1-

dcfcr..cn.nls v:.:re "['.ui!ty as f.-:tl. Gwi!ty 
as ch:u2cd. ·· Ex.pl~in(;J Rubin: .. Let's 
fa..:.e it. We WC\ftted disrl11~tion. We 
planned it." Bur," add~~ .~u:.)in, ·• 'suilty' 
do.'!S riot me:i.n 'wrnng. · 

. The trbrs seI"'J!-rctired }.1dhe, Jul­
ius lk•ffm:rn. ~.o. who had h;:inJc,~ down 
l~J ~0~'.!:i:mp! ;it?.~ions lf) th,? cl·.:f-,.:nr:b.nt~ 
for !illCh actfor.s :.>..s biov:in~ a kiss to 
the j•.ny, fdl triurnph<rnt: 'Tve bc.:n 
vindi~a~ed.·· 

It :i.11 seems a icr~g time azo---ex­
cept ~rha ps (or. l 1 Li be.: rt il urn µh.r~y. 
Had ir 1;ot bCci1 for the ch::i.os in Chi­
cago. whkh cm;vinc.~d n-;~ir;,y TV \V<:'.~ch­
ers that thi:: Dcrno.:-;·~tic P;iny was run 
by a bunch of radicab. H.IUl. just 
mizht have edged om Ri~hard ~.[ix0n 

for the pr~sidency in 1968. 

~ Suns.et i:i Colorado 
In Colorado; almost everything from 

banks and insurance {;Ompanics to bar­
bers and dance schools is liccn.s~d by 
state age;ici~s. The Board of C(lsrnt:tol­
o,g:y. for unc. is so s:rinfjcnt :!Luut proh­
lems l!ke split cncs 3-nd sensitive s..;alps 
th.at it r~q:...:ir'-.·.-> a ha:rtJ1..:.:>~.:r tLtin<:~e to 
und.::u~0 1.650 hc,urs of inst1·Llctk111. ii1-
cluJlng a ful! l (\J hours oi ~upa" i$ed 
s~amp0oi11~. 

.That sort of thing not only ClY>ts tax 
dollars to r.dmini:;tcr but also wi11J'5 up 
stifling comrctitian, sine~ plurnb..:r::; 
scrutinize plun1L,.Jrs, nursinr,-hom~ ud­
ministrn!ors·ovcrscc. nursir.ie h1. ... mcs. etc. 
To curtail stich.CL'ZY prnctic1.:s. lh~ Col­
oradJ .i lous:! 0f Rcprl.!s.enlntl\''.:.S Las rc­
ct:ntty iKl.::~i.:J a ··s~me.:t" !:-i w l~::~! wuuld 
requ;rc each of the .;;tat~ i 41 rceulutory 
agern::ie~ lCl ju:-;tify its cxLtenct: c\'cry ~.ix 
y~"ars-or qui~ti) expire. Tht:: slat·~ St'r!­

ate. is C\.p~1.:lcd t,.., appr0vc th..: hll in 
the n~;\t fr;v.- wct!k:". Lc~.bbtL1rs kno·..v 
tlrnt mo<>t ~t.cn~1t:':> "'iii fighl h.111.! ln ":>la)' 

6 
·-· -- .... ~.-- ... -----·-....-··--··--·-~ .. ·----·-·· .... ~-·· - -·~···. 

in bu~incss. but many \\ill be forced tn 
strc:tm!inc lhcm<;•.;hcs ~;r-bt!r·~~1:::r.H's 
nightm::t~c-tu c0:-.~.0!idat-:: v. ith mhcr~. 

It v:ould lie a !in0 l:X~mplc for the 
U.S.: i.l ft er all, olhcr :aatl:s ha vc Sl.!t up 
special bo.ir<ls to r ... _,_.ul:uc r,c:it'a-mil1' 
dc.akrs. tree experts.\\ n01cs::i..ll'- Jninnc'\V 
operators. dealers in s1..:1 ap tN~acco. Higl1 
time for many of tht:m lo fade into the 
sun::·t.:t. 

And as for those federal agencies ... 

No8~~d: Strong Sot~i~rs 
.. \Vhat urban edu.:ation needs is not 

more mon;;:y but m:ir\.! parents ''· illi::.g 
lo &ive their children .:are. rnoti\ ati0n 
and chastisemeat__:th~ will lo k~rn.'' 

Th.; speaker is the Rev. Jesse hckson. 
a former Jkutcurnl 0C Mc.rtin Luther 
Kin:~. or~'~or~r.:~I :;;.:i~ilt'indL'r ;tad Jir.=ct\1r 
oi· Chi::-:t,t-:O-b.:l:::~d 0;~..:n~l iun PUSH (Peo­
ple Urind to S::.:v~ Ht;m~nity). i:i. 

c·rm1;n~!nj~~1 devdop1"!1.':tt org,:1 r.h::ition 
fou;-1·-~L.:i to hdp tiL: ur:_,'..ln pcoi·. fo(;k­
sca it<1s. !·::~n ~1ru:c:ui1!~ <.1 new ,i:nsrd of 
~c!f-dis·.:~;~inc to ri.:p!.1 1-:e 5c1f-pity ~1.m0:!g 
biack hiG'.1 s;;hool )'<"luth:'>. "We ~c<;p ~ay­
ing th.al Jol;nny dtx:~n't n:a.d bcc~wse 

h~ s deprived, bunf·.ry :i.~·:d ...:is..::rirninat(:d 
against,'' says Jachcn. "On(: nf ll11..· rca­
so1.1s Johnny d~··.;s noi: !cud 'Vcl~ ts .!!1.:.:;t 

. Jotu~~y ck:~~!"!~ rr-~ :ut"'~ r«~~·~!ng. jf; 

.focts •. m bb .. mi:1~ th~ ,.i,~t1ms of di~c:rim­
inali\1n ~u:d 0t.:pri\·<'!.t1on fo:- thdr ow1~ 
plight? No. l:e fi:;pli~:; er:~vi1.::t):.J.1iy. 

"R~c is11~ i<> th~ t'n1.'n~y." h·; c:,\}ys. ··;~~It iL 
tak.:·::.; s; !(1,-,,g 30i j i:; .-::; :~) i~f lit ·1 ·-;t ~-.wg 

ene!~1y, ~rnd you 0-:.111 ·~ p.-cdu..::c strcr.g 
so~,fo~rs by cryL~g n.~'~1ut wb.t the m­
e.my h~s dcnc t.J y~w." 

ln ,,Vashington 1.'\'.-l:crc sclioul enrnU­
me11t ls 9Y.~ bl:...:k}. .Jackson's remo.r!~s 
have been w~rm!y r•..:civ..:.J by A:~;,1g 
School Sup-:!rint.!ndcnt Vin.:ent P..c~d 

and many leach.:rs . .2ut ~ome of hi_s 1is­
teners wonder: Can stud~nts. by an act 
of '.Viii. overcome dnoti~ family Uves 
and schools wi~h ovcr.vori·ec teachers 
and in:ldeqt::.ilc quipmc1Jt. tt>.\tb~'Clks 

and librnr:~~7 Jack:;~m·s nnsw.::r is bour.d 
to stir bot nrgurn~nts. "?--~ob1Jdy will save 
us from us:· says h~ ... but 1.:s ... 

Gk~ry c-~r.~i Don~~f.-i 

Co11dudin(; !fr; Post0n forci0n pol­
icy speech 1st!c stol'y pca;e J .J ), Si::crCl<1rY 
of Sw.le Henry Ki~sinc•,-.!i st~ut:d a p;cus 
ho~ that Jc~·.::rvt'> ~l mom1.:n t's c ... in::.iJ­
eracion nb,1\·c :he din Gf confE.:t: 

.. American"> ha vc ahvays mar.le his­
tory rather th:in kt bistcry ('l\art our 
cm1rsc. \\'e. th~ prc,ent g1.·n1.;;i"~1tiun ,"1f 
A1Pei ko.ns. wiii uo tl·~) k~;s. S0 ~(.:, .!~1s 

y.:!ar m.lrk the c11<l·(1f our divi~•o~·.s. l .:: , 
us usher in an cr.L ,)f n:-.tinn~ i ,·t;t;11nc:!­
iati,rn and r·~1.kJi~;.iLiu:1 b) :.i!! .!\nl!'ri­
can.:; lCJ their c0wr11on 1.kstiny. Let ll ... 

h.:4vc a ckar v;siou ol whd is h1~f.~r1! u:. 
-r.h..1ry and danf.a ~dike ... 
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~ i ~ /:~, ·"'=,:\ 
u Ll Ll"<~:-5 

The crov.J::; lo\e a w'.~!~~: .. ronct ,;;\·­
erywhcr~ that (.,_~r~iiJ I~'.Jrd \'.<.n'. r:; i.·.! 
can1i..,r:ig~1~U in UJ i·1oi~" t~;!.:·'~)1!2'; ti!1Ct.J ~;:·..: 

str~ets t0 g·::t a .;li1·nps..;'. ·C•i',,~r_ t::~'." ~r .. ;.. t­
ee h~m With fOL!Si n;; c;;t,;<!:::;. iC\'.1 ~ '.'~ :',~·; ?­
Lt'H!,, ,.,;histks ~r.d c=-~~s of ··0·:- .:--:i ·c~-:. 

Jerr1,'' and "\\'e lc1\e y:Ju .. lur:.-.-· T.'.1:! 
uneasy· and i.1\'.kwurd c~ndici<'' . .:: ~"'f :':St 
foll is tcginning to turn th~'· c1.;;i s :Jr:. 

His vie tori~:; in l~e firsl fow.r :;r;i:; ::­

rics ~chieY~d tt1~ al-:h~my. T;j;~ ,:,;:;.:~: 
in Illinois, Ford is e:xp.;:cted t0 ~.c·.::.rc ~\is 
nfth win. Nc,xl v:cck he st.:.nds a r:c·.=-.j 
chance to pkk U? his si:~th. ;r1 :"~~o~t:i 
Carolina. But few victori1.:s t.h~t he :us 
ever g::-dned were quite ns rea-;smu~g to 
him ::is last w~t:k"s win ir" Flv~1J::--:! t·![' .. 
fast 8f0\virtg. V,1ricg:l\Cd St~Ll.C t:1~,t :!:-. ~:; 
rcct:t~dv h2.ti bc··~H cun~i1.~~:-1.>.t :<\.·:;...'.;~ 

R<:~1ga~ country. Ar~:::r i"t•!"d ~·'~ ~!· .• : 

nc·.i;s in \Vashingtnn. Lis\ T::-.::~~;:·: 1':.-:-:.~. 

he gri1~ncd koa<lly and r..~:.::~,r...;c. ~i.j­

mcmorably, .. All I can say is Lh::i.~ it i·:.!~:.> 

as wu;·m ~a.d co111f'-)rtinz as a r.:ty ct flcr­
ida stn:sh me.'' 

