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SECTION I
 

SCOPE OF THE PROBLEM
 

Group Operations, Incorporated under its IQC Contract (AID/OTR-C

1791), was tasked by AID/SER/DM to conduct a survey of SER/MO operations
 

located in the Rosslyn Commonwealth Building. In our task statement we
 

were directed to provide, "alternatives for improving the various MO
 

operations, using office/computer automation techniques, including the
 

possible integration of one or more MO operations, and a discussion of
 

the costs and benefits associated with these recommendations."
 

Our understanding of the project background is that "the IHanagement
 

Operations Office of the Bureau for Program and Management Services
 

(SER/MO) of AID, is faced with prospects of reduced staffing and ever
 

increasing work. AID wishes to evaluate the feasibility of automation
 

improvements to assist with this problem. More specifically, AID wishes
 

to investigate (1) extending automation through word processing and/or
 

data processing to additional elements or functions, (2) integrating
 

various system elements, and (3) standardizing equipment.
 

The purpose of this contract was to prepare a comprehensive survey
 

of the MO organization and functions with sufficient detail to support
 

recommendations concerning how best to address MO problems."
 

From this survey, recommendations were made as to the best means of
 

addressing MO problems. This report, moreover, serve$as a basis for
 

discussions and decisions concerning the improvements of work efficiency
 

and quality by automation or other SER/MO changes.
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SECTION II
 

PROCEDURES
 

The procedures employed in this study are based on the AID Systems
 

Development Handbook Volume 1 which gives the guidelines for conducting
 

an automation feasibility analysis.
 

A. PLAN OF ACTION
 

A detailed planning schedule (cf: Table II-A.l) was developed and
 

submitted to SER/DM for approval. The schedule outlined the various
 

tasks to be accomplished along with the dates of completion.
 

B. PRE-INTERVIEW
 

A series of interviews were planned in order to collect data on MO's
 

present activities and automation needs.
 

o 	A list of interviewees was submitted to SER/DM and
 
SER/MO for approval (cf: Table II-B.l). Following
 
approval, a memo of introduction was sent from the
 
office SER/MO to each interviewee indicating the
 
purpose of the interview and authority under which it
 

was being conducted.
 

o 	Background information was assembled prior to each
 
interview. This information included the associated
 
mission statements, staffing plan, and a list of
 
external reports.
 

C. INTERVIEW
 

During the interview, the following information sheets were
 

completed ap required by AID standards:
 

o 	Inventory of reports
 

o 	Report specification worksheet -- Part 1
 

o 	Data element requirements -- analysis matrix
 

o 	Inventory of source/input documents
 

o 	Operating personnel requirements
 

o 	Operating equipment requirements
 

o 	Other operating requirements.
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TABLE I1-A.1 

PLANNING SCHEDULE
 

For: AID/ON Requirements Analysis 


System N/A Model N/A 

Ship/Install date N/A 

Date Originated August 24, 1981 SEPT OCT NOV DEC 

Last Modified December 31, 1981 

-' ~ -. QS., N ~' -Z Q0N 

Page 1 of
 

SUBTASK I - Planning and Survey 

III fDetermine Overall ScopeI 

121 1 ollect Current Docutmentatlon/Data 4X 

SUJBTASK 2 -Analyze/Desian/Cost 

SUBTASK 2a Analyze 

122 1Analyze Current System4x 

123 1Identify Issues and Requirements 4X 

124 1Evaluate Alternatives2x 

SUBTASK 2b - Prelmnarv Design 5 

131 1Identify Functional Requirements 

132 Identify Output Requirements 

2x 

133 

134 

Identify Input Requirements 

Identify Data Base Requirements 2X 

135 Develop General System Flow2X 

116 

181 

Identify Soft/Hardware Requirements 

SUBTASK 2c - Estimate Cost/Schedule 

Establish DOvelopment Cots x 

182 Ectabltsh Operational Costs 3 X 

183 Prepare Benefit AnalysisgnCX 

SUBTASK 3 - Preface Feability Report 

191 Prepare Final Report 2 X 

X -
P -
S -

Completed 
In Process 
Started 



TABLE II-B.I 

MO INTERVIEWEES BY OFFICE 

Office No. of 
Designation Office Title Reports Name of Interviewee(s) 

SER/MO/CRM Communications and Records R. Williams, P. Robinson 
Management Division 

MO/CRH/RM Records and Management 7 A. Teague, G. Cowell, 
Branch H. White 

SER/MO/GS General Services Division 1 J. Fink, G. McNew, 
Y. Gaines 

MO/GS/AP Administrative Purchasing 11 E. Freemen, G. Procker 
Branch 

MO/GS/BM Building Management Branch 7 W. MacLauchlan, J. 
Russell, G. Martin, 
J. Benson, R. Bellows 

MO/GS/IC Information Coordination 6 E. Sharp 
Staff 

MO/GS/PPM Personal Poperty Manage- 8 F. Nathaniel 
ment Branch 

MO/OM/RM Regional Management S. Ostertag, S. 
Division Chandler 

MO/OM/OPM Overseas Property Manage- 8 S. Jones, E. Bowe, 
ment Staff S. Jackson 

TOTAL NUMBER OF REPORTS 48 

Li\
 



Blank copies of these sheets are found in the first part of Appendix A.
 

The second part of Appendix A consists of the completed forms. The
 

interview sequence was as follows:
 

o 	Title, source and type of reports in this branch
 

o 	For each report:
 

- General flow of the current system
 
- Completion of relevant information sheets.
 

o 	Identify future issues and requirements
 
- Anticipated need for new reports over the
 

next year
 
- Other future issues.
 

D. REQUIREMENTS ANALYSIS
 

The information for each report was stratified into various ADP
 

categories, specifically:
 

o 	Purpose/function
 

o 	Type of processing (data, word or list)
 

o 	Search retrieval requirements (maximum of categori.es
 
to search)
 

o 	Frequency of access (daily, weekly, monthly)
 

o 	Annual storage needs (annual expected increase in
 
storage)
 

o 	Primary storage medium (disk or tape)
 

o 	Quality listing (letter or standard).
 

The automated counterpart of a manually produced report was termed
 

an application. Reports which were found to depend primarily on the
 

same source of information, i.e., data base, were folded into one ADP
 

application system.
 

Automation software and hardware requirements were determined on an
 

application, branch/division and grand total basis.
 

E. SYSTEM DESIGN
 

Based on the requirements analysis, a series of hardware/software
 

design options to support the applications were developed. The
 

limitations and strengths of each option were determined and described.
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F. ANALYSIS
 

Based on the synthesized data, three analyses were performed. They
 

were:
 

A. Personnal Costs
 

B. Hardware and Associated Costs
 

C. Indirect Factors
 

The Personnel Costs Analysis was subdivided into; 1. Operational
 

Analysis, 2. Development Analysis, and 3. Implementation Analysis.
 

The Personnel Costs Section discusses all the personnel cost factors
 

implied in this study except those which were directly related to
 

hardware operations and maintenance; these were dealt with in the
 

Hardware and Associated Costs Section.
 

The Hardware Cost Analysis examined the impact of several
 

alternative systems. The Hardware Cost Section describes the cost
 

implication of the various options. Used here, hardware refers 
to its
 

associated software and personnel costs. The conclusion of the section
 

makes the appropriate recom:endations.
 

The Indirect Facturs Analysis section describes the non-quantifiable
 

advantages and disadvantages of the M.O. applications.
 

The Analysis Summary Section combines all three analyses. It
 

describes the cost and non-cost alternatives and computes the total
 

payback period.
 

