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Should require recommendations for increasing the use of the
sJ1stem.

Item 4. Is abs.enteeism and tardiness a serious factor? Give reasons peculiar
to this department.

Should require recommendations for rectifying poor situations.

Item 5. What specific activities aimed at strengthening ,employee morale
dnes this department sponsor? Employee publication, periodic social
events, staff or group meetings, etc.?

Item 6. Has this department a counseling or grievance procedure to aid
employees in solving work and personal problems and to protect
them against lllljust treament?

Should be changed to read: "In what manner are employee
grievances handled'? Is it effectivdVJ

Section 15. Adequacy of Salaries and Salary Appropriation

Item 1. What positions, if any, have remained vacant due to the salary scale?
Give classification and pay scale.

Can be eliminated. Subject matte?" will be covered under Section
IS, Item 2.

Item 2. Recruitment for what positions has been difficult due to the state
salary scale? Give classification and pay scale.

Item 3. Because of the state salary levels, what positions in your department
at present are manned by persons of below average competence
necessary for that position?

Can be eliminated. A nswers to this question are not complete or
effective.

Item 4. How will installation of the new pay plan affect positions described
in I terns 1, 2, and 3 of this section?

Can be eliminated. A nswers to this question are speculative.

Item 5. What positions performing statutorily pr,escribed duties were elimi­
nated or left vacant due to an inadequate salary appropriation?

Can be eliminated. Pertinent information will be produced under
Section 1, Item 4'J and Section 15, Item 6.

Item 6. What services have been either eliminated or are being inadequately
performed due to insufficient salary appropriation?

Section 16. Financing the Pay Plan

Item 1. (This section contains an extensive six-page schedule for indicating
costs and proposed financing of the new pay plan.)

Can be eliminated. The information contained in this schedule
pertained to a special situation confronting 1I1innesota departments
at the time of the Self-Survey.



Section 1. The Agency Head

Item 1. Describe the activities that the department head engages in directly.
Indicate the approximate percentag.e of his normal work period
devoted to the following types of activity: (Page contains schedule
with items for Correspondence, Conferences with Subordinates, Staff
Meetings, Office Appointments, Speaking Engagements, and Other
(specify) . )

Item 2. What is the department head's span of control, i.e.) what staff mem­
bers report to him directly and how frequently? How often does
he meet with division heads? Ar,e other than division heads included
in staff meetings.

Should require an evaluation of the effectiveness of the situation
covered by this question.

Item 3. Are subordinates required to submit regular reports to show work
performed, backlogs, proposed work schedules, and the like? If
form is used, attach copy.

Item 4. Does the department head review budget and allotment requests
more than superficially? In what manner and how frequently?

Section 2. The Supervisory System

Item 1. In vvhat areas do professional personnel whose background is basi­
cally technical rather than administrative hold supervisory positions?

Should require reasons for situations which exists.

Item 2. Describe any situations where responsibility is not accompanied by
appropriate authority.

Item 3. Describe any situations where normal flow of authority or communi-
cations is being by-passed.

Should require reasons for situations which exist.
Should also require a description of methods of communication
and an evaluation of their effectiveness.

Item 4. In what areas are supervisors performing work of a routine nature
which might be passed down to their subordinates?

Should require reasons for situations which exist.

Item 5. Have work routines been analyzed to establish simple methods for
setting performance standards and judging personnel requirements?

Should require an evaluation of systems of work analysis which
exist.

Item 6. What has been done to eliminate peak loads by rescheduling opera­
tions to avoid overtime and excessive staffing?

Can be eliminated. Subject matter will be covered under Part I J

Section 13.
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Part 2

Operating Procedures
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Section 3. Management of Administrative Services

Item 1. How are the administrative services handled in this department? Is
there a divisional grouping of these services? If so, what does it
include and who is in charge?

I tern 2. Is there a defined program for regular reveiw of administrative
procedures aimed at simplification and eoonomy?

Should require an evaluation of programs which exist.

Item 3. If an administrative services division were to be created for this
department, which employ,ees would be assigned to such a division?
List by classification and number in each. In the case of steno­
graphers indicate the approximate time each spends in actual
stenographic work.

Item 4. Does the department maintain a stenographic pool? If so, what is
the Civil Service classification of the steno pool supervisor? How
many clerks) typists and stenos at each level are in the pool? How
many of each are not in the pool?

Should require recommendations for more effective use of clerical
personnel.

Section 4. Control of Expenditures and Management of Receipts

Item 1. Describe the method by which control of requisitions and other docu­
ments leading to encumbrances is maintained.