L<'tcr th:u cvcni:1g. ~s v. ork~rs in ~:i$ 
· national campaign h'.!aJqu.1n~rs j1.;:1:­

lan!ly toss:.:u FlotiJ.1 oran~cs LO l'n·~ :::n­
oiher. t!1'; P:-t::;itkll~ wurnt'd th..::11 
a~a;n.;t O'.!:l\:'0ilfiJ..;1H.:~ r\r;d !-.·,''. ·,·, t -
Cou:::;i..:lur Rcgc!'S C.H. ~·.tc·1.·_,~1 1::.:~.1· 

tior~e·:l' .. \'/c <.ion't \><il"lt to ~k--t.·· i.~:'t 

ir ·1,. in1ii1~e, 5Y·( t.'f·th.: R1.·p:..1l''i :.1 ~1 h:«~ 
in H1.•rit!:.i. hwJ pra-.:Li..:ally c:l!mi:i:-1~ . .: 
Rcag.1n rr-~,,n the running. 

By sn1~1c ,·ciunt: •. th!! Pn::;i . .;_.:l ;· .. ' .. 
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Determined That Cigarette Smoking 
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tentatively scheduling a fall of my own 
on April 9 as I leave for WNk from my 
second-floor apartment. Please arrange 
for a TI\tE photographer to be present 
around 8 a.m. for coverage of this spec­
tacular evenv----~._ 

· Linda Bitr(Gil/ 
lloustoi( 

Prove or Perish 
I v/as interested in reading your 

American Notes item on Colorado's 
"sunset laws·: [March 221. 

The idea that regulatory agencies 
should have to justify their existence 
or go out of business is most com­
mendable, but not novel. Congressman 
Abner J. Mikva and I have each in­
troduced legislation to require major 
federal regulatory agencies to prove 
their worth or ''self-destrnct" within 
seven years. 

Joseph R. Biden Jr. 
U.S. Senator, Delaware 

JV ashing ton, D. C. 
I 

i Lemmon Aid ,..,./ r. 
~our lambasting of Lemmon ·nx!~- ~ 

formiric-e in-TheEntertainer [March 151 i 
was hitting a bit below the belt. I was for- 1 
tunate enough to have seen Laurence I /;:::....~-:- ~-~·~ ·;:, z_~ 
Olivier enact the role of Archie Rice, 

1 
~;>;'~: . , ~~ 

anditwasanincomparablyfiav.lesspor- I 1 1 • 't f 1 j ! · 

trayal. But because Olivier is an impos- 11 l! f f-
11
• j ; i• j i' 1/1~' ll, 

1 
•
1
1
1

• -~ ~-
sible act to follow, does that mean that I , 1 1 ; ~ 
John Osborne's play must be buried in 1 , i j j I l 1 1 ! I j I ; I I ' 
a time capsule for several generations, J l J l j ~ I ! j l 1 i i l l l : 
awaiting another Olivier? l I ! l l l l ! i i i i i l , 1 ; 

IBM Doesn't Do It 

Fleur Tamon 
San Antonio 

Your article "The Big Payoff' [Feb. 
23] correctly points out that IBM is 
among those companies that "are wide­
ly known for refusing to make payoffs.'' 

However, elsewhere in the story, you 
report IBM and other U.S. corporations 
found their legal political contributions 
in Canada and Italy "embarrassing.'' 

IBM initiated publicity last summer 
about IBM Canada's decision to forgo 
its legal practice of making political con­
tributions (an average of $36,000 per 

· year in the past five years). This deci­
sion to halt these contributions was 
made because IBM Canada concluded 
that it was important for IBM to have a 

· worldwide policy on this matter. 
As for Italy, IBM Italy did not. and 

does not, make political contributions. 

J l l : 1 . ! ' l ·l i I ! fl 
t j l l ; y 
l I I l H 
t ~ l i,. . JU· F 1 , 

1 1 I 
I .• i j 

t \'. ii M~N!~\'?;L 
( ,. q 1~ l j ! 1 l : 1. l l l 
i I • ~ l I 1· l I J • I ' 
r 1· 1 i -1 l l ' . i : ; l 
l ~ . l j . 1 ' . I i l ! ! 

l r { fl' i _i l ;~.£?~r~: ' 
. l i l · <:; 
j. l11;l~--~; r : i} , I J , 1 l , ~ ; i , 
~ ! i d . l i 1 1 ! .11 : I . , r i 

1 
l 

1
, ~ , , , i , I , . t , 

~ 11·.
1
,1120S:J 

1·. ; Ii l f ti ,___, i j i i Ii. ; ; 

t . l -->4•fl,t1 r ! t jl . i i ! i ! :. 
'lj_ -!i: t l -~~ 1. 
f ~20.fJCTER..CIGARE.T.TES : 

--~· - ·- • _..> •••• ----, 

! Till: I. : . 
! 

IBM's policy on political contribu­
tions, payoffs. bribes, or any other ques­
tionable payments is clear: we simply 
don't·do it. 

--.. ~""t~_,.~-. ----~ ~ 

Frank T. Cary 
Chairman of the Board, /BAI 

Armonk. N. Y. 

Address letters to TIME, Time & life Building, 

Rockefeller Center, New York, N. Y. 10020 
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TO 

FROM 

Joseph Novak, Liquor Control , 
Paul Tschida, BCA 

Edward G. Novak 
Commissioner 

Off ice ·Memorandum 

D~TE: April 20, 1976 

PHONE: -6642 

SUBJECT: Investigative and Operational Procedures 

A~ I have-·received concurrence from both of you relative 
lo the attached memo, you may now consider this an 
agreement of cooperation by your respective Divisions. 

EGN:lcr 
Attachment 

-37-
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DEPARTMENT PUBLIC SAFETY Office Memorandum .. 
.TO 

FROM 

SUBJECT: 

DATE: 
.• 

PHONE: 

Changes in Investigative and Operational Procedures 

Recently a study of the Department of Public Safety by 
a team from the Department of Administration was conducted. 
Subsequently conferences were held with Commissioner Novak, 
the Study Team, and the Division Heads. The following 
procedures have been established to more closely-coordinate 
the investigative capabilities of the Bureau of Criminal 
Apprehension and the Liq~or Control Division. 

1. Inspections of liquor retail. establishments, liquor 
wholesalers, beer wholesalers, and manufacturers will 
proceed according to the division's statutory responsi­
bilities. 

WHen circumstances indicate that a crime other than a 
liquor violation. such as orostit.ution, qarrlblinq, or 
f~ncing of stolen goods, has been committed, liquor 
control agents will notify the appropriate law enforcement • 
agency. 

Criminal investigation will be pursued by state/local 
government law enforcement agents trained in criminal 
appre_hension. 

All incidents of liquor law violations and all criminal 
investigations in which services/resources of the state 
are requested or utilized will be reported centrally 
within the Department of Public Safety. Data will be 
audited and information shared by the needing divisions 
within the department. This procedure will require a 
control, or· log-keeping, activity in addition to the 
reporting system, both of which should be developed 
cooperatively by the Liquor Control Division and the 
Bureau of Criminal Apprehension. 

2. Continue at the regional level an ongoing training and 
~nformation exchange program between Bureau of Criminal 
Apprehension and Liquor Control field staff on a formal 

- basis. 

3. Include and incorporate all liquor law convictions 
.with the Bureau of Criminal Apprehension existing 
records system. 

-38-
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4. A review and evaluation of all existing and projected 
training programs of both Bureau of Criminal Appre­
~ension and Liquor Control Division: 

5. A cross-over of training between Bureau of Criminal 
Apprehension and Liquor Control Division in which 
liquor laws and regulations and procedures for dealing 
with liquor violations are stressed. 

6. A systematic program for performing and recording the 
statutorily required liquor· inspections will be 
imp~ernented simultaneously with items 1-5 . 

• 

-39-



DEPARTMENT PUBLIC Sl\FETY Off ice· Memorandum 

TO DATE: 

FROM PHONE: 

SUBJECT: CHANGES IN OPERATIONAL PROCEDURE 

Recently_ a study of the Department of Public·Safety by a team 
· from the Department of Administration was conducted. Sub­

sequently conferences were held with Commissioner Novak, the 
Study Team, and the Division Heads. The following procedures 
have been ~stablished to more closely coordinate the investi­
gative capapilities of the Bureau of Criminal Apprehension 
and the State Fire Marshal. 

1. When a fire occurs where circumstances indicate that arson 
and/or another crime may have been conunitted, the first 
responding State agency shall immediately notify the 
cooperating agency. 

The utilization of profcssionZll resources· is rccor.unc11dcd 
:::01 '°'""',.... +- h'"' -F,-.. 1 1 r.T,T.; 'n,... ,....,, ; ,.:it"\ 1 ; .,.-,o Co• __ _. ..... :> ---- _ _. ___ •• ___ J :J--~-------. 

Identification of the origin of fires and explosions 
and related disasters will be made by fire-experienced 
personnel in local fire departments or, upon request, 
by the State Fire Marshal's Office. 

If the commission of a crime, or crimes, is indicated, 
criminal investigation will be pursued by state/local 
government law enforcement agents trained in criminal 
apprehension. 

All incidents of fire anp explosions ~nd related 
disasters in which services/resources of the sta~e 

-

are requested pr utilized will be reported centrally/ 
within the Department of Public Safety. Data will be 
audited and information shared by the needing divisions 
within the department. This procedure will require a 
control, or log-keeping, activity in addition to the 
reporting system, both of which should be developed 
cooperatively by the State Fire Marshal's Office and 
the Division of Criminal Apprehension. 

2. Continue at the. regional level an ongoing training and in­
formation exchange program between Bureau of Criminal 
Apprehension and Fire Marshal field staff on a formal basis. 
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' .... . \ .. 
All Fire/Arson Investig~tors 
Page 2 

3. Include and incorporate all incendiary fire records with 
the Bureau of Criminal Apprehension existing records 
system. 