G. RECOMMENDATIONS
 

Based on the requirements analysis, system design and cost analyses,
 

recommendations are provided as to: 1) the need for automation and, 2)
 

if so, which hardware/software option appears to be the most cost
 

effective.
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SECTION III
 

REQUIREMENTS
 

The interview process, as described in Section II, Methods and
 

Procedures, was conducted and the completed forms from these interviews
 

were assembled.
 

The collected data for all reports were screened. The purpose of
 

screening was to determine and summarize on a fact sheet the data
 

processing requirements, if any, for each report. This included such
 

criteria as report purpose, type of processing, search/retrieval
 

requirements, frequency of access, and annual storage requirements.
 

Whenever a group of reports shared a common data base they were usually
 

combined into one data processing application system. The term
 

"application" is 
used here in a broad sense to denote the programming
 

and data base elements required to support one or more reports covered
 

in the interview process.
 

These application systems and the basic survey packets were used tof
 

determine the data processing requirements described in Section III-C.
 

A. MO OPERATIONS
 

The Office of Management Operations (SER/MO) is tasked with
 

overseeing the development, operations, and management of worldwide
 

administrative and logistical support systems of AID. MO is divided
 

into five divisions and eighteen branches. Group Operations was limited
 

to researching MO operations within the Rosslyn Commonwealth Building
 

(SA-Il). These groups are:
 

Records Management (CRM/RM)
 

General Services Division (MO/GS)
 
Administrative Purchasing (GS/AP)
 

Building Management (GS/BM)
 
Information Coordinator (GS/IC)
 

Personal Property Management (GS/PPM)
 
Overseas Property Management (OM/OPM)
 
Regional Management (OM/RM)
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We now provide an abbreviated list of the primary mission(s) for each
 

area listed above. The complete list of missions for each area can be
 

found in Appendix C.
 

Records Management Branch (SER/MO/CRM/RM)
 

The MO/CRM/RM Branch chief serves as the AID Records Management
 

Officer. MO/CRM/RM is responsible for managing the AID worldwide
 

records management program, including: 1) coordinating development and
 

monitoring implementation or records management systems to ensure
 

compliance with the Federal Records Act of 1950, as amended; 2) managing
 

the AID files program, 3) developing and maintaining guidelines and
 

standards for written communications systems; and, 4) establishing
 

systems and facilities for the storage, retrieval, and disposition of
 

AID and other related docouments.
 

General Services Division (SER/MO/GS)
 

The General Services Division provides logistical support services
 

covering emergency preparedness, safety, and fire prevention programs,
 

real and personal property management, administrative pruchasing,
 

building management for AID/W offices, and to overseas Missions on
 

special temporary duty travel assignments.
 

Administrative Purchasing Branch (SER/MO/GS/AP)
 

Develops and recommends operating policies and regulations for
 

administrative purchasing services both in AID/W and overseas.
 

Purchases mission vehicles and household furnishings. Procures all
 

"small purchases" for supplies and services. Procures commodities and
 

services against indefinite delivery contracts.
 

Building Management Branch (SER/MO/GS/BM)
 

Manages and administers the AID/W Real Property Program; develops
 

and establishes policies, procedures, and standards therefore; prepares
 

reports on the AID/W Real Property Program in compliance with
 

regulatory, statutory, and AID directives.
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Information Coordination Staff (SER/MO/GS/IC)
 

Coordinates utilization of the Division's internal information
 

control systes and related equipment established to facilitate
 

management of the entire range of Division activities.
 

Personal Property Management Branch (SER/MO/GS/PPM)
 

Manages and administers the AID/W personal property program;
 

develops and establishes policies, procedured, and standards therefore.
 

Operates/manages AID/W warehouse; receives, stores, issues, and disposes
 

of AID/W personal property; requisitions replacement items as needed.
 

Overseas Property Management Staff (SER/MO/OM/OPM)
 

Develops policy guidelines, establishes operating standards and
 

procedures for effective management of AID property overseas. Develops
 

and administers, with the technical assistance of SER/DM, a computerized
 

management information system for AID real, personal, and vehicular
 

property overseas; and, with the technical assistance of SER/MO/PAV and
 

SER/MO/CRM, a central repository of Essential Property Records from
 

Overseas (EPRO).
 

Regional Management Division (SER/MO/OM/RM)
 

Initiates, participates in developing, and disseminates Agency-wide
 

admin-istrative management policies, procedures, and programs as they
 

affect overseas operations; advises and counsels Missions in the
 

establishment, implementation, and provisionb of improved administrative
 

management services.
 

B. APPLICATION FACT SHEET
 

In order to analyze MO's operations, we proceeded to quantify them.
 

As per the System Development Standards Handbook Vol. 1 procedure, we
 

used "reports" and then related information flow as proxy of work.
 

Appendix A is comprised of this raw data which was collected on MO's
 

operations. This data was then converted into data processing
 

information fact sheets which were used as a basis for the analysis.
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A fact sheet was prepared for each of the 31 applications (see
 

Appendix B). Each sheet contains the organizational designation code
 

involved, the application title, purpose, associated missions, reports
 

generated, distribution of development personnel time, total annual
 

savings, and description of major application functions. The
 

"Associated Missions" identify which mission statements in AID Handbook
 

17 are supported by the application. (Appendix C contains the mission
 

statements for reference.) The number/letter codes correspond to the
 

outline format of the above mentioned Handbook. The "Distribution of
 

Development Personnel by Type and Days Required" chart in Table IV-A.3,
 

breaks down the total working days required for development into five
 

phases, i.e., orientation, design, programming, implementation and
 

testing, and documentation. It should be noted that estimates were not
 

made for the initial building of the data bases, it was felt that this
 

would be absorbed during normal duty hours. The "Total Annual Savings"
 

shows the annual personnel time and salary costs saved once the
 

application is operational. Finally, the "Description" section
 

highlights relevant functions of the application. Thus each fact sheet
 

provides, at a glance, basic information on the purposes, functions, and
 

potential savings of an application. For ease in finding branch related
 

systems, the fact sheets are organized in alphabetical order by the
 

lowest level of the organization code. The cost analyais of these
 

systems is described in Section IV of this report.
 

C. SYSTEM REQUIREMENTS BY APPLICATION
 

The 31 Application Fact Sheets and the 48 original report packets
 

formed the basis for the hardware requiremenLs which are displayed in
 

tables III-C.l to III-C.7 Each table represents a different area. All
 

the criteria mentioned above are contained in these tables along with
 

the "Total Annual Storage Needs" for each area. The essential features
 

for each area are summarized in Table III-C.8 to III-C.10. This
 

includes the type of processing, the number of applications, frequency
 

of access, annual storage requirements, primary storage medium and
 

quality of listing. Table III-C.10 shows an annual increase in storage
 

needs of approximately 23 megabytes. In Table III-C.11 the disk storage
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estimates for the initial two years of operation were made in five
 

categories, i.e., system/software packages, application programs, data
 

bases, word processing files and scratch files. The "Year 1" estimates
 

reflect the anticipated initial disk storage capacity required for each
 

category while "Year 2" estimates reflect the expected, normal annual
 

increases (cf: Tables III-C.l to III-C.7). Thus, over a period of two
 

years approximately 120 mb of disk storage capacity is anticipated being
 

used. Taking into account archival off-loading, beginning in the third
 

year, we expect disk usage capacity to average 150 mb. Table III-C.12
 

summarizes the distribution of hardware equipment and software packages
 

across the various branches in fulfillment of their hardware requirement
 

needs.
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Application 


Listing of Classified 

Material Reviewed 


AID Films Listing 


Automation of Index 

to Shelf List 


Automation of Shelf 

Lists 


Series Control 

Schedule 


Handbook 21 


General Office 


Purpose/Function 


Track processing history

of document reviewed 


Track location of films. 