Item 2. Describe the method by which travel, communications and similar
items are encumbered. What checks are imposed to prevent un­
necessary expenditures in the supplies and expense account?

Should change the word rrencumbered" to U controlled" in first
part of this question.
T his section should also be expanded to include a question or
series of questions regarding annual telephone costs. Specific in­
formation should be requested regarding total costs> local costs)
long distance costs} origin and destination of long distance calls)
review of need for calls> and methods of authorizing long distance
calls.

Item 3. How does this department manage and control receipts and deposits?
Is there evidence of laxness in the handling of receipts?

Should require recommendations for improvements.

Item 4. Has the Public Examiner made recommendations for the Improve­
ment of these procedures in this department during the last five
years? What are these recommendations? Have they been followed?

Section 5. Handling of Payroll

Item 1. Describe the method of salary payments from time-keeping through
issuance of salary warrant. Be specific.

Item 2. Who authorizes the filling of vacancies? Is there a check for need?
Should be clarified by defining the level of vacant positions.

.....



Section 6. Use of Business Machine Equipment

Item 1. List business machine equipment presently available in the depart­
ment. (Page contains schedule with columns for Type of Machine,
Number of Type, If Rented, Monthly Charge, and Hours Per
Nlonth Not In Use.)

Should be clarified by defining "business equipment". Should also
require information on anj' equipment utilization studies which
have been made.

Item 2. List operations which have been placed under machine control.
The questions covered under Section 6, Items 2 through 6 in­
clusive and Section 7, Item 2, require more technical knowledge
than was generally available to the operating task forces. This
area should be the object of study for a separate functional task
force operating on the same basis as an operating task force.

Item 3. Indicate advantages in terms of man-hours saved, better space utiliza­
tion, elimination of bottlenecks, and improvement in availability of
data that appropriate additional business machine equipment would
provide.

See comments under Section 6, Item 2.

Item 4. List operations which should be converted to machine control.
See comments under Section 6, Item 2.

Item 5. Indicate possible savings which would accrue from such conversion.
See comments under Section 6, Item 2.

I tern 6. What existing machine installation in another department could be
utilized by this department and for vvhat purposes?

See comments under Section 6, Item 2.
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Section 7. Use of Other Than Business Machine Equipment

Item 1. Has a maintenance program been developed by the agency to keep
equipment in operating condition? Indicate what use is made of
manufacturers' service, a preventive maintenance program, outside
agency calls, and maintenance unit cost records.

Item 2. vVhat steps are taken by the agency to insure efficient scheduling of
equipment use?

See comments under Section 6, Item 2.

Item 3. Indicate functions novv performed manually which should be adapted
to mechanized operation together with equipment which would be
required for such conversion.

Item 4. List here equipment in the department's possession not in active use.
Indicate reason for non-use. Are the items available for transfer
or sale?

Section 8. Paper Work and Forms Control

Item 1. List here all forms in use in this department. (Chairman of the
Task Force should gather a copy of each form, including letterheads
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and envelopes of all sizes.) (Page contains schedule with columns
for Form Name, Stock (S) or Specially Printed (P), Number of
copies, Page Size, and Number Used Annually.)

Generally, it was found that the volume of forms was too large
for effective thorough analysis by the operating task forces.

Item 2. What is this department's procedure for initiating, reveiwing, and
cataloguing all printed forms and stationery to insure that unneces­
sary forms are eliminated j that forms are properly designed, econo­
mically printed and distributed j and that the system of which the
forms are a part are as simple and efficient as possible?

Item 3. "\That work simplification studies or plans have been undertaken
recently (within last 2 years) and what have been the results?

Should require an evaluation of the effectiveness of any work
simplification programs.

Item 4. What is the type and volume of correspondence and forms presently
being mailed in plain envelopes requiring individual addressing?

Should require specific information regarding class and number
of pieces. Should also ask for class and volume information on
use of window envelopes.

Item 5. vVith regard to multi-copy forms, what review is being made to
determine the need for all copies of the forms and vvhether special
carbons or mechanical devices could be instituted?

Item 6. Does your office provide self-addressed return envelopes with out­
going mail which requires prompt replies?

Require description of circumstances under which this action is
taken.

Section. 9. Research and Planning

Item 1. Does a research and/or planning section or unit exist in this depart­
ment? If so, describe composition and functions. If not, explain who
has responsibility for these functions and how they are handled.

Item 2. Are the research services of this department available to other state
agencies? Is there an exchange of data and ideas with other state
agencies, the Federal government, other political sub-divisions, or
private industry?