4. A review and evaluation of all existing and projected 
training programs of both Bureau of Criminal Apprehension 
and State Fi~e Marshal. 

5. A cross-over of training between Bureau of Criminal 
Apprehension and State Fire Marshal. {This has already 
been implemented with the registration of Fire Marshal 
field staff in the new basic crime scene preservation 
and processing course.). 

6. A systematic program for performing and recording the 
statutorily required fire safety inspections will be 
implemented simultaneously with items 1-5. 

WW:lcr 
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State Fire Marshal 

A number of state agencies have responsibility for monitoring buildi~g 

safety, either during construction or after a building is compieted and 

occupied. Examples of these functions are: 

Fire Marshal 

Electrical Regulation 

State Building Code 

Plumbing Regulation 

Boiler Regulation 

Healt~ Facilities Engineering 
Services 

Standards Compliance for Heal th · 
Care Facilities 

Department of Public Safety 

Board of Elect~icity 

Department of Administration 

Department of Health 

Department of Labor and Industry 

Department of Health 

Department of Health/Fire Marshal 

Building safety is an important program and should be handled in a 

concerted manner. 

By corr~ining all of the above activities within.a single agency, inspections 

could·be made which cover all aspects of building safety. Building safety 

programs could be implemented which guarantee more effective and intense 

inspections, at the same time reducing the number of on-site visits. 

Reporting would be centralized allowing for better analysis of data. The 

study team recognizes.the necessity for statutory changes to effect this 

recom:mendation and suggests that the Commissioners of Public Safety and 

Administration coordinate the effort prior to bringing it before the proper 

Legislative I1::..erim Committees. 

~1hile the goal of the recommendation is the combining of the above functions 

into one program, the short-range recommendation is to establish capability 

within the Department of Public Safety to deal with safety-oriented 

inspection activities on a state-wide basis, preferably within the 

existin~ Fire Marshal Division. 
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DIVIS IOfl OF 
.STATE FIRE 

MAR~iH1\L 

FI RE MARSHl\L 1 ) 

ADVISORY - - - --+----i 

BUILDING & 
ENVIRONMENTAL 
.S.8.L~ILlI. l 
SUPrnVISOR 1 * 

COUNCIL 

Pipeline Safety (2) 
Life Safety (10) 
Building Inspections 

& Fire Origin (14) 
Clerical (4)** 

Figure 18 

FIRE SERVICES 
SECTION 

SUPERVISOR(l) 

bfVrsroN Of·--s'l'Jf'r~·--.r :r f-c.t.:.-1'ffn·c,.:nnar 
TOTAL: 30 
·4/16/76 ge 14 of 17 
PROPOSED 
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Arson Investigations 

Among the responsibilities of the.office of the State Fire Marshal is that 

of investigating arson. Given the fact that arson is a seriou·s crime, 

that its incidence appears to be increasing, and that arson is often 

related to the commission of other crimes, it is recommended that once the 

Fire ~1arshal personnel have established that the crime of arson and/or 

other crimes have been committed, the responsibility for invest~gating 
.l~ 

such crimes fies with local law enforcement and~fire service agencies 

and/or with the Division of Criminal Apprehension. 

'·. 

Capitol Complex 'security Division 

We recommended that Capitol Complex Security be removed from the Highway 

Patrol Division and be given division status reporting to the Assistant 

Commissioner for Safety Investigation and Enforcement. This recommenda­

tion is based on existing statute, M.S. 299E, which states that Capitol 

Complex Security shall be a separate division, and describes the differing 

responsibilities and goals of the Highway Patrol and Capitol Complex 

Security. It is further recommended that security for the Governor's 

mansion continue to be the responsibility of the Highway Patrol under 

provisions of M.S. 299D.03, Subdivision 1 (10). 

In order to effect a smooth transition, it is recommended that the 

Commissioner retain the authority to reassign Highway Patrol personnel to 

the positions of Director, Assistant Director, and Investigator within 

the Division of Capitol Complex Security to accommodate current Highway 

.Patrol personnel in these positions. At such time as current personnel 

are no lo~ger employed within C~pitol Complex Security, it is recommended 

that new personnel appointed to these positions have no ties with the 

Highway Patrol. Currently, one Highway Patrol Officer acts as an investi­

gator of crimes committed within the Capitol complex. This po_s.ition- shouid 

continue to be filled.by a member of the Highway Patrol, but in addition, 

that individual will have a dual reporting assignment to the Division of 

Criminal Apprehension which will provide appropriate formal training and 

procedural instruction. 
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Emergency Services Division 

Organizationally, the study team recommends minor regroup-

·ings of functions to e~en the workload among the deputy 

and tvo assistant directors. The team believes the division 

is top-heavy in the management level and recommends that 

~mployee Relations Division flag at least one assistant 

director position. When the position becomes vacant it 

should be reviewed for reclassification. 

Highway Patrol Division 

The object of the team's organization recommendation for 

Highway Patrol ~s to strengthen the ·field inspection 

function and to remain consistent with the previous recom­

mendations for centralizing staff services. Accordingly, 

the expediters' duties·have been clarified, and staff 

services will be provided throug·h the central divisions. 
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Sununary 

In summary, the reconuuended organization revisions are: 

1. Formation of three bure~us to handle the three basic departmental 

functions licensing, safety investigation and enforcement and 

staff, or management, services -- each bureau to be headed by a 

deputy cormnissioner. 

2. Establish an Assistant to the Commissioner position to aid the 

Commissioner with problems or projects of a short duration and of a 

special or unique nature. 

3. Establish centralized support services -- finance, personnel, 

administrative -- upon which the operations divisions must depend. 

4. Establish expediting positions within ·each operation division which 

act as liaison with the central service to process and control the 

paperflow. 

5. Develop a central department planning function oriented specifically 

towarq safety programs but also providing impetus to the executive 

coW1cil in long-range planning. 

6. Establish a third licensing division to handle all smaller volume 

licensing systems now scattered through the department, and to process 

those new licensing responsibilities assigned to the department 

through legislation. 

7. Conduct an in-depth an~lysis of licensing services as they should 

be delivered in the future; and upon this analysis base the organiz­

ation of the Licensing Bureau and the design of the licensing 

.systems. 

8.e -Separate the inspection and investigatory functions so that when it 

is clearly identified that a crime has been committed, the law 

enforcement authorities take over the investigation and pursuit of 

the case. 

9. Establish the new position of equipment evaluator to provide expert 

ass~stance in evaluating and recormnending items for purchase by 

the department. 
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10. Separate the Capitol. Complex Security Division from the Highway 

Patrol and establish i~ as an operating division. 
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. -------POSITION DESCRIPTION 

Position Title: Assistant to the Commissioner 

Position Purpose: 

To provide assistance to the Commissioner with problems or projects of a short dur·atio.h and ·a special or unique nature. 

Reportabil ity: 

Reports to the Commissioner 

Di mens ions: 

Principal clientele - Commissioner and immediate staff 

Principal Responsibilities: 

1. To supervise the development and initial implementation 
of special, one-time projects which relate to the 
organization of the department so that quality, impact, 
and efficiency may be tested prior to program development 
within operating divisions. 

i 2. To prepare special research projects for the Commissioner 
so that the Commissioner may make decisions concerning 
departmental policies and/or positions on issues related to 
public safety. 

Authorities: 

la. To develop implementation plans and schedules. 

b. To contact any necessary resource persons. 

c. To supervise personnel as committed by the 
Commissioner and his staff to special projects. 

d. To request information from operating divisions 
as required by the Commissioner. 

e. To coordinate planning and implementation with the 
Program Planning and Analysis Division. 

2a. To make contacts with appropriate resource persons 
to gather information on behalf of the Commissioner. 

b •. To gather resource materials and documentation as 
needed. 



3. To provioe assistance to the Commissioner in handling. 
departmental problems or projects of a confidential 
nature which may impact more than one division so that 
the Commissioner may make decisions and problems may be 
handled without jeopardizing confidentiality in sensitive 
matters. 

4. To coordinat~ and monitor the department's legislative 
program so that the Commissioner is aware bf the status 
of all proposed legislation. 

5. To assist the Commissioner in preparation of speeches and 
statements so that dep·artmentaL policy and views are 
presented to the public in a well-researched, thoughtfully 
written manner. 

6. To act as liaison with special study or research groups 
working within and outside the Department of Public Safety· 
so that studies may be coordinated a~d conducted with a 
minimum of disruption to operations and the Commissioner 
may be aware of the activities and findings of such groups. 

7. To assist in the development of administrative rules and 
regulations so that departmental rules and regulations 
reflect department and clientele needs and are consistent 
with existing statutes, 

•. 

c. to report wfEh recommencfo.ffons to tntr Comrrrrs-no-ffer~ -

3a. To research the problem or project as di ~ted·by the 
Commissionere 

b. To report with recommendations, alternatives,and 
impacts to the Commissioner. 

c. To take actions as directed by the Commissioner. 

4a. To maintain records of all legislation pertaining to 
public safety and action taken thereon. 

b. To attend legislative hearings and report to the 
Cammi ss i oner. 

c. To assist the Commissioner in coordinating legislative 
proposals received from the Assistant Commissioners. 

d. To assist the Commissioner in legislative presentation 

Sa. To meet with the Commissioner to ascertain his needs 
and desires. 

b. To contact appropriate resource persons for necessary 
information. 

6a. To meet regularly with study/research group leadership 

b. To provide information to study/research groups as 
approved by the Commissioner. 

c. To report study/research groups• activities and 
findings to the Commissioner. 

d. To act as liai'son between study/research group 
leadership and bureau heads and division directors. 

7a. To periodically review al.l departmental rules and 
regulations. 

b. To conduct research relative to specific rules and 
regulations. 

c. To recommend additions and deletions in departmental 
rules and regulations. 



I 
l. 
1 
\ 
! 

NATURE AND SCOPE 

Relationships: 

The incumbent works directly for a~d with the' Commissioner who may direct that other departmental· employees or staff 
members be cont~cted. The incumbent may also contact pers~ns outside the department concerning special assignments as 
directed by the Commissioner. The incumbent may supervise selected department personnel during the initial testing 
·and implementation of a short-term project as ·assigned by the Commissioner. 

Skills, Knowledges, and Abilities: 

The incumbent must be able to organize and manage experimental projects and to assess their effectiveness. The ability 
to handle projects and problems of a special or confidential nature is essential. The incumbent must speak and write 
clearly and must be able to research issues thoroughly and to present concise, adoptable recommendations based on 
research. S/he must be able to meet and work with a variety of people from within and outside.state government. 