Establish film inven-


tory
 

Identify shelf lists with 

desired information 


Identify stored boxes 

with desired information 


Tracks document series 

by mission by assigned 

disposition period
 

Rapidly make changes to 


reflect portions of
 
Handbook 21
 

Aid in preparation of 

reports, documents, 

letters, etc.
 

TABLE III-C.1
 

SYSTEM REQUIREMENTS FOR MO/CR[I/RM BY APPLICATION
 

Type Search Frequency 
Proces-
sing 

Retrieval 
Requirements 

of 
Access 

Annual Storage 
Needs (Bytes) 

LP 20 Categories Da 350K 
(700b x 500) 

LP 3 Categories M lOOK 
(250b x 400) 

LP 20 Categories Da 
 600K
 
(250b x 2400) 


LP N/Available 
 M 1500K
 
(500b x 3000) 


LP 3 Categories 
 We 80K 

-

WP N/A M 
 N/A 


WP N/A Da 
 1500K 

(2500b x 600)
 

3536K
 

Output Requirements
 
Primary
 
Storage Quality
 
Medium Listing
 

Disk S
 

Tape S
 

Disk S
 

Tape S
 

Tape S
 

Tape L
 

Disk L
 

Total Annual Storage Needs 




TABLE III-C.2
 

SYSTEM REQUIREMENTS FOR SER/MO/GS BY APPLICATION
 

APPLICATION PURPOSE/FUNCTION 
TYPE 

PROCESSING 
RETRIEVAL 
REQUIREMENTS 

FREQUENCY 
OF ACCESS 

ANNUAL STORAGE 
NEEDS (BYTES) 

OUTPUT REQUIREMENTS 
PRIMARY 

STORAGE MEDIUM 
QUALITY 
LISTING 

Budget Tracking Tracking Obligated 
Monies and 
Confirmed 
Expenditures DP 20 Da 

1000K 
(250b X 4000) Disk S 

General Office Aid in Preparation 
of Reports, 
Documents, 
Letters, etc. WP N/A Da 

1500K 
(2500b X 600) Disk L 

TOTAL Annual Storage Needs 2500K 



TABLE III-C.3
 

SYSTEM REQUIREMENTS FOR MO/GS/AP BY APPLICATION
 

Output Requirements
 
Type Search Frequency Primary
 
Proces- Retrieval of Annual Storage Storage Quality


Application Purpose/Function sing Requirements Access Needs (Bytes) Medium Listing
 

Requisition File 	 Tracks requisition LP 10+ Categories Da 750K Disk S
 
processing (250b x 3000)
 

Purchase Order File 	 Tracks purchase order LP 10+ Categories Da 900K Disk S
 
processing (250b x 3600)
 

Budget File 	 Tracks budget obligations LP N/Available Da N/Available Disk S
 
based on requisition and
 
purchase orders
 

Vendor Name and List of vendors used by LP 2 Categories Da 105K Disk no output

Address File* AID 
 (150b x 700) 	 required
 

General Office 	 Aid in preparation of WP N/A Da 1500K Disk L
 
reports, documents, (2500b x 600)
 
letters, etc.
 

Total Annual Storage Needs 
 3255K
 

*rMaximum file size over 	time.
 



TABLE III-C.4 

SYSTEM REQUIREMENTS FOR MO/GS/BM BY APPLICATION 

Application Purpose/Function 

Type 
Proces-
sing 

Search 
Retrieval 
Requirements 

Frequency 
of 
Access 

Annual Storage 
Needs (Bytes) 

Output Requirements 
Primary 
Storage Quality 
Medium Listing 

List of Reimbursable 
Work Authorizations* 

Track progress of RWAs 
from request to com-
pletion 

LP 13 Categories We 45.5K 
(130b x 350) 

Tape S 

Personnel Index File Maintain distribution 
of types of people by 
organization by building 

DP 4 Categories Da 450K 
(50b x 9000) 

Disk S 

Space Index File Maintain square footage 
by organization by 
building 

DP 3 Categories Da 270K 
(30b x 900) 

Disk S 

Office Design Provides rough design of 
physical office space 
given number and types of 
people plus space avail
able 

DP N/Available Da N/Available Disk S 

Building Floor Plan 
File** 

Would contain building 
floor plans by 100 sq. 
foot units 

DP N/Available Da 22.5K 
f2500b x 9) 

Disk S 

General Office Aid in preparation of 
reports, documents, 
letters, etc. 

WP N/A Da 1500K 
(2500b x 600) 

Disk L 

Total Annual Storage Needs 2288K 

*This file will form basis of a maintenance history file. 
**This file would be input to the "office design" module. 



TABLE III-C.5
 

SYSTEM REQUIREMENTS FOR 	MO/GS/IC BY APPLICATION
 

Type Search Frequency

Proces- Retrieval of Annual Storage
Application Purpose/Function sing Requirements Access Needs (Bytes) 


Telephone Directory 	 Produce AID telephone LP 10 Categories M 560K 

directory 
 (lOOb x 5600)
 

Status of Mission 	 Track location of house- LP 15 Categories We 125K
Furniture 	 hold furniture sets 
 (250b x 500)
 

Status of Parking Process applicants. LP 13 Categories M 75K

Permits* Maintain list of assigned 
 (350b x 300)
 

permits
 

Handbook 20 	 Update assigned parts WP N/A 
 M N/Available 

of Handbook 20
 

Telpnhone Billing 
 Audit Telephone Calls LP 20 Categories M N/Available 


Carpet Maintenance 	 Track Maintenance 
 LP 6 Categories M 252K 

Report Schedule for carpet 
 (80b x 3150)
 

cleaning.
 
Track installation
 
dates of carpets
 

General Office 	 Aid in preparation WP N/A 
 Da 1500K 

of reports, documents, 
 (2500b x 600)

letters, etc.
 

Total Annual Sto-.ge Needs 
 2522K
 

*Applicant pool accepted and rejected.
 

Output Requirements
 
Primary
 
Storage Quality

Medium Listing
 

Tape L
 

Tape S
 

Tape L
 

Tape S
 

Tape S
 

Disk L
 



TABLE III-C.6
 

SYSTEM REQUIREMENTS FOR IO/GS/PPM BY APPLICATION
 

Type Search Frequency 
Proces- Retrieval of Annual Storage 

Application Purpose/Function sing Requirements Access Needs (Bytes) 

Receiving New Stock 	 Track incoming items LP 30 Categories Da 1000 K 
into warehouse-- (500b x 2000) 
includes Purchase Order 
and Receiving Report
 
registers
 

Credit Voucher Track flow of inventory LP 6 Categories Da 260 K 
Register from warehouse to other (130b x 2000) 

AID areas 

Returned Merchandise 	 Track flow of merchan- LP 6 Categories Da 13 K 

dise from areas of AID (130b x 100)
 
to warehouse--includes
 
internal receiving
 
report
 

Office Machine Repairs 	 Track repair requests. LP 20 Categories Da 750 K 

Track contractor (250b x 3000)
 
response time to repair
 
and quality of work
 

Personal Custody Track property assigned LP 15 Categories We 13 K 

Property Register to individuals (130b x 100)
 

General Office 	 Aid in preparation of WP N/A Da 1500 K 

reports, documents, (2500b x 600)
 
letters, etc.
 