Item 3. What statistical reports are issued and to whom are they distributed?
Should be expanded to indicate use of these reports.

Item 4. What assistance does the department provide in the preparation of
proposed legislation concerning its operations?

Section 10. Filin.g, Microfilming an.d Storag'e

Item 1. Is there a systematic disposal procedure for records which do not have
to be retained permanently?

Should require description and evaluation of the system.

Item 2. Does this department maintain a file of records that duplicates a
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file maintained in some other department? List and define such files
and indicate the justification for such duplication. Similarly, do two
or more divisions within this department maintain duplicate records?

Should require recommendations regarding the need for dupli­
cated files.

Item 3. Are there any permanent records that could be adapted to a micro~

film recording procedure?
Should be changed to read: "What permanent records could be
adapted to a microfilm l'ecording procedure?"

Item 4. Does the department maintain a central filing system? Do the divi­
sions vvithin the department maintain central files? Or does each
unit or individual maintain independent files?

Should require justification for any individual files.

I tern 5. How many cubic feet of storage is taken up by dead files? Indicate
what percentage of this space could be released by the disposal of
unnecessary r.ecords.

Item 6. Space occupied for filing and storage of records. Indicate by divi­
sions or other "vork units.

Should be clarified to indicate that the question pertains to cur­
rent files.

Section 11. Office Space, Furniture> Facilities

Item 1. Does the department have adequate working space and well-lighted
working areas? Describe deficiencies.

Should require description of specific examples or answers will
tend to be generalized.

Item 2. Is there a long-range plan to stand'ardize furniture and equipment?
Has this plan varied from division to division?

Can be eliminated in situations where> like 1I1innesota, purchasing
laws require competitive bid procedures.

Section 12. Use of MotOl" Vehicles and Planes

I tern 1. List all motor vehicles and planes in use in this department. (Page
contains schedule with columns for Vehicles, Make and Model, Used
by Whom, Miles used 1954-1955, Maintenance Cost 1954-1955.)

Item 2. Is there a program for frequent inspection, regular preventive and
corrective maintenance and for systematic trade-in of used vehicles?
Are the vehicles operated only by properly licensed personnel?

Should require description of programs and of any system used to
check licensing of personnel.

Item 3. How many miles of in-state travel by private car did this department
reimburse employees for in 1954-55. List by employee, showing total
mileage in each case.

Item 4. Where are state-owned vehicles housed? What control is main­
tained to prevent poorly scheduled driving and elimination of p,er-



Self-Survey Work 1"'1anual 135

sonal use of state-owned vehicles? Show specifically cases where
employees regularly drive state-owned vehicles to and from work.

Item 5. Are headquarters for all field personnel properly designated and is
travel from field offices to central office reduced to a minimum?

Item 6. What pooling arrangement would be advantageous for this depart­
ment?

Should also comment on disadvantages of pooling arrangements.

Section 13. In-State and Out-of-State Travel

Item 1. Describe the program or system used by this department to control
in-state travel.

Should require an evaluation of the system.

Item 2. Describe the system whereby the department's out-of-state travel is
determined. What criteria are used to determine priority to trips
to national conventions, work-shops, federally called meetings, or
others?

Item 3. How does the department audit expense accounts and determine
subsistence allowances?

Item 4. Would a regular "shuttle" service, by plane or auto, be helpful to
this department? How would it be utilized?

Section 14. Relations With Staff Agencies

Item 1. Describe any weaknesses in the relations of this department with the
Department of Administration.

Item 2. Describe any weaknesses in this department's relations with the State
Auditor's Office.

Item 4. Describe any weaknessess in this department's relations with the
Attorney General's Office.

Item 4. Describe any weaknesses in this department's relations with the Pub­
lic Examiner.

Section 15. Public Relations
Item 1. What programs does this department have for training its employees

in public relations techniques? Is a manual issued containing such in­
formation as proper telephone ansvvering, letterhead salutation and
complimentary close, receptionist techniques, and office etiquette?

Should l'equire specific information on techniques used in con­
nection with any training programs.

Item 2. What use does this department make of press, television, radio and
easily understood published reports to acquaint the public with its
activities ?

Should also require detail on the types of information released to
the public such as educational) advertising) promotional. Frequency
of release should also he indicated.
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Item 3. What public appearances do representatives of this department make
to present accurate information regarding the operation and aims
of the department to various citizens groups?

Item 4. What use is made of pictures, graphs, cartoons, exhibits, and other
modern informational devices in this department's annual reports or
other publications?

Should require an evaluation in terms of cost and effect.