Problem Solving: 

The incumbent will be responsible for solving managerial and organizational problems associated with implementation of 
new programs not confined to single divisions within the department. Problem solving will generally involve decisions 
concerning program guidelines based on orientation and policy established by the Commissioner. The incumbent will be 
responsible for solving problems concerning personnel, equipment, space, and any other resources involved in establishing 
and evaluating a pilot project. Once a project has been accepted as viable, the incumbent will handle all problems. 
encountered in transferring responsibility for the operation of the project (program) to the operating division. Problem­
solving may also involve confidential personnel or management decisions as determined by the Commissioner. 

Freedom to Act: 

The incumbent is limited by the Commissioner's prior approval in all activities. Once approval has been received, the 
incumbent may contact resource persons and gather information as needed. Pilot projects or programs may be organized 
and conducted as the incumbent determines under the direction of the Commissioner. The Commissioner shall ·be informed 
on a regular basis of the progress of such projects/programs and all other activities and responsibilities assigned 
to the incumbent. 
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POSITION DESCRIPTION 

Position .Title: Assistant Commissioner Bureau of Management Services 

Position Purpose: 

To direct the Bureau of Managemen~ Services and to perform such duties as th~ Commissioner may delegate or ~ssign. 

Reportability and Dimensions: 

Reports to: Commissioner of Public Safety 

Supervises: 6 Directors including those of Finance, Personnel, Administrative Services and Program Planning and Analysis •. 

. Principal Clientele: Approximately 2,000 ·department employees and Public Safety mangement. 

Annual Payro 11 : 
Annual Budget: 

Approximately $18~500,000.00 
Approximately $33,000,000.00 

Principal Responsibilities: 

1. To direct the Bureau of Management Services, so that 
centralized fiscal, personnel, administrative, and 
informational services are provided to all divisions 
within the department in the most efficient manner 
possible. 

Authorities: 

la. To approve new services and cost-cutting procedure 
proposed for centralized services. 

b. To review regular division status reports and mak~ 
recommendations. 

c. To maintain the level of qualified personnel to 
staff key positions within the Bureau. 

d. To coordinate, develop and maintain services 
contracts with existing state departments and 
agencies for the economic and efficient use of 
business equipment including computers. 

e. To execute contracts and agreements with existing 
state agencies for maintenance and services for 
maintenance and servicing vehicles, communication~ 
equipment and use of buildings and grounds. 

f. To develop and maintain integrated fiscal service! 
for the department. 



Responsibilities cont. 

·2. To serve as alternate to Commissioner in time of absence 
or when ~onflict in scheduling arises, so that the Department 
image of unity, integrity and efficiency will be.maintained. 

3. To ensure that the Bureau's chief resource-information-
is constantly available to the Commissioner, so that he will 
be able to base decisions on accurate~ timely data. 

4. To serve as key member in the Commissioner's planning 
group so that the department's wide range of problems and 
purposes will receive benefit of impartial and detailed 
discussion. 

5. To assist the Commissioner in mediating inter and intra 
divisional disputes so that the Commissioner will have 
the benefit of all possible knowledge of the situation 
under study prior to decision-making. 

Authorities cont. 

2a. To represent the Commissioner at meetings. 
b. To address groups on topics relating to departmental 

activities and policies. 
c. To conduct staff meetings and field visits which the 

Commissioner is unable to attend. 
d. To present awards, certificates, etc. in the 

Commissioner's absence. 

3a. To implement and maintain a regular reporting 
system which includes items of information necessary 
to manage the department effectively. 

b. To obtain legal opinion on proposed programs and 
legislation prior to submitting same to Commissioner 
for approval. 

Ce To maintain a perpetual inventory of the department's 
finances, fixed assets, manpower resources, and 
projects in process. 

4a. To meet regularly as well as informally with 
planning group and other department committees. 

b. To compile data and distribute information to groups 
as required. 

c. To report informally and regularly to Commissioner 
on scope of proposed projects; trend information 
on a national and local basis; details of complex 
issues facing the department. 

5a. To meet regularly with other division heads relative 
to Bureau services. 

b. To resolve or recommend resolution of problems 
relating to mangement services. 

c. To establish policies concerning the relationship 
between management services divisions and other 
units of the department. 



Responsibilities cont. 

------6. To coordinate the preparation of the Department's biennial 
budget so that the budget will reflect on-going and . 
proposed programs and will provide adequate financial 
resources for the operation of these programs. 

7. To meet regularly with Division Heads in the Bureau of 
Management Services so that Bureau problems may be 
resolved and Bureau policies developed in communion. 

8. To make recommendations to the Commissioner relating to 
Legislative changes and rules ~nd regulation promulgation, 
so that the Commissioner will be aware of the impact 
on the Bureau's or Department's activities. 

9. To communicate regularly.and as needed with the 
Commissioner so that the Commissicn~r will be able 
to evaluate conditions in the department requiring 
decisions. 

Authorities cont.· 

6a. To establish the criteria. for input to the prciposed 
budget. 

b. To evaluate and ~ecommend approval of budgetary 
requests from division heads. 

c. To prepare draft of budget document for Commissione 
consideration. 

d. To interpret Department of Finance budgetary polici 
and procedures. · 

7a. To hold .. regular staff meetings. 
b. To meet.·regularly with individual division heads. 
c. To report regularly to the Commissioner the results 

of, or action proposed at such meetings. 

Sa. To review, and report to Commissioner on Statutes 
and Rules relating to Bureau activities. 

b. To review and report to Commissioner on proposed 
legislation and/or rule changes. 

9a. To attend Commissioner's staff meeting. 
b. To abstract for the Commissioner reports/problems 

needing immediate attention. 



Nature and Scope: 

The Assistant Commissioner of the Department of Public Safety performs duties assigned or delegated to him by the 
Commissioner. He often acts in his stead in state department functions; represents him at meetings and conferences; and 
directly supervises the department's Bureau of Management Services. The Assistant interacts with all levels· of state citizenry 
and governmental units, as for example, the Governor's Office, Highway Patrol Troopers, Lion's Clubs, Boy Scout Troops, and 
department employees, to name only a few. He regularly addresses education groups, environmentalists, legislative units and 
similar bodies in all sectors of public life. 

He must have a thorough working knowledge of the Departm~nt'.s statutes, regulatio~s, policies and standards. At the same 
time, he must be an administrator of the highest order well able to lead, coordinate and mold diverse units into a solid 
departmental team. Much of the success of the department depends upon his managerial skills and judgment exercise in time of 
crisis. 

Because the Assistant Commissioner supervises key functions of the department such as Legal, Fiscal, Personnel, and 
Administrative Services, and is responsible for the budget and contracts, problem-solving is a large part of his work. Typical 
problems may be recommending to the Commissioner priorities on various proposed department programs; negotiation of contracts 
for services and equipment from other state agencies; chairing a meeting or conference which the Commissioner unexpectedly 
cannot attend; and meeting with grievance committees from unions or the Highway Patrol Association. 

The Assistant's power is· second
1

only to the Commissioner's in the Department of Public Safety. He is responsibl~ to the 
Commissioner for final approval on plans, programs and budgets; but in the development of these, the Assistant's creativeness, 
daring, courage and intelligence make the difference in the Department's setting attainable goals and in providing challenging 
jobs for its employees. 
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POSITION DESCRIPTION 

Position Title: Assistant Commissioner - Bureau of Licensing 

Position Purpose: 

To direct the overall operations of the Bureau of licensing so that· services are delivered efficiently and effectively 
in accordance with departmental policy.· 

Reportability and Dimensions: 

Reports to: Commissioner of Public Safety 

Supervises: Directors of the Divisions of Motor:Ve~icle Regi~tration, Driver License and Liquor/Licensing 

Principal Clientele: 638 employees 
1 .2 mill i cens'ed dr"i vers 

owners of 4.4 million· : motor vehicle transactions annually 
750 law enforcement agencies 

Budget: $2~2 mil EDP 
$ Equipment etc. 
$ P~rsonnel 

$ Administration (7) 
$ 15 mil Total 

Principal Responsibilities: 

1. To direct the on-going administration of the licensing 
divisions so that services are delivered efficiently. 

Authorities 

la .. To review division progress and/or production reports 
1 
and budgets. 

b. To make recommendations for improvements in licensing 
operations and direct division heads in implementing 
changes. 

c. To review division progress through the use of 
production reports, budgets, and/or staffing patterns. 



Responsibilities cont. 

- .. --- - . ---._____ 

2. To coordinate operations and plannin9 of licensing 
activities within the Bureau and between the Bureau 
and other Public Safety divisions so that departmental 
activities are coordinated and new licensing activities 
are undertaken in a smooth manner. 

•) 

3. To assist the Commissioner in preparing a departmental 
legislative program so that department needs and 
operations are adequately represented to the Legislature. 

4. To.supervise licensing division directors so that 
division objectives are established and achieved. 

Authorities cont. 

d. 

e. 

f. 

To establish Bureau policies regarding records and 
other licensing operations in accordance with depart­
mental policies established by the Commissioner and 
any applicable laws. 
To meet regularly with licensing division directors 
and advise them regarding operational or policy 
problems. · 
To approve work priorities. 

2a. To assist the Com~issioner in developing departmental 
objectives ·related to licensing activities. 

b. To develop short and long range objectives for the 
Bureau of.Licensing in accordance with departmental 
objectives established by the Commissioner. 

c. To establish policies with regard to licensing inspec 
ions and license disc·ipline in cooperation with the 
Assistant Commissioner for Safety Investigation and 
Law Enforcement as approved by the Commissioner. 

d. To establish and implement safety programs which 
relate to licensing activities in cooperation with 
the Program Planning and Analysis Division as.approv1 
by the Commissioner. 

e. To evaluate performance of divisions in the Bureau. 

3a. To review current statutes and licensing operations 
and recommended to the Commissioner changes where 
necessary, to improve the effectiveness and/or 
efficiency of licensing activities. 

b. To review all proposed legislation related to licens 
and report to the.Commissioner regarding the antici­
pated impact on departmental licensing activities. 

4a. To review and approve division directors objectives. 
b. To establish performance review standards. 
c. To recommend achievement awards based on performance 

evaluation. · 
d. To meet individually with division directors periodi 

cally to review division oper?tions and problems. 



Responsibilities cont. 