Total Annual Storage Needs 	 3536 K
 

Output Requirements
 
Primary
 
Storage Quality
 
Medium Listing
 

Disk S
 

Disk S
 

Disk S
 

Disk S
 

Tape S
 

Disk L
 



Application Purpose/Function 


Property Disposal & Tracks action taken on 

Acquistion File foreign property 


List of Vehicular Tracks action taken on 

Property motor vehicles abroad 


List of Real Tracks action taken on 

Property real property 


Handbook 23 	 Portions of Handbook 

maintained by OM/OPM
 

General Office 	 Aid in preparation 

of reports, documents, 

letters, etc.
 

Total Annual Storage Needs 


TABLE III-C.7
 

SYSTEM REQUIREMENTS FOR 	MO/OM/OPM BY APPLICATION
 

Type Search Frequency 

Proces- Retrieval of Annual Storage 

sing Requirements Access Needs (Bytes) 


LP 12 Categories M 2775K
 
(150b x18,500) 


LP 25 Categories M 250K 

(250b x 1000)
 

LP 12 Categories M 225K 

(150b x 1500)
 

WP N/A 	 M N/Available 


WP N/A Da 1500K 

(2500b x 600)
 

4750K
 

Output Requirer.ments
 
Primary
 
Storage Quality
 
Medium Listing
 

Tape S
 

Tape S
 

Tape S
 

Tape L
 

Disk L
 



TABLE III-C.8
 

SUMMARY OF SER/MO DAILY SYSTEM REQUIREMENTS BY BRANCH
 

Rranch 


MO/CRM/RM 


SER/MO/GS 


MO/GS/AP 


MO/GS/BM 


MO/GS/IC 


MP/GS/PPM 


MO/OM/OPM 


Type 

Processing 


LP/WP 


DP/WP 


LP/WP 


DP 


WP 


LP/WP 


WP 


Maximum Search 

Retrieval Requirements 


20 Categories 


20 Categories 


10 Categories 


4 Categories 


N/A 


30 Categories 


N/A 


Number of 

Projects 


3 


2 


5 


5 


1 


5 


1 


22 


Output Requirements
 
Primary


Annual Storage Storage Quality

Needs (Bytes) Medium Listing
 

2450 K Disk 
 S, L
 

2500K Disk 
 S, L
 

3275K Disk 
 S, L
 

2242.5K Disk 
 S, L
 

1500K Disk 
 L
 

3523K Disk 
 S, L
 

1500K Disk 
 L
 

16,990.5K Annual storage needs for
 
on-line disk space.
 

http:16,990.5K


TABLE III-C.9
 

SUMMARY OF SER/MO WEEKLY AND MONTHLY SYSTEM REQUIREMENTS BY BRANCH
 

Oi'tput Requirements
 
Primary
 

Type Maximum Search Number of Annual Storage Storage Quality
 
Branch Processing Retrieval Requirements Projects Needs (Bytes) Medium Listing
 

MO/CRM/RM LP/WP 3 Categories 4 1680K Tape S, L
 

SER/MO/GS ....-


MO/GS/AP ..--
 _
 

MO/GS/BM LP/WP 13 Categories 1 45.5K Tape S
 

MO/GS/IC LP/WP 20 Categories 6 1022K Tape S, L
 

MO/GS/PPM LP/WP 15 Categories 1 13K Tape S
 

MO/OM/OPM LP/WP 25 Categories 4 3250K Tape S, L
 

TOTALS 
 16 6010.5K Annual storage needs for magtape.
 



TABLE III-C.10 

SUMMARY OF SER/MO DAILY, WEEKLY AND MONTHLY SYSTEM REQUIREMENTS BY BRANCH
 

Output Requirements
 
Primary
 

Type Number of Frequencey Annual Storage Storage Quality
 
Agency Processing Projects of Access Needs (Bytes) Medium Listing
 

MO/CRM/RM LP/WP 3 Da 2450K Disk S, L
 

4 M, We 1680K Tape S, L 

SER/MO/GS DP/WP 2 Da 2500K Disk S, L
 

MO/GS/AP LP/WP 5 Da 3275K Disk S, L
 

MO/GS/BM DP 5 Da 2242.5K Disk S, L
 
LP/WP 1 We 45.5K Tape S 

MO/GS/IC WP 1 Da 1500K Disk L 
LP/WP 6 M, We 1022K Tape S, L 

MO/GS/PPM LP/WP 5 Da 3523K Disk S, L 
LP/WP 1 We 13K Tape S 

MO/Ot1/OPM WP 1 Da 1500K Disk L 

LP/WP 4 N 3250K Tape S, L 

38 23,001K Annual storage needs for on-line 
disk and magtape. 
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TABLE III-C.11
 

ESTIMATED REQUIRED DISK STORAGE OVER THE INITIAL
 

Category 


System/Software Packages 


Application Programs 


Data Bases 


Word Processing Files 


Scratch Files 


Year Sub-Totals 


GRAND TOTAL 


TWO YEARS OF SYSTEM USAGE
 

Year I Year 2
 

2 mb
 

3 mb 

23 mb 12.5 mb 

40 mb 10.5 mb 

30 mb 

98 mb 23 mb 

121 mb
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TABLE III-C.12
 

GENERAL SYSTEM USAGE REQUIREMENTS FOR SER/MO BY BRANCH
 

MO BRANCH
 

MO/CRM/RM SER/MO/GS MO/GS/AP 
 MO/GS/BM MO/GS/IC MO/GS/PPM MO/OM/OPM Total Required
 
HARDWARE
 
Terminals 
 2 3 11 
 9
 
Printers
 
Letter Quality X* 
 X X X X X 
 X 3
Medium Speed, -1 1 A 2 1 A 34 

43 

Standard Quality
 
High Speed, X 
 XX X 
 X X X
 
Standard Quality
 

Tape Drives
 
9-track, Hi Density, X X X 
 X X 
 X X 
 1

Medium 800 BPI
 

Hard Disk 
 X X XX 
 X X 
 X 1
 
160 megabyte
 
Capacity
 

Floppy Disk Drives X XX X 
 X X 
 X 1
 
-

SOFTWARE
 
Basic Language X X 
 X X X X 
 X N/A

Date Base Management 
 X X 
 X X
x X X N/A

Telecommunications 
 x x 
 x x
x x x N/A

List Processing X 
 X X 
 X X 
 X X 
 N/A

Word Processing X X 
 X X 
 X X 
 X N/A

Office Automation X X 
 X X X X 
 X N/A

Graphics 
 - x N/A
Number of Applications 7 2 
 2 4 
 7 4 
 5 31
 

•X = Hardware unit or software package to be equally shared among all 
areas.
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SECTION IV
 

ANALYSIS
 

The analysis portion of this report is divided into four sections:
 

A. Personnel Costs
 
B. Hardware and Associated Costs
 
C. Indirect Factors
 
D. Analysis Summary
 

The Personnel Costs Section is subdivided into; 1. Operational
 

Analysis, 2. Development Analysis, and 3. Implementation Analysis.
 

The Personnel Costs Section discusses all the personnel cost factors
 

related to report production. Those personnel costs directly related to
 

the hardware operations and maintenance are dealt with in the hardware
 

section.
 

The Hardware Cost Section analyzes three alternative systems: 1)
 

Wangwriters, 2) VS systems, and 3) OIS systems. In this case, hardware
 

costs include the associated software and personnel maintenance costs.
 

The cost implication of each option is discussed and then contrasted
 

with the other options. The section concludes with a hardware option
 

recommendation and supporting rationale.
 

The Indirect Factors Analysis section describes the non-quantifiable
 

advantages and disadvantages of the automating MO.
 

The Analysis Summary Section brings together the other three
 

analyses. It summarizes the cost and non-cost alternatives and computes
 

the total payback period.
 