Part 3

Long Term Needs And Prospects

Section 1. Proposed New and Expanded Functions

Item 1. What ne"v services are being urged for state government that this
department would most likely be expected to administer, if adopted?
Indicate approximate annual cost.

Should require the department's recommendations regarding the
need for the service described. Also indicate the source of request
for new service.

I tern 2. What present services should be expanded in order to bring them
up to the standard of performance considered desirable by the de­
partment? Indicate approximate annual cost.

Comments on Section 1, Item 1, are also applicable to this question.

Item 3. Indicate whether the department has plans completed for new pro­
jected programs for which there is at present neither authorization
nor appropriations. Indicate approximate annual cost.

Item 4. Are new or expanded services affecting this department being pro­
posed at the federal level? Specify, indicating approximate annual
cost to the state.

Section 2. Future Elimination or Curtailment of Functions

Item 1. What services presently provided by this department will likely be
eliminated in the next several years? Describe function and indicate
likely expiration date, giving reasons for its elimination. How much
approximate savings will such .elimination of function mean?

Item 2. What services will likely be curtailed? Give reasons and indicate
approximate savings.

Item 3. What proposals for consolidation of state agencies would affect the
functions or services of this department? Indicate possible savings,
if such proposals are adopted.

Should require an evaluation of the proposals and indicate the
sources of proposals.

Item 4. What services presently being performed and not specifically author­
ized by law could be discontinued? Indicate approximate savings



Section 3. Effect of Population Factors on Future Service

and whether the department would recommend that such serVIces
be discontinued.

Item 1. Are the cost and extent of services provided by this department
dependent upon the size of the state's population? Indicate which
services must be expanded to meet additional loads resulting from
population growth.

Item 2. On a 10-year basis (1955-1964) project the population expansion
in Minnesota that has a direct effect upon the services of this de­
partment.
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Section 4. Natural Resources Outlook

to the existence of a natural resource (mineral, timber, soil, ,etc.) ?
Item 1. Is this department's functions, services or operations directly related

Describe such functions and show relationship.

Item 2. From what is known concerning this natural resource what general
prediction can be made concerning the future of the functions af­
fected?

Item 3. What special programs should be undertaken to protect the natural
resource that serves as the basis for this department's operations?

Item 4. Are there federal-state implications involved in the services dependent
upon a natural resource? What is the outlook for federal action in
this field?

Section 5. Prospective Trend in Receipts

Item 1. List here and summarize the experience during the period from
1950-55 of all receipts from services or functions provided by this
department.

Should be clarified by requiring the information for U the latest
five fiscal years."

Item 2. Project on a 10-year basis (1955-64) the likely income from the
receipts listed in Item 1.

Dates should be clarified by identification on a fiscal year basis.

Item 3. Are the items for which the state charges fees in all cases in line
with the cost of providing such services? Which fees should be
increased to bring them into line?

Should change second part of this question to read: 'Tf7hich
fees should be modified to bring them into lind"

Item 4. Are there any services for which no charge is presently made but
which ought not to be given free of charge to the recipient? Describe
in detail.

I
I

.



Section 8. Relative Standing of Department

Item 1. Are indexes available indicating the relative standing of particular
services provided by this agency in comparison with similar services
provided by other states? Enter such indexes here.

Item 2. How does this department evaluate the standards of its services in
comparision with similar services of other states?

Section 7. Futm'e of Federal-State Relations

Item 1. What functions presently being performed are financed in whole
or in part by federal aids? List them and show amount spent by
state and federal governments during the last five years.

I tern 2. What special problems arise because of the federal support?
Should require recommendations for solutions to these problems.

Item 3. What are the prospects for federal aid in the future?
Should be restricted to "foreseeable future".

Item 4. If federal aids were discontinued, how would this affect particular
services?
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Section 6. Physical Plant

Item 1. List all buildings under the management of this department and
indicate their general condition, age, etc.

Item 2. List all major repairs and improvements that should be made in
the physical plant. List in the order of priority.

Should require this information in the form of a ten-year plan.

Item 3. What is the condition of the power plant? Describe any special
problems and needs in this area.

I tern 4. Have any new buildings been urged for the functions of this agency?
Do plans of any sort exist for such buildings?

Should require description of the state of plans. Should also require
comments on the feasibility of use of proposed buildings by all
state agencies in the area.

Item 5. What special problems exist in this area requiring immediate atten­
tion?

Can be eliminated. Will be covered under the other items of
Section 6.

Item 6. What problems should be considered as part of a 10-year program?
Can be eliminated. Will be covered under the other items of
Section 6.