· 5. To represent the Commissioner and the Department of 
Public Safety on inter-department and inter-governmental 
boards, commissions and committees and at confe~ence 
related to safety licensing so that departmental views· 
are represenLed and departmental planning is facilitated~ 

6. To maintain and improve personal expertise in licensing 
operations and management sKills so that the management 
and operations of the Bureau of Licensing may be improved 
and expanded on an on-going basis. 

7. To coordinate the preparation of~the Bureau's budget 
for the approval of the Commissioner, so that all 
planned and on-going progr~ms are ~dequately funded and 
attention is focused on priority areas. 

Authorities cont. i 
<!:I • 

5a. To represent the Commissioner's vie'f.Sand policies. 
b. To participate in program/project planning. 
c. To commit Bureau of Licensing resources to programs 

and projects which facilitate achievement of depart­
mental goals and objectives as approved by the 
Commissioner. 

6a. To attend conferences and meetings with officers 
from other states. 

b. To belong to and participate in the programs of 
professional administrator's organizations which 
relate to the operations of the Bureau of.Licensing. 

c. To attend classes which relate to licensing activitie~ 
and electronic data processing. 

7a. To review bureau budget figures provided by Division 
Heads. 

b. To effectively recommend cost reductions. 
c. To prioritize bureau activities. 



Nature and Scope: -----The incumbent has wide latitude to require adjustments to Bureau of Licensing programs and activities so that executive 
and judici~l intents are honored. The incumbent maintains close continuous liaison with licensing division directors and 
their principal. assistants. The incumbent plays a key role in departmental planning and as such maintains close working 
relationships with the Commissioner, the Deputy Commissioner and Assistant Commissioner for· Safety Investigation and Law 
Enforcement. The incumbent also maintains a clo~e working relationship with Department of Administration Information Systems 
Division staff and Public Safety employees concerned with electronic data processing systems. The incumbent may· represent 
the Commissioner on interdepartmental and intergovernmental committees, boards, and commissions. 

The incumbent must be skilled in the area of management and able to direct and control 'high-volume and varied licensing 
systems. Knowledge of electronic data processing systems and their capabilities is· ~~sential. The incumbent must be skilled 
in planning, budgeting and organizing. The incumbent must have the ability to identify and utilize resources in the areas 
of personnel, equipment, and space. The incumbent must also be able to identify and utilize resource staff with the Department 
of Public Safety Bureau of Management Services. 

Problem solvjng takes place in three principal areas. 1) Problems concerning the operatio~s of the three licensing 
divisions within the Bureau of Licensing may be addressed to the Assistant Commissioner by division directors or. may become 
apparent through on-going review of Bureau operations. The incumbent must be able to advise staff concerning solutions and 
planning to avoid recurrence where·possible. 2) The incumbent must also be able to solve programmatic problems which impact 
on other Public Safety Divisions and operations. Problem solving in this area should enhance the overall coordination and 
effectiveness of all departmental activities. 3) The incumbent will also facE problems in working with governmental agencies 
and persons outside the Department of Public Safety. Policy issues concerning records, data collection, and release of 
information to law enforcement agencies, courts, other governmental units and private persons must be addressed. Further, the 
incumbent must work with court officials in order to insure the accuracy of records and the effectiveness of license disciplin~ 
actions. Problem-solving, generally, will require analytical, conceptual skills and the ability to establish policies which 
will serve the department and the public in the most efficient and equitable manner. 

The incumbent has wide latitude to require adjustments to operations and procedures within the Bureau of Licensing. 
Decisions are limited by statutory requirements, departmental policies, and administrative policies as may be established by 
the Departments of Administration, Personnel, and Finance. The incumbent should actively participate with the Commissioner in 
establishing departmental policies related to licensing activities. 
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POSITION DESCRIPTION 

Position Title: Assistant Commissioner, Bureau of Safety Investigation and Law Enforcement 

Position Purpos~: 

To administer the Bureau .of Safety Investigation and.Law Enforcement, Department of Public Safety and to perform such 
other tasks as the Commissioner may assign or delegate. 

Reportability and Dimensions: 

Reports to: Commissioner of Public Safety 

Supervises: Highway Patrol Director 
Capitol Security Director 
Criminal Apprehension .

1
Di rector 

Emergency Services Director 

Principal Clientele: Division of Criminal Apprehe~sion 161 employees 
Division of Highway Patrol: 617 employees. 
Division of Capitol Complex Security: 42 employees 
Division of Fire Marshal: 39 employees 
Division of Emergency Services: 45 employees 
Total employees: 1065 
Annual Budget: $ 27, 760, 885 
Other governmental agencies including all law enforcement units in the state. 
Data processing systems: Annual budget $1,152,442 
CJIS 



Principal Responsibilities: 

1. To direct the on-going ~dministration of the divisions 
within the Bureau of Safety Investigation and Law 
Enforcement so that the public is ·safeguarded according 
to all statutory responsibilities ·of those .divisions. 

,· 

2. To analyze current and proposed statutes and regulations 
relating to b.ureau activitie·s so that the Commissioner will 
be aware of the impact and cost/effectiveness of on-going 
and planned programs. 

3. To coordinate Bureau activities with those of the 
Bureau of Management Services and Bureau of Licensing 
so that the total effort of the public safety department 
will be one of integrated and efficient services. 

4. To coordinate the preparation of the Bureau Budget for 
the approval of Commissioner so that all planned and 
on-going programs are adequately funded and attention 
is focused on priority areas. 

Authorities: 

la. To meet regularly and as needed with division heads 
and key personnel on Bureau problems and progress. 

b. To report to Commissioner regarding sensitive issues 
and department-wide problems. 

c. To review ·regularly division plans and on-going· 
programs. 

d. To make recommendations to the Commissioner regarding 
the filling of directorship vacancies and those in 
other key positions. 

e. To develop performance standards for division heads, 
··hold performance appraisal interviews, hear grievances . 

. f •. To develop and pursue objectives for the Bureau which 
support the Commissioner's objectives and goals of 
the department. 

g. To supervise directly all divisions within the bureau 
and to require compliance with department policies and 
standards. 

2a. To review regularly and as needed all statutes, rules, 
regulations, standards and policies relating to bureau 
functions. 

b. To analyze all proposed legislation, rules and 
regulations in terms of resource utilization and 
requirements. 

c. To recommend to the Commissioner appropriate plans 
and alternatives. 

3a. To meet regularly with department management to 
,avoid duplicative or redundant activities. 

b. jTo assist department units in all ways possible to 
fulfill their statutory requirements. 

4a. To review bureau budget figures provided by division 
heads. 

b. To effectively recommend cost reductions. 
c. To prioritize Bureau activities. 



Nature and Scope: 

The incumbent has wide latitude to require adjustments to Bureau of Safety Investigation and Law Enforcement programs and 
activities, so that executive, legislative, and judicial intents are recognized and honored. The incumbent maintains close 

.continuing working relationships with bureau division heads and their assistants. The incumbent plays a key role in departmen· 
planning and as such maintains close working relationship with the Commissioner, the Deputy Commissioner, and the Assistant 
Commissioner for licensing. The incumbent also maintains a close working relationship with the Department of Administration 
Information Systems Division, Public Safety employees concerned with electronic data processing systems, and with other law 
enforcement and investigative units located within the state, within other states, and in the Federal government. The incumbe~ 

may represent the Commissioner on interdepartmental and intergovernmental committees, boards, and commissions. 

The incumbent must be skilled in the application of management techniques as they relate to administering large, state-wi 
criminal investigation and apprehension activities. Knowledge of electronic data processing systems and their capabilities 
is essential. The incumbent must also be able to communicate, in both written and oral form, with representatives of other 
law enforcement agencies, the courts, the legislature, the executive branch of the State of Minnesota, and the public. 

Problem solving would typically revolve around 1) the deployment of limited manpower to investigate specific criminal 
activity, 2) the decision of the extent of the state's involvement in the investigation of specific criminal activity, 3) the 
extent to which the state will be a party in joint investigations with other law enforcement agencies, and·4) the day-to-day 
relationship of state law enforcement activities to those of municipalities, other states, and the Federal governmen~. The 
incumbent must develop and maintaid policies regarding the release of information to other law enforcement agencies, the court 
and the public. 

The incumbent reports to the Commissioner, yet has wide latitude to require adjustments to investigations and other 
activities of the Bureau. Decisions are impacted by existing statutes, judicial interpretations, budgetary limitations, and 
the policies and procedures of the state. 



Responsibilities cont. 

5. To represent the Commissioner and the D~partinent of 
Public Safety on inter-department and inter-governmental 
boards, commissions and committees and at conference · 
related to ~afety investigation and law enforcement 
so that departmental views are represerited and departmentaJ 
planning is facilitated. 

6. To maintain and improve personal expertise in investigation 
and law enforcement operations and management skills so 
that the management and operations of the Bureau of Safety 
Investigation and Law Enforcement may be improved and 
expanded on an on-going basis. 

'I 

Authorities cont. 

5a. To represent the Commissioner's view and policies. 
b. To participate in program/project planning. 
c. To commit Bureau of.Safety Investigation and Law 

.Enforcement resources to programs and projects 
which facilitate achievement of departmental 
goals and obj~ctives as approved by the Commissioner. 

6a. To attend conferences. and meetings with officers 
from other states. 

b. To belong 1to and participate in the programs of 
professional-administrator's organizations which 
relate to the operations of the Bureau. 

c. To attend classes which: relate to Bureau activities 
and electronic data proc~ssing. 



POSITION DESCRIPTION 

1 Position Title: Director of Program Planning and Analysis Division 

Position Purpose: 
.~ . 

To coordinate all program planning systems analysis, and public information activiti-es for the Department of . 
Public Safety. 

Reportabil i ty: 

Reports to: Assistant Commissioner of Public Safety, Bureau of Management Services 

Supervises: 1 Assistant Director, Program Planning and Analysis 
1 Public Safety Information Supervisor 

Division complement: 28 

Di mens ions: ., 

Principal Clientele: 12 Divisions in Department of Public Safety 
1 Commissioner 
2 Assistant Commissioners 

data processing systems ------
re~lesenting $ /year 

Coordinates: 

federally assisted programs representing $ year. 
·~--~- ---~----~--

·Principal Responsibilities: 

1. To coordinate information activities for Department of 
Public Safety so that the image of the department will 
be properly conveyed and public trust in the department's 
ability to perform effectively is enhanced. 