A. PERSONNEL COSTS ANALYSIS
 

The Personnel Costs Analysis is divided into three parts:
 

o Operational Analysis
 

o Developmental Analysis
 

o Implementation Analysis
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The Operational Analysis portion reviews the current presonnel costs
 

to produce reports in Table IV-A.l. Next, the personnel costs following
 

automation are considered (Table IV-A.2). In the Development Analysis
 

the costs to operationalize each application are reviewed following
 

Table IV-A.3. Table IV-A.4 then contrasts the personnel savings accrued
 

through automation with the development costs for each application. The
 

Implementation Analysis contrasts the costs of two alternative plans for
 

the implementation of the development work.
 

1. Operational Analysis
 

As part of the cost analysis, the personnel costs in terms of
 

time and salary to produce the covered reports were determined. These
 

estimates, which were based on the interviewees' judgements, were
 

calculated for each report, branch or division, and overall and
 

displayed in Table IV-A.1.
 

The seven organizational areas found to have application needs
 

had their personnel time and salary costs to produce reports evaluated.
 

Table IV-A.1 shows the breakdown of these categories by report within
 

area surveyed. Note that the "Annual Costs by the GS Level" column is
 

calculated by multiplying the "No. of Personnel" by the "Annual Percent
 

Time Per Employee" by the "loaded annual rate". The loaded annual
 

rate was determined by taking the GS level, as of October 1, 1981, at a
 

step three and loading it with a 26% overhead burden. These personal
 

costs are computed for each report's GS levels and displayed in "Annual
 

Costs by GS-Level". These costs are then summarized by report, "Annual
 

Costs by Report". The report costs are then summarized by branch or
 

division in the "Annual Costs by Area" column. In this case, area
 

refers to organizational area being a branch or division.
 

The "Annual Costs by tcea" range from a low of $25,339 for
 

MO/GS to a high of $108,025 for CRM/RM, with an average of $60,286 per
 

area. Approximately $426,386 are required annually to produce the
 

reports surveyed.
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TABLE IV-A.1

ESTIMATED CURRENT ANNUAL PERSONNEL COSTS TO PRODUCE REPORTS BY AREA AND REPURT
 

BRANCH OR 
DIVISION REPORT TITLE 

REPORT 
NU. 

GS 
LEVEL 

NO. OF 
PERSUNNEL 

LOAUED 1 

ANNUAL 
RATE 

ANNUAL 
PERCENT TIME 
PER EMPLOYEE 

ANNUAL GUSTS 
BY G-LEVEL 

ANNUAL LUZT! 
BY RLPuRT 

ANNUAL LUSb' 
bY AXELA 

MO/CRM/RM Listing of Classified Material Reviewed 

AIDS Films Listing 

1 

2 

12 

9 
7 

7 

1 

1 
2 

1 

$37,963 

$;6,176 
$21,40U 

$21,400 

75 

75 
17 

5U 

28,472 

$19,632 
$ 7,27b 

IU,7UU 

bb,juu 

Iu,UU 

Automation of AID Index to Shelf Lists 
(Form 5-45) 

Annual Summary of Record Holdings 

Emergency Disposal of Records 

3 

4 

5 

12 

12 

7 

12 

1 

1 

2 

1 

$37,963 

$37,963 

$21,400 

$37,963 

zu 

3 

b 

.U3 

7,b93 

) 1,139 

$ ?,bbu 

11 

} /,593 

J,/Ui 

11 

Donation of Records 6 12 1 $37,963 .03 ) 11 11 

Handbook 21 7 13 

12 
11 
4 

1 

3 
3 
1 

$45,141 

$37,963 
$31,b74 
$15,443 

25 

8 
8 

17 

$11,Z8b 

$ 9,111 
4 7,bU 

2,bZb 43U,bZ3 

TOTAL " 4uduzb 

SER/MOS/GS Tracking of Obligated and Confirmed 
Expenditures by Budget Categories 8 11 1 $31,674 8U $25,339 uZb,339 

MO/GS/AP2 
TOTAL 
AID Workload 9 6 1 $19,257 16 $ 3,U81 

Budget Report 10 

5 

6 

5 

1 

1 

1 

$17,275 

$19,257 

$17,275 

lb 

16 

16 

$ Z,7b4 

$ 3,U81 

$ Z,1b4 

b,dqb 

b,84b 



TABLE IV-A.1 
ESTIMATED CURRENT ANNUAL PERSUNNEL COSTS TU PRODUCE REPURTS BY AREA AND REPORT 

BRANCH OR 
DIVISION REPORT TITLE 

REPORT 
NO. 

GS 
LEVEL 

NO. OF 
PERSONNEL 

LU"IEU I 

AN.. L 
RA.-

ANNUAL 
PERCLNT TIML 
PER EMPLOYEE 

ANNUAL CuSTb 
BY GS-LEVLL 

ANNUAL LUbI 
bY REPUKI 

ANNUAL Luzl 
bY AKLA 

Control Log Status 11 6 1 $19,257 16 J,Ud1I 
5 1 $17,275 lb1 Z,7b4 b,8b 

Daily Requisition Log 12 6 1 $19,257 12 $ 2,311 
5 1 $17,275 12 $ Z,U74 4,34 

Procurement Status 13 6 1 19,257 12 $ 2,311 

MO/GS/AP Purchase Order History Status 14 
5 
6 

1 
1 

17,275 
$19,257 

12 
12 

$ 2,013 
$2,311 

@ 4,Jd4 

Report on Procurement by Civilian 
Executive Agencies 15 

5 

6 

1 

1 

$17,275 

$19,257 

12 

1 

$ 2,U73 

$ 192 

4,84 

5 1 $17,275 1 $ 173 3b6 
Requisition Control Log 16 6 1 $19,257 12 $ 2,311 

5 1 $17,275 12 $2,U74 $ 4,3b4 

Summary of Contract Actions of $10,000 
or Less 17 6 1 $19,257 1 $ 192 

5 1 $17,275 I 4 173 4 ibb 
Vendor Master Address List 18 6 1 $19,2b7 1 $ 19Z 

5 1 $17,275 1 17J bb 
Subscription and Periodical List 19 6 1 $19,257 1 $ 192 

5 1 $17,275 1 . 173 ibb 
TOTAL 

pJb~bJ1 



TABLE IV-A.1
 
ESTIMATED CURRENT ANNUAL PERSONNEL COSTS TO PRODUCE REPURTS BY AREA AND REPURT
 

LOADEDU1 ANNUAL
BRANCH OR 
 REPURT 
 G5 NO. OF ANNUAL PERCENT TIME
DIVISION REPORT TITLE ANNUAL CUSTb ANNUAL CUbTS ANNUAL LUlb
NO. LEVEL PERSUNNEL RATE PER EMPLUYEE BY US-LEVEL 
 BY REPuRT bY ftKLA
 

MO/GS/BM 
 List of Reimbursable Work Authorizations 20 11 
 1 $31,b74 IOU $31,b74
 
10 2 $28,828 25 $14,414
 
5 1 $17,275 1U $17,27b b3,3bj
 

Budget Estimates for Leased Property 
 21 10 1 
 $28,828 .4 
 $ 115 i
11b
 

LUADED ANNUAL
Personnel Strength Reports Across all
Buildings 
 22 10 2 
 $28,828 .8 
 4b2 462
 

Personnel Strength Reports by Leased
Buildings 
 23 10 
 1 $28,828 
 .4 $ 11b 11b
 

Occupancy Report 
 24 10 
 1 $28,828 
 .4 l11b . 11b 
Personnel Index 25 10 2 
 $28,828 20 
 $I1,b2 p11,5b3
 

Space Index 
 26 10 
 2 $28,828 2U $11,532 411,biz
 

TOTAL 

)i ,2s4
 

MO/GS/IC Carpet and Drape Maintenance Report 27 6 1 
 $19,257 5 
 $ 9bZ 4 9bz
 
Handbook 
 28 9 1 $26,176 6 $ 1,57U
 

7 1 $21,40U 8 s 1,712
6 1 $19,257 8 $ 1,54U N4,8U
 
Audit of Telephone Bills 
 29 9 
 23 $26,17b 
 b $8,iY4
 

7 1 $21,40U 
 14 $ 2,99b .31,79U
 

Status of Mission Furniture 
 30 9 1 $2b,176 I 
 $ 2b2
 
6 1 $19,256 4 s 
 77U 1
1,UjZ
 



TABLE IV-A.1 
ESTIMATED CURRENT ANNUAL PERSONNEL CUSTS TU PRODUCE REPURTS B) AREA AND REPORT 

BRANCH OR 
DIVISION REPORT TITLE 

REPORT 
NO. 