Authorities: 

la. To ~pprove the selection of qualified personnel to 
perform public information tasks .. 

b. To set and maintain standards of excellence for infor­
mational output, regardless of media. 

c. To approve and enforce procedures for performing 
information tasks. 

d. To work with Assistant Commissioner and Assistant 
Director of Program Analysis to establish plans and goal~ 
for information output. 



Responsibilities cont. 

2. To partake in planning future programs of public safety, 
so that the objectives of the department will be 
accomp 1 ished. 

3. To evaluate program effectiveness so·that future 
. planning efforts may benefit from past experiences •. 

') 

4. To approve all department requests for systems analysis, 
so that coordination of all such ·projects is insured 
and departmental priorities are followed. 

5. To maintain/~mprove level of self expertise in data 
processing, program development and public information 
skills, so that this office can provide direction to 
the division and act as a resource to Public Safety 
management. 

6. To serve as overall coordinator for departmental requests 
for Federal funds so that projects seeking Federal 
grants will be consistently delineated and departmental 
program priorities enforced. 

Authorities cont. 

2a. To meet with department planning group to select 
and articulate department objectives to be presented 
for Assistant Commissioner's approval. 

b. To develop plan(s) whereby objectives may be 
accomplished. 

c. To develop broad overall procedures indicating roles 
each participating unit must perform in order to 
achieve objectives. · 

d. To develop and ·exercise control procedures to 
insure progress is measureable and objectives are met. 

3a. To analyze impact of program . 
b. To report to Assistant Commissioner on accomplishment 

(or lack of). 
c. To recommend changes or new directions to be taken. 

4a. To review all requests for systems analysis. 
b. To assign priorities to projects. 
c. To monitor project status. 
d. To review and sign off on completed projects. 

5a. To attend appropriate meetings, conferences, work­
shops, classes, etc. devoted to increasing knowledge 
and technical skills. 

b. To review appropriate trade publications and other 
media for basic and trend information. 

c. To establish and maintain communication with other 
states' agencies charged with similar functions 
and responsibilities. 

6a. To review completed grants applications. 
b. To assign priority to each approved grant with the 

Assistant Commissioner's and Commissioner 1 s approval. 
c. To monitor progress of work performed under each 

grant. 
d. To audit and evaluate effectiveness of work completed 

under grants. 
A 



Nature and Scope: 

The Director of Program Planning and Analysis Division supervises a division responsible for information processing in 
the Department of Public Safety. The incumbent interacts with all three sections of his division and also acts as a key 
member of th~ Commissioner's planning group. The position is largely one of coordination of projects which may have department­
wide impact, which channel Federal monies into and out of the department, and which are necessary to reduce costs and/er 
improve the quality of services delivered by the department's operating divisions. 

Technical skills in the areas of journalism, graphics, data processing, grant applications, system analysis are basic to 
this position. In addition, the incumbent must have the ability to·translate such technical knowledge into lay terminology 
which will be understood by department management. Translating, in itself, however, is only a portion of the task. Of even 
more importance is the necessity to utilize technical expertise in organizing and planning and budgeting for public safety 
programs, setting goals and evaluating completed projects. This endeavor demands linguistic, managerial, and conceptual skills 
beyond mc:re technical knowledge. · 

Problem areas are chiefly tho~e.of setting priorities and improving the quality of output. Success of the latter, both in 
the public information and systems analysis fields, depend upon the creativity of the director. High standards of tastl_and 
excellence, and innovative approaches, are required to present to the public the proper image of the department. They are also 
needed to insure a high quality systems work. Typical problems which the director would handle would be approval of media 
usage, approval of systems analysis, eynd recommendations of programs to qualify for Federal funding .. Approval of sue~ programs 
would be made by Commissioner. 

The director reports to the Assistant Commissioner who is also a key member of the Commissioner's planning group. The 
Director, who monitors programs and projects under his control, reports status of such projects regularly and upon completion 
to the Assistant Commissioner. In addition to status reports, the Director's decisions on priority setting and program selectio1 
are given final approval by the Assistant Commissioner and Commissioner. But in ·the day-to-day operation of the division, 
supervision, setting of standards, planning and program development, the director has wide freedom to act for long periods 
without direct supervision of his activities. 



POSITION DESCRIPTION 

Position Title: Assistant Director, Division of Program Planning and Analysis 

Position Puroose: 
• I 

To assist the Division Director in the administration-and supervision of safety program development and management 
information services. 

Reportability: 

Reports to: 

Supervises: 

Dimensions: 

Director, Program Planning and Analysis 
' 1 Program Supervisor - Safety Program Developmen~ 

1 Systems Supervisor - Management Information Services 
Total Sections Complem~nt - 20 

Principal Clientele: 12 Divisions in Department of Public· Safety 
1 Public Safety Information Supervisor 

Administers data processing systems representing $ /year. 
_____ federally assisted programs representi-ng_,$_____ /year. 

Principal Responsibilities: 

1. To provide direction and guidance to safety program . 
development so that planning is coordinated with 
department objectives 

Authorities: 

la. 1 To meet regularly with program development staff. 
b. To review all program development reports and projec 

proposals. 
c. To transmit departmental management objectives and 

directives as related to program development work 
flow and priorities. 

d. To meet periodically with department managers 4ffect 
by proposed projects or by developed programs to 
determine concerns, anticipate problems and provide, 
continu"ing link of communication, between planning a 
operations. 



Responsibilities cont. 

2. To provide direction and guidance to·management information 
services so that information and systems analysis services 
are proyided to all divisions as departmental needs and 
priorities dictate. 

3. To coordinate internal planning and information services 
within the Division of Program Planning and Analysis 
so that.resources are.shared and work projects are 
coordinated. 

4. To supervise a safety program development program 
supervisor and management information services systems 
supervisor so that direction, guidance and work 
coordination directives and priorities are provided, 
and the supervisors• training and expertise is maintained 
at a high level. · 

5. To assist the division director in preparation of 
budgets relating to program development and management 
information services so that well documented requests 
are included in the department's budget requests. 

Authorities cont. 

2a. To meet regularly with information services staff. 
b. To review all information services reports and 

project proposals. 
c. To transmit departmental management objectives and 

goals as related to information services work flow 
and priorities. 

d. To ·~eet periodically with department managers 
effected by proposed information services projects 
or by developed information systems to determine 
concerns, anticipate problems and to provide a con­
tinuing Jink of communication. 

3a. To coordinate projects between program development 
and information services staff. 

b. To establish work priorities for joint program 
development and information services projects. 

4a. To provide performance guidelines and standards. 
b. To meet regularly with both supervisors to re~iew 

work progress and evaluate performance. 
c. To authorize attendance at training classes, 

meetings, and conferences. 

5a. To review cost/benefit analysis on all projects 
planned or developed by division staff. 

b. To evaluate projects for economic feasibility and 
benefits and recommend funding requests to departmen 
management for inclusion in departmental budget 
requests. 

c. To determine internal operating costs and projected 
needs for the Public Safety Program Analysis Section 



Responsibilities cont. ·.---
6. To supervise coordination of departmental request for 

Federal funds so that requests are consistently 
delineated and funding proposals are coordinated through 
out the department and meet departmental objectives and 
priori ti es. 

7. To maintain and improve level of· self-expertise in 
data processing and program devellopment skills, so ~hat 
this office can provide direction to the Program Analysis 
Section and act as a resource to Public Safety management. 

Authorities cont. 

6a. To supervise research for and writing of grant 
proposals and funding requests. 

b. To assure that work priorities established by 
department manage~ent are observed. 

c. To monitor progress of work performed under each 
grant. 

d. To evaluate the effectiveness as it relates to 
public safety of eqch grant project. 

e. To coordinate grant· evaluation activities with 
Finance Division accounting and auditing of grants. 

f. To recommend to department management continuation 
or termination of federally funded projects as 
grant contracts terminate. 

.7a. To attend appropriate meetings, cbnferences, work­
shops, classes, etc. devoted to increasing knowledge 
and technical skills. 

b. Review appropriate trade publications and other 
media for basic and trend information. 



: Nature and Scope: 

The Assistant Director for Program Planning and Analysis Division will have primary responsibility for the coordination 
. -'and direction of all Department of Public Safety analysts. The incumbent will work closely with safety program development 

and management information services supervisors to insure cooperation and coordination of resources. The incumbent will provi 
support to the director and will insure the information necessary for developing Commissioner's plans and objectives is 
available. The Assistant Director will also work closely with other departmental division directors and managers to insure 
a steady exchang~ of information and full input to planning and development activities. 

The Assistant Director must have technical skills in the areas of data processing, systems analysis, grant applications, 
research and planning. The incumbent must also be able to translate technical knowledge ·and information into lay terminology 

1 which may be understood by departmental division directors and staff. The Assistant Director must have sufficient technical 
skills to provide guidance to division staff and to evaluate their work. Conceptual and managerial skills in the same areas 
are equally important. The Assistant Director must be able to manage the personnel resources of the program development and 
management information services units in order to coordinate work projects and to insure that departmental objectives and 
priorities are met. Communication skills are essential to this position. 

Problem-solving will principally involve coordination of staff on projects. Priorities established by departmental 
management must be observed and may require flexibility in work flow and scheduling. The incumbent will be· responsible for 
insuring high quality of output and, observing cost constraints. Typical problems would include managerial problems associatec 
with introduction of new automated information systems in operating divisions, assuring that department programs which are 
federally funded meet guidelines for operations and that administrative details in grants administration are handled properly. 
The Assistant Director will also handle managerial problems involved in implementation and evaluation of safety programs 
developed within this division. 

The Assistant Director reports directly to the Director and is responsible for insuring that the Director's guidelines, 
priorities and objectives are met. The Assistant should meet regularly with the Director and provide information necessary 
in establishing such work constraints. The Assistant is also expected to provide information necessa~ for departmental 
planning and may also provide recommendations to the Director·concerning departmental plans and objectives. The Assistant 

' Director is expected to report regularly on the status of all current and planned projects. The Assistant shall confer 
·with the Director in establishing work standards, but shall have authority to utilize staff as needed to meet priorities as 
established ·by the Director. 



POSITION ~ESCRIPTION 

Position Title: Systems Supervisor 

Position Purpose: 

··----------

To supervise and coordinate systems analysis, fe~sibility studies, and performance monitoring of departmental 
information systems. 