GS 
LEVEL 

NU. UP 
PERSONNEL 

LUAUEU 1 

ANNUAL 
RATE 

ANNUAL 
PERCENT TIME 
PER EMPLOYEE 

ANNUAL CUIbT 
BY US-LEVLL 

ANNUAL LUbTZ 
bY RLPURT 

ANNUAL LUSIb 
bY ARLE 

Status of Parking Permits 31 114 
9 
6 

1 
1 
1 

$31,b74 
$26,17b 
$1Y,2b 

1/ 
2 

17 

b,jbb 
bb3 

b 3,Z14 9,1tZ 

Telephon Directory 32 9 

7 
6 

23 

1 
1 

$26,116 

$21,4UU 
$19,2bb 

b 

33 
33 

3J,141 

$ 7,UbZ 
S b,3bb :1b,bbd 

MO/GS/PPM 

TOTAL 

Receiving tw Stock 33 9 

5 
1 

1 
$26,176 

$17,275 
3U 

8U 
$ 7,bb3 
.13,8zU :21,b73 

b4,i4b 

Credit Voucher Register 

RetLrned Merchandise 

Office Machine Repairs 

34 

35 

36 

.9 

5 
9 
5 

9 

1 

1 
1 
1 

1 

$26,176 

$17,275 
$26,176 
$17,275 

$26,17b 

b 

5 
15 
5 

1U 

1,3U9 

88b4 
$ 3,92b 

88b4 

$ 2,618 

2,173 

4,79U 

5 1 $17,275 95 $16,411 $19,U29 

Notice of Award 37 9 1 $26,17b Z.b $ bb4 b!4 

Persona] Custody Property Report 38 9 1 $26,176 2.5 $ bb4 1 bb4 

Personal Property Survey 39 9 1 $2b,176 2.5 654 bb4 

Transfer Order 40 9 1 $26,176 2.5 $ bb4 b54 

TOTAL 

MO/OM/OPM Disposal of Foreign Excess Property 

Agency Report on Motor Vehicle Data 

41 

42 

FS-2 

9 

9 

1 

2 

1 

$50,568 

$2b,17b 

$26,176 

3 

4U 

1U 

$ 1,517 

2U,941 

$ z,bld 

4ZZ,4bb 

Z2,bIb 



TABLE IV-A.1
ESTIMATED CURRENT ANNUAL PERSUNNEL CUSTS Iu PRODUCE REPURTS BY AREA AND REPORT
 

LUAUEU I1 
 ANNUAL
 
BRANCH OR 
 REPORT

DIVISION uS ND. OF ANNUAL PLRCENI TIME ANNUAL CUbTS ANNUAL oUd[: ANNUAL (UWlb
REPORT TITLE 
 NU. LEVEL PERSONNEL 
 RATE PER EMPLUYEE bY (S-LEVEL bY RLPuKI 
 BY ARtA
List of Personal Property 
 43 FS-2 I $5Ubb8 3 
 $ 1,b17
 

9 2 $26,176 21 $1U,994 $Iz,bli
 
Inventory of Real Property 
 44 9 1 $26,176 25 
 $ b,b44 b,b44
 

Handbook 23 
 45 FS-2 I $5U,568 2 $ 1,011 $ I,Ui
 

Listing of Vehicular Standardization Plans 46 
 FS-2 I $5U,568 2 
 $ IU11
 

9 1 $26,176 b23
$ 5 @ 1,b4 
Briefing Paper on Real, Personal and
Vehicle Property 
 47 FS-2 1 $5U,568 8 
 $ 4,U45
 

9 2 $2b,17b b 3,141 ,
 
Report on Overseas Exchange/Sales

Transactions 
 48 Fb-2 1 $50,568 1 $ 
 bUb
 

9 1 $26,17b 
 1 $ 2Z 7bb
 

TOTAL 

)b4,bjU
 

GRAND TOTAL 4eo jb
 

FOOTNOTES
 
1. 
Annual Base Salary levels were taken from the 3rd step of the appropriate FS or GS level plus an overlodd tdctor ut ?bl.
 

2. 
Only costs directly related to maintenance and retrieval of data in 
MU/GS/AP are given.
 

3. One GS-9 from MO/GS/BM.
 

4. GS-11 from NO/GS/AP.
 



The covered reports were then "automated" by designing a series
 

of computer applications which generated one or more reports. Based on
 

Group Operations, Incorporated experience, the changes in personnel time
 

to produce reports after application development were estimated within
 

the context of an automated environment.
 

Table IV-A.2 shows the projected personnel time and salary
 

costs to produce the reports listed in Table IV-A.I if they were
 

consolidated wiLhin specified computer applications. Note that some
 

applications were proposed, based on the interviews, for which no report
 

is directly required. However, they were included because it was felt
 

that such applications would lead to personnel savings in overall branch
 

efficiency. In these cases, as with the reports, estimates of personnel
 

time were based on the interviewees judgements. The two entirely new
 

applications were "Automation of Shelf Lists" (MO/CRM/RM) and "Office
 

Design" (MO/GS/BM).
 

The "Associated Report Nos." column lists the number of the
 

report(s) generated by the application. The title of the report(s) is
 

to be found in Table IV-A.l where each report is paired with a unique
 

report number. The "Annual Costs by Division" to produce the
 

applications and their associated reports ranged from a low of $20,508
 

to a high of $95,854, with an average of $52,012. Across all areaq:
 

assuming the applications are uniformly implemented, $368,677 would be
 

required to produce all the current reports including the new functions
 

stated above.
 

2. Development Analysis
 

Once the applications were formulated the projected costs to
 

actually design, program, implement and document each were estimated, as
 

shown in Table IV-A.3. Table IV-A.3 shows the individual application
 

development costs grouped by area. The type and number of personnel
 

required and their number of work days are reported. The "Costs by
 

Personnel" column is calculated by multiplying the fully loaded rate by
 

the number of personnel for a given type by the number of work days.
 

Subtotals are provided for each application and area. Development costs
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for particular applications range for $3,320 to $71,860. Overall, the
 

total cost to develop all proposed systems is estimated at $350,860.
 

Note that the assumption behind this chart was that each application
 

would be developed by independent teams. Substantial savings in
 

development costs are realizable with application/team consolidation.
 

Finally, in Table IV-A.4, the annual savings costs are
 

displayed for each application within branch or division and on a grand
 

total basis. This chart is ordered by application within area. Next to
 

each application title is the report title(s) associated with it. The
 

pre- and post-application costs to produce each report, as shown in
 

Tables IV-A.1 and IV-A.2, are presented separately. Finally, the
 

"Annual Savings" (pre-application minius post-application costs) is
 

calculated.
 