Reportability and Dimensions: 

Reports to: Assistant Director of Public Safety Program Analysis 

Supervises: Analysts, analysts intermediate, analysts principal. 

Dimensions: automated, on-going systems 
with annual budget of $ -----
automated and manual systems studied and ----developed annDally with a budget·of $ ----

Principal Responsibilities: 

1. To develop and periodically revise plans for information 
systems within the Department of Public Safety, so that 
all departmental managers are aware of system capabilities 
and adhere to basic system criteria. 

2. To conduct departmental systems feasibility ·studies, so 
that the information systems needs of the department may 
be determined, and appropriate systems may be established. 

3. To administer departmental information systems so that 
intra- and inter- system consistency is maximized and 
duplication minimized~ 

Authorities: 

la. To communicate information systems plans. 
·b. To determine departmental needs. 
c. To periodically reassess departmental needs. 

2a. To assign analysts. 
b. To supervise analysts and evaluate their performance. 
c. To determine scope and context of the study .• 
d. To recommend systems establishment or deletion. 

3a. To recommend systems controls and security measures. 
b. To recommend modifications in existing information. 

systems. .. . 
c. To advise departmental managers relative to systems 

maintenance. 



Responsibilities cont. 

· .4. To periodically review all information systems, so 
that adherence with appropriate statutory provisions 
is assured. 

5 .• To determine financial needs for department·al information 
systems so that departmental managers will be aware of 
systems costs. 

') 

.. 

Authorities cont. 

4a. To periodically review all appropriate statutes. 
b. To recommend information systems changes to 

correspond with statutory changes. 

5a. To re·commend budgetary l eve 1 s. 
b.· To prioritize systems. 
c. To estimate systems costs. 



Nature and Scope: 
Assistant Director, Division of Program Planning and Analysis 

, The incumbent works d1r.ect1y for the,..._,and has responsibility for the maintenance of all departmental information systems. 
The incumbent must be able to communicate systems' capabilities to departmental managers, understand the information systems• 
needs of the departments, and operate within the policies and procedures established for information systems ·by the Department 
of Administration Information Systems Division. The incumbent will work closely with the staff of the Information Systems 
Division, and with the management and personnel of Safety Program Development Section with the Division of Program Planning 
and Analysis, Public Safety ,Department. · 

The incumbent must possess extensive knowledge and skills in the design and capabilities of information systems as well 
as of the organization and needs of the department. The incumbent must be able to communicate effectively with departmental 
managers. 

The incumbent will be responsible for solving relatively complex problems relating to the implementation of information 
systems. This decision must be based on a number of factors including the needs of the department, system capabilities and 
cost. Once a system is established,-the incumbent must be able to determine the need for any modification in the system. 

The incumbent who reports to the Assistant Commissioner,_Bureau of Management Services, has wide latitude to act with 
regard to departmental information systems. The major external forces with which the incumbent must deal will be the policies 
of the Information Systems Division ~nd appropriate statutes and the division budgets governing systems production and. 
development. 

1· 

I 



POSITION DESCRIPTION -----
Position Title: Federal Contributions Officer 

Position Purpose: 

To coordinate all requests for federal assistance, both in cash and in kind, for all divisions of the Department 
of Public Safety. 

Reports to: Safety Program Development Supervisor 

Principal Clientele: Division Directors of the Department 
of Public Safety 

Planning Personnel in all Minnesota communities 

'l 

Principal Responsibilities: 

1. To prepare all departmental requests for Federal assistance 
so that all such requests are prepared in a timely and 
consistent manner. 

2. To follow all requests for Federal assistance from time 
of submission to disposition so that the department is 
aware of the status of requests. 

3. To determine the short and long range impact of Federal 
grants so that timely decisions can be made relative 
to program continuation after the expiration of the 
Federal grant. 

I 

Supervj-ses: -0-

Dimensions: Budget: 
Federal Grants (FY75): 

Authorities: · 

la. To prepare all necessary documentation. -
b. To secure all necessary signatures. 
c. To forward requests to proper authorities. 
d. To notify all concerned parties of action taken. 

2a. To communicate with appropriate Federal agencies. 
b. To secure any additional information required by 

Federal agencies. 
c. To keep a control/status log of requests for Fede~ 

assistance. 

3a. To recommend the continuation of programs. 
b. To identify alternative sources of funding. 
c. To develop quantitative measurements of the 

effectiveness of programs. 



Responsibilities cont. 

4. To determine ava i 1abi1 ity of Federa 1. ass·; s·tance for given 
programs so that the department can take advantage of 
Federal.grants. 

.. 

Authorities cont. 

4a. To attend seminars and.review Federal publications. 
b. To identify programs which may qu~lify for Federal 

assistance. 
c. To recommend the request of Federal assistance for 

specific programs and projects . 



Nature and Scope: 

The incumbent provides assistance to all-managers of the Department relative to the acquisition of Federal grants. In 
: addition, the incumbent works closely with representatives of Federal grant agencies and others in state service responsible 
, for grants .administration. 

The incumbent must be able to determine the needs for Federal assistance within the department and coordinate these needs 
with Federal assistance which is available for sp~cific purposes. The incumbent must be able to communicate effectively in 

1 both oral and written form and must be able to thoroughly research Federal programs and make recommendations based on this 
research. The incumbent must be able to work effectively with a variety of people within the department, within state-governme 
and within Federal grant agencies. 

The incumbent will be responsible for solving all problems relating to the preparation of departmental requests for Federa 
: grants. In addition, the incumbent will be responsible for recommending alternative actions when Federal grants expire. The 

incumbent has wide latitude to deal independently concerning problems with Federal grants. 

The primary limitation on the incumbent's activities are the numerous Federal guidelines, rules, regulations, and statutes 
) relative to grants: In addition, the incumbent is limited in securing Federal.grants to the extent that the grant will result 

in a financial liability when the Federal involvement ceases. 
') 



POSITION DESCRIPTION 

Position Titlei Equipment Evaluat~r 

Position Purpose: 

To research and recommend material and equipment required by the Department of Public Safety in order to insure that staff 
personnel are supplied with the safest, most effective tools with which to protect and serve the public. 

Reportability and Dimensions: 

Reports to: Director of Administrative Services 

Annually reconunends items of purchase totalling $1,300,000.00/year. 

Principal Responsibilities: 

1. To conduct research into items requisitioned by 
divisions and management of the Department of 
Public Safety in order to ·determine the range 
of products on the market, their quality, 
availability, and comparative pricing. 

2. To establish and maintain records of research, 
recommendations, and final action taken in regard 
to each requisition and request so that data is 
available on which to base future purchasing 
decisions. 

Authorities: 

l.a. To meet with department personnel who use or will use the 
products needed. 

b. To meet with vendors of similar products and studies 
federal surplus/excess property catalogs and bulletins. 

c. To notify interested parties of specific items available 
for short terms. 

d. To meet with users of similar products in the military or 
private industry areas. 

e. To meet with Procurement Division staff and work with 
established specifications and acceptable brand lists. 

f. To report results of research to division management with 
recommendations relating requisitions pending. 

2.a. To b~ild a cross-referenced file of products and services 
b. To develop and utilize an equipment action form. 
c. To train division expediters in completion requirements o 

the form. 
d. To maintain current status file of equipment action forms 

and requisitions in process. 
e. To provide inventory data to Administrative Services 

personnel concerned with inventory records. 
f. To work with Procurement Staff on Standards Committee. 



Respon ;ilities {cont• d) 

3. 

4. 

To develop cost/benefit figures for division heads 
concerned with replacing or acquiring new equipment 
or materials, so that management will thoroughly 
understand all costs attached to new and old equip­
ment and will be better able to evaluate their needs, 
and to budget for them. 

To provide the link between the Department of Public 
Safety management and the Department of Administration 
Procurement Division so that all requisitions 
reaching the Procurement Division contain adequate 
specifications which will meet the needs of 
Department of Public Safety, yet allow for 
competitive bidding pursuant to state law. 

.. 

Authorities {cont'd) 

3 .. a. To work closely with Finance Division personnel to eeter: 
present value of goods in use, to determine arnol:·t.ization 
schedules of new goods. 

b. To maintain close contact with other users of similar 
products to determine market value for used goods and th 
availability. 

4.a. To work closely with appropriate buyers in the Procureme 
Division to keep them informed of Department needs and t 
supply information gathered on product research.· 

b. To provide buyers w{th complete and accurate specificati 
with adequate time frames for them to obtain required 
nu..-rrber of bids. 

c. To assist in bid evaluation when requested to do so by t 
Procurement Division. 

d. To assist in training expediting personnel from line 
divisions assigned to Administrative Services area. 

e. To meet with line division personnel to describe new pro 
on the market. · 

f. To write when required product bid specifications which 
meet needs of Department, yet allow maximum number of 
vendors to bid. 

g. To initiate and follow-up on complaint reports regarding 
goods and services purchased for DPS use, such reports t 

·be factual and not personal preference-oriented. 
h. To assist Division of Procurement in testing and inspect 

of materials and services as requested, and to follow-uf 
with similar inspections after goods and services are 
delivered • 



Nature and Scope: 

This position interfaces directly with ·the--purchasing expediters in each division and the buyers in Department of 
Administration Procurement Division. The incumbent has respon~ibility to train all purchasing expediters to complete forms 

1 correctly, to follow procedures for tracking status of requ~sitions, and to report correctly upon receipt of goods and service~ 

The incumbent must have concern for the division management's needs and tact and under~tanding in establishing the real 
versus the stated need. The incumbent meets frequently with manufacturers, ve~dors and company representatives in order to 
increase his knowledge of goods and services in t~e marketplace. He also spends a large percentage of time with ·those 
department employees singly and in committees who will be using, or are using goods and services requisitional. His research 

' may take him into the scientific community, to environmentally concerned groups, into health.care facilities, and educational 
institutions. 

This position calls for skill to recognize and understand product construction and quality, to appraise reliability of 
potential vendors, to understand testing and marketing reports. Incumbent must be.able to write bid specifications and to 
develop procedures and forms necessary to insure smooth performance of his tasks. He must also be able to deal with individua 
committees, associations who are concerned about specific products. ~le must have diligence to perform research and to improvi: 
tests of materials.and equipment. 