Note that in the case of MO/GS/AP no personnel savings are
 

realized since this branch is currently computerized and no direct
 

personnel savings are expected to accrue in a post-application
 

environment. The estimated post-application personnel costs show a
 

clear pattern of cost savings for virtually all proposed applications.
 

The annualized payback period for the total project was calculated and
 

can be found in Table III-D.1.
 

3. Development Implementation Analysis
 

There are basically two methods of development in the required
 

systems:
 

A) Separate independent teams developing all the
 

systems concurrently.
 

B) Grouping the development into Phases but having
 

the work performed by the same team.
 

The analysis in Tables IV.A-3 and IV.A-4 are a financially
 

"1worst case" senario. They assume each system would be developed
 

independently.
 

Assuming all the equipment was in place, method A will give MO
 

an up and running set of systems within 120 working days, but there
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TABLE IV-A.2
 
ESTIMATED PERSONNEL COSTS TU PRUDUCE REPURTS FULLLWING APPLICATIUN IMPLLMENTATIUN BY AREA ANU APPLILAIIUN
 

BRANCH 
OR 

DIVISION APPLICATION TITLE 

ASSOCIATED 
REPURT 
NUS. 

GS 
LEVEL 

LUAUED 
ANNUAL 
RATE 

NU. UF 
PLRSUNNEL 

PERCENT 
ANNUAL TIME 
PER EMPLUYLL 

ANNUAL CUSTS 
BY tiSLEVEL 

ANNUAL LubTS 
bY APPLILAIIUN 

ANNUAL LUblb 
bY ARMA 

MO/CRM/RM Listing of Classified Material 1 12 
9 
7 

$37,963 
$Z5,17b 
$21,4U 

1 
1 
2 

6b 
6b 
1U 

24,b/b 
$17,U14 
$ 4,ZdU .4b,9YU 

AID Films Listing 2 7 $21,4UU 1 4U $ 8,5bU 8,bbU 

Automation of Index to Shelf List 3 12 

7 

$37,963 

$21,4U0 

1 

1 

b 

1U 

$ 1,896 

$ 2,14U 4,U48 

Automation of Shelf Lists N/A 12 

7 

$37,963 

$21,4UU 
1 

1 

lU 

lb1 

$ 3,796 

3,Z1U i,UUb 

Series Control Schedule 4,5,6 12 

7 

$37,963 

$21,4U0 
I 

1 
LU 

lb 
3i,796b 

4 3,ZIU 7,uUb 

Handbook 21 7 13 
12 

11 
4 

$45,141 
$37,963 

$31,674 
$lb,443 

1 
3 

3 
I 

2b 
b 

b 
LU 

11,zbb 
b,b94 

$ 4,/51 
l,b44 4Z3,Z74 

General Office All N/A N/E N/E N/L N/L 

TOTAL 
)9b,8b4 

SER/MO/GS Budget Tracking 8 11 $31,674 1 bb $ZU,bd ZU,b 

General Office All N/A N/E N/E N/L N/L 

TOTAL Uo 

MO/GS/AP Administrative Purchasing Tracking 
System 9-19 6 

5 
$19,257 
$17,275 

1 
1 

IUU 
IUU 

$19,257 
$17,Z7b ib,bJZ 

General Office All N/A I/E N/E N/E N/L 

TOTAL 0jb,b z 

cj 



TABLE IV-A.2ESTIMATED PERSONNEL COSTS TO PRODUCE REPORTS FOLLOWING APPLICATION IMPLEMENTATION 8Y AREA AND APPLICATIUN 

BRANCH 
OR 

DIVISION APPLICATION TITLE 

ASSOCIATED 
REPORT 
NUS. 

GS 
LEVEL 

LOADED 
ANNUAL 
kATE 

NO. UF 
PERSUNNL 

PERCENT 
ANNUAL TImE 
PER EMPLUYLL 

ANNUAL CLUTS 
BY US LEVEL 

ANNUAL L(US-h 
BY APPLILAIIUr 

NIIUAL LubI, 
bY AREA 

MO/GS/BM List of Reimbursable Work 
Authorizations 

Personnel and Space Index File 

20 

21,22,23 

11 

10 
5 

10 

$31,674 

$28,828 
$17,275 

$28,828 

I 

2 
1 

2 

90 

;0 
8U 

JO 

$n,bU7 

11,bJ1 
o 4i3,#b3,db8 

,I,,197i7,29/ 

24,25,26 
Office Design 

General Office 

N/A 

All 

10 

N/A 

$28,828 2 

N/E 

2U 

N/E 

$11,631 

N/E 

i1,bJ1 

N/L 

TOTAL *8,bb O 

MO/GS/IC Carpet and Drape Maintenance 
Report 27 6 $19,257 1 5 $ 962 9b2 

Handbook 20 

Audit of Telephone Bills 

Status of Mission Furniture 

28 

29 

30 

11 

7 

113 
9 

7 

11 
6 

$31,674 

$21,400 

$31,674 
$26,176 

$21,4U0 

$31,674 
$19,257 

1 

1 

1 
1 

1 

1 
1 

5 

8 

10 
8U 

1U 

1 
4 

I1,b84 

11,/12 

$ J,17 
$20,941 

2,14U 

3417 
$ 770 

3,Z9b 

Zb,Z4d 

Ii,Ud/ 

Status of Parking Permit 31 11 
6 

$31,674 
$19,257 

24 

1 
9 

10 
b,7U1 
1,926 I7,bZ/ 



TABLE IV-A.2
ESTIMATED PERSONNEL COSTS TO PRODUCE REPURTS FULLUWING APPLICATIUN IMPLEMENTATIUN bY AREA ANU APPLICATIuN
 

BRANCH 
 ASSOCIATED LOADED 
 PERCENT
OR 
 REPORT GS ANNUAL NU. UF ANNUAL TIME 
 ANNUAL CUsTS ANNUAL LUTS ANNUAL
DIVISION APPLICATION TITLE ~bOIS
NUS. 
 LEVEL RATE PERSUNNEL 
 PER LMPLUYLE BY Gs LEVEL bY APPLICAIIuN bY AKLA
 

Telephone Directory 
 32 113 $31,674 
 1 5 $ 1,584
 
9 $26,176 1 
 5 1,3u

7 $21,40U 1 
 25 b,3bU

6 $19,257 1 
 25 $ 4,14 13,Ub7
 

General Office Ai] N/A N/E N/E 
 NIL N/E
 

TOTAL
 

MO/GS/PPM Warehouse Control System 33,34,35 9 $26,176 
 1 45 $11,119
 
37,40 5 $17,275 1 
 7U $1z,U92 ,Z3,871
 

Office Machine Repairs 36 9 $26,176 1 
 5 s 1,4U9
 
5 $17,275 
 1 8U $1s,82U $15,129
 

Personal Custody :'roperty
Register 
 38,39 9 $26,176 
 1 4 $ 1,U47 } 1,U47
 

General Office All N/A N/E N/E 
 N/E N/L
 

TOTAL 4U,U47
 

MO/OM/OPM Property Disposal &
 
Acquisition File 
 41,43 FS-2 $5U,568 1 
 6 $ 3,Ui4
 

47,48 9 $26,176 
 2 55 $28,794 31,8&8
 

List of Vehicular Property 42,46,47 
 9 $26,176 1 10 
 $ Z,b18 $ z,1bl
 

List of Real Property 44,47 
 9 $26,176 
 1 2U $ 5,z30 4 b,Zb
 



-------------------------------------------------------------------------------------------------------------------------------------