The incumbent should belong to professional societies and groups which will bring to him information regarding the use· 
of goods he regularly requisitions/~esearches. He will 'also be called upon to attend showings and sales meetings of new or 
proposed products. He will also be expected to share his findings with other division heads, procurement offices in other sta· 
agencies.· 

Typical problems the incumbent might solve include the request for purchase of a brand item by name when competing brands 
are available; the request for purchase of goods or services which are not available or which will not meet the stated needs; 
the decision to purchase used versus new'equipment, or to lease rather than purchase; the evaluation of a new,-or relatively 
unknown, manufacturer to meet the terms of the purchase contract; and the evaluation of stated needs. All of these problems 
must be solved directly by the incumbent. 

Although the incumbent reports to the Director of Administrative Services, he is the department~s equipment expert-in­
residence and, as such, will be called upon frequently by the Commissioner, and the Assistant Commissioners to provide 
background information or to research specific products. He also will be a technical resource for management analysts and 
planning personnel on equipment performance and durability. 

The incumbent is personally held accountable through his Employee Performance Appraisal review in which his activities ar 
measured in terms of output, dollars saved, contracts made, and recommendations developed. 

Other than the necessity for reporting regularly and maintaining detailed records, the incumbent has total freedom to see 
product information in any way he deems most suitable. 

The incumbent has the furtherresponsibility to maintain contact with the division expediters and to respond promptly for 
· their requests for information regarding the status of their requisitions. 

Therefore, freedom to act is limited only by time, budget, and staff available to complete work requested. 



POSITION DESCRIPTION ----
Position Title:. Expeditor 

Position Purpose: 

ro facilitate personnel, financial, or administrative services transaction between the user division and the appropriate 
service division. 

Reportability and Dimensions: 

Reports to: Division supervisor 

Dimension: Approximately _____ Division employees 
Handles approximately transactions annually involving 

employees ---__ _,purchases 
____ division budge~ 

Principal Responsibilities: 

1. To process applications, or related pet·sonnel materials; 
requisitions; purchase orders; payroll information such 
as time sheets and/or related information at division 
level so that all such transactions are handled expeditiously. 

2. To provide status information requested by the central 
services division or by the user division regarding any phase 
of the division's personnel, financial, or purchasing trans­
actions as related to the user division, so that delays are 
minimal and services are facilitated. 

Authorities: 

la. To accept all requests from Division supervisors 
to fill vacancies, purchase supplies and store goods, 
etc. 

b. To make contact with service divisions for additional 
information, if necessary. 

c. To complete required forms correctly. 
d. To obtain necessary .signatures. · 
e. To distribute copies appropriately. 

2a. To contact appropriate service division~ 
b. To query file or staff for status of requisi­

tion(s). 
c. To report back to inquiring user division staff 

member. 



Responsibilities cont. 

3. To provide expertise in area of responsibi1-ity so that user 
division will not have the need to obtain, or seek, other 
sources of information. 

4. To maintain complete records and control of paperflow 
so th~t status of requisitions is instantly available 
and inventory requirements are met. 

Authorities cont. 

3a. To attend training and policy briefing meetings 
·or classes called by the service divisions. 

b. To call or otherwise contact service divisions 
freely when the need arises for technical 
assistance. 

c. To notify division personnel of such milestone 
events as minimum stock levels, pending vacant 
positions, technical and/or product improvements, 
etc. 

d. To meet r~gulariy with user division personnel 
to acquai~t them with new goods and services 
available, with appropriate policies and procedure 
for obtaining the central services. 

4a. To file or retain supply of necessary requisition 
forms, application forms, etc.· 

b. To translate or convey policy and procedures to 
users. 

c. To establish and maintain tickle-file system for 
paperwork in process. . 

d. To follow and maintain procedures for relaying 
inventory data to Administrative Services 
Division. 



Nature and Scoee: 

The expediter must possess a working knowledge of the central service division he interacts with and the policies and 
procedures which affect the expeditor's activities. Incumbent must also have a keen insight into the needs and standards of 
the user agency he serves and to which he is assigned. The expeditor's role is that of 1ia1son, or coordinator, to insure 

1 that all portions of the requisition process flow smoothly, the needs of agency are served, and procedures of the central 
service agency followed. The expeditor deals with the division head, assistant directors, supervisors within the user agency; 
and with the equipment evaluator, personnel officer, accounting officer, in the central service agencies. He assists in 
translating his user's· requirements into specifications the service agencies· can act upon. He may sit on equipment committees 
standards and product testing committees, and other like special departmental groups. 

The expeditor must have clerical skills, including typing and filing; ability to establish and manage a record-keeping 
system; and persistance to follow through on complicated procedures. He must also have a good understanding of the type of 
products and services his agency is in the habit of ordering, procedur~s for receiving in merchandise, and for taking proper 
inventory steps. 

Problems facing the expediter will typically be those of developing proper specifications, improving paperflow procedures 
tracking the status of requisitions. Solving th~ p~oblems me~ns working closely with user·agency staff and with service agenc 
staff. 

The expediter for a user agency is responsible to division head and supervi·sors in that agency to produce at a moment's 
notice the status of requisitions and/or deliveries of goods, services. He also prepares regular, formal status reports of 
activities for the month and year-to-date which must correspond to similar reports in the service agencies. Even though the 
expediter is confi.ned to following strict procedures in the requisition process, he is expected to use ingenuity and perserver 
in dealing with the service agencies. 
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SUMMARY OF RECOMMENDATIONS 

The major amount of time covered by the Study was devoted to the 

revision of the Department of Public Safety's organizational 

structure. Following is a list of recommendations which cut across 

organizational lines. 

- Forming three bureaus to handle the three basic departmental 

functions - licensing, safety investigation and law 

enforcement, and management services. 

Establishing a division of Program Planning and Analysis by 

combining the activities of traffic information, safety 

education, federal fund coordination, and management 

information systems. 

Establishing a centralized Administrative Services Division 

to provide staff services to all divisions of the 

department. 

Centralizing both.the Employee Relations and Finance Divisions 

. making all employees who have responsibilities in these 

areas accountable to the appropriate division head. 
. . 

Establishing, within the Employee Relations Division, a 

Speaker'~ booking unit to minimize duplication of effort 

and to maximize the diss.etnination of information relative 

to the activities of the department. 

Establishing a Division of Licensing to handle the issuance 

of all licenses except driver's and motor vehicle. 

Establishing Capitol Security as a separate division rather 

tpan a part of the Highway Patrol. 
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Establishing a legal section whose staff will be totally 

re~ponsible for Public Safety activities. 

Establishing a position of Assistant to the Commissioner to 

aid.the Commissioner in the solution of short-term or 

unique problems or projects. 

Establishing the position of Employee Development Supervisor 

to coordinate all departmental training except police 

related training. 

Establishing· the position of Equipment Evaluator to develop, 

maintain, and communicate information to the Commissioner 

and staff relative to equipment which may be purchased or 

may be of value to the department. 

Establishing the position(s) of expediter in each division to 

facilitate the preparation and follow-through of requests 

to the Finance, Employee Relations, and Administrative 

Services Division. { All proposed new positions will 

replace existing positions and are not designed to add to 

I· 
the total complement of the department.) 

~emoving the exclusive jurisdiction of the Fire Marshal in 

I the investigation of arson, and placing joint re~ponsibility 

with BCA or local law-enforcement authorities as appropriate . 
. 

Combining all activities relating to building safety int~ one 

division, regardless of the department which currently 
. . . 

has the responsibility, with the State Fire Marshal 

serving as the nucleus of the new division. 

* Defining and implementing the division of duties relating to 

inspection versus investigation for Liquor Control, Fire 

Marshal and Criminal. Apprehension agents. 
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In addition .to organizational proposals, the following recommen­

dations impact specific divisions within the department. Those 

recommendations which have already been implemented are preceded 

by an asterisk. 

LIQUOR CONTROL DIVISION 

Eliminating the requirement of brand label registration for 

liquors and wines sold within the state. 

- Establishing a system of tax stamps to be placed on all bottles 

of liquor and wine sold within the state. 

Abolishing the requirement of liquor price filing. 

Establishing an automated system for the issuance of liquor 

licenses and permits. 

* Revising the liquor tax audit procedures. 

* Including liquor and fire service personnel in training 

courses. 

Revising the Liquor Control statute (Chapter 340). 

CRIMINAL APPREHENSION DIVISION 

* Improved security and telephone service for criminal investiga-

t~on underco.ver agents. 

* Improving the safety conditions in ~ne BCA laboratory. 

* Rewriting and improving the BCA information brochure. 

* Removing or locking confidential files containing violations 

data. 

Developing new procedures for labeling cans containing evidence 

in the crime lab. • 

* Assi~ning to an attorney the study of court appearances required 

of crime lab specialists. 
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Participating immediately· in a documents internship program. 

Preparing writt~n policies relative to inves~igative procedures 

for BCA investigative staff. 

Expanding the staff of the White Collar Crime Investigation 

Activity within the Organized Crime Unito 

Granting powers to BCA agents to serve warrants. 

- Removing statutory wording which precludes the Superintendent 

of BCA from the provision of the Worker's Compensation Law. 

Providing training for departmental law-enforcement personnel 

in the state's liquor iaws. 

Establishing a program of cross-training for BCA lab personnel 

whereby they may also receive training in other law enforce­

ment labs. 

Establishing formal standards whereby employees of the BCA 

~n be compensated·logically based upon their education and 

experience. 

HIGHWAY PATROL 

Abandoning the use of-transfers for disciplinary reasons within 

the Highway Patrol. 

Developing safety-relevant standards of performance for uniformed 

employees of t_he Highway Patrol. 

Microfilming and immediately routing to appropriate departmental 

personnel a copy of the "Declared Excess Personal Property" 

bulletin published weekly by the Federal Government. 

* Requiring more frequent physical examinations of enfor.cement 

personnel. 

* 'Revising procedures for calling tow trucks to remove vehicles 

from state patrolled highways. 
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EMERGENCY SERVICES DIVISION 

* Clarifying notification procedures in times of emergency. 

FIRE MARSHAL DIVISION 

Officing out-state Assistant State Fire Marshals in state 

facilities rather than their homes. 

MISCELLANEOUS RECOM1IBNDATIONS 
-· * Combining all divisional biennial reports into one department 

volume .. 

Studying Mot6:r yehicle counter personnel classifications with 

a view toward utilizing an advanced technical classification. 

* Improving the visibility of the Commissioner in operating 

'divisions and out-state affairs. 

Conducting in-depth analysis of licensing services as they 

should be delivered in the future on which to base the 

organization of the Licensing Bureau and the design of 

the licensing systems.· 
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