TABLE IV-A.2
 
ESTIMATED PERSONNEL COSTS TO PRODUCE REPURTS FOLLOWING APPLICATION IMPLEMENTATIUN BY AREA AND APPLICATIU
 

BRANCH 
 ASSOCIATED LOADED 
 PERCENT
OR 
 REPORT GS ANNUAL ND. OF ANNUAL TIME 
 ANNUAL CUSTS ANNUAL CUSTS
DIVISION APPLICATION TITLE NOS. ANNUAL (CUbsLEVEL RATE PERSONNEL PER EMPLUYEL 
 BY GS LEVLL BY APPLILAIIUH BY ALA
 

Handbook 23 
 45 FS-2 $5U,568 1 ? 
 $1,U I,UI1
 

General 
 All N/A N/E N/E NIL N/L
 

TOTAL
 

GRAND TOTAL
 

FOOTNOTES
 
1. Annual 
Base Salary levels were taken from the 3rd step of the appropriate FS/GS-Level plus an overhead of Zb'x.
 

2. 
Only costs directly related to maintenance and retrieval of data in MU/GS/AP are given.
 

3. GS-9 from MO/GS/BM.
 

4. One GS-11 from MO/GS/AP.
 



TABLE IV-A.3 
ESTIMATED PERSONNEL DEVELOPMENT COSTS BY AREA AND APPLICATIUN 

BRANCH 
OR 

DIVISION APPLICATION TITLE 
ASSOCIATED 
REPORT NOS. 

PERSONNEL 
TITLE 

NO. OF 
PERSONNEL 

WORK 
DAYS 

PLR PERSON 
CUSTS bY 
PLRSUNNEL 

CUSTS BY 
APPLICATION 

LuSTS BY 
bRANCH UK UIVISIUN 

MO/CRM/RM Listing of Classified Material 
Reviewed 1 SA 

P 
I 
1 

0 
20 

$ 3,b4U1 
$ 3,UUU b,bqU 

Aid Films Listings 2 SA 
P 

1 
1 

20 
2U 

$ 3,b4U 
3,UU b,b4U 

Automation of Index to Shelf 
Ust 3 SA 

P 
1 
1 

2U 
20 

$3,b4U 
$ 3,UUU $ b,b4U 

Automation of Shelf Lists N/A SA 
P 

2 
2 

3U 
4U 

$1U,qzU 
$12,UUU $2z,Yzu 

Series Control 

Handbook 21 

Schedule 4,5,6 

7 

SA 
P 

SA 
P 

2 
2 

1 
1 

30 
4U 

10 
10 

$1U,92U 
$12,UUU 

$ I,m0 
$ 1,5UU 

$22,Y2U 

$ 3,JZU 
General Office All N/A N/E N/E N/E N/E 

TOTAL $b,UU 

SER/MO/GS Budget Tracking 8 SA 
P 

2 
2 

4U 
4U 

$14,bbU 
$1z,UUU Zb,bbU 

General Office All N/A N/E N/E N/E N/L 

TOTAL 
Ub,bbU 



TABLE IV-A.3
 
ESTIMATEu PERSONNEL DEVELOPMENT COSTS BY AREA AND APPLICATIUN
 

BRANCH 
OR 

DIVISION APPLICATION TITLE 
ASSOCIATED 
REPORT NOS. 

PERSONNEL 
TITLE 

NO. OF 
PERSUNNLL 

DAYS 
PER PERSUN 

COSTS BY 
PERSUIONLL 

CUSTS,BY 
APPLIGAItUN 

CUSIS bY 
bRANCH UK UiVtbiull 

MO/GS/AP Administrative Purchasing
Tracking System 9-19 SA 

P 
SA 
P 

3 
3 
1 
I 

20 
20 
i 
1U 

$1U,92U 
$ ,OUUO 
$ I,m0 
$ 1,bUU $23,2U 

General Office All N/A N/E N/E N/E N/L 

TOTAL *2j,24U 

MO/GS/BM List of Reimbursable Work
Authorizations 

Personnel and Space Index File 

Office Design 

General Office 

20 

21,22,23 
24,25,26 

N/A 

All 

SA 
P 

SA 
P 

SA 
P 
SA 
P 

N/A 

1 
2 

2 
2 

2 
3 
1 
1 

N/E 

30 
4U 

10 
10 

8U 
80 
ZU 
2U 

N/L 

$ 5,4bU 
$1Z,UUU 

$ 3,b40 
$ 3,UUU 

$29,12U 
$3b,UUU 
$ 3,b4U 
$ 3,UUU 

N/L 

417,40U 

. b,b4U 

71,7bU 

N/L 

TOTAL 4bbU 

MO/GS/IC Carpet and Drape Maintenance
Report 

Handbook 20 

Audit Telephone Bills 

27 

28 

29 

SA. 

P 

SA 
P 

SA 
P 

1 

1 

1 
1 

1 
1 

2U 

20 

1U 
10 

30 
3U 

$ 3,b4U 

$ 2,UUU 

$ 1,82U 
$ 1,5UU 

$ b,4bU 
$ 4,bUU 

. 

b,b4U 

i,.ZU 

9,96bU 



TABLE IV-A.3
ESTIMATED PERSUNNEL DEVELUPMENT COSTS BY AREA AND APPLICATIUN
 

BRANCH 

OR 
-DIVISION APPLICATION TITLE 

ASSOCIATED 
REPURT NOS. 

P;RSUNNEL 
TITLE 

NU. UF 
PERSUNNEL 

DAYS 
PER PERSUN 

CUSTS BY 
PERSUNNEL 

CUSTS BY 
APPLICATION 

CUSTS bY 
BRANCH UK UIVIbLuN 

Status of Mission Furniture 

Status of Parking Permits 

Telephone Directory 

General Office 

3U 

31 

32 

All 

SA 

P 

SA 

P 

SA 
P 

N/A 

1 

1 

1 

1 

1 
1 

N/E 

20 

20 

2U 

2U 

zu 
2U 

NIL 

$ 3,64U 

$ 3,UUU 

$ 3,b4U 

$ 3,CUU 

$ 3,bU 
3,UUU 

N/E 

$ b,bqU 

$ b,b4U 

b,b4U 

N/L 

TOTAL 3,4U 
MO/GS/PPM Warehouse Control System 

Office Machine Repairs 

33,34,35 

37,40 

36 

SA 

P 

SA 

P 

3 

b 

1 

1 

bO 

6U 

2U 

2U 

$3Z,7bU 

$z7,UUU 

$ 3,64U 

$ 3,UOU 

$b,7bU 

b,b4U 
Personal Custody Property
Register 

General Office 

TOTAL 

38,39 

All 

SA 

P 

N/A 

1 

1 

N/E 

20 

2U 

N/E 

$ 3,b4U 

$ 3,UUU 

N/L 

$b,b4U 

N/L 

47i,U4u 

MO/OM/OPH Property Disposal &Acquisition File 

List of Vehicular Property 

41,43 

47,48 

42,46,47 

SA 

P 

SA 

1 

1 

1 

20 

20 

2U 

$ 3,64U 

$ 3,UUU 

$ 3,b4U 

$ b,b4U 

P 1 20 : 3,uuu $b,64u 



TABLE IV-A.3 
ESTIMATED PERSONNEL DEVELOPMENT COSTS BY AREA AND APPLICATION 

BRANCH WRK 

OR 
DIVISION APPLICATION TITLE 

ASSOCIATED 
REPORT NOS. 

PERSONNEL 
TITLE 

NU. UF 
PERSONNEL 

DAYS 
PER PERSON 

CUSTS BY 
PERSONNEL 

CUSIS BY 
APPLILATIUN 

cUlss bY 
BRANLH UK DIVISIuN 

List of Real Property 44,47 SA 1 2U s 3,b4U 
P 1 20 3,UUU ) b,b4U 

Handbook 23 45 SA 1 2U $ 1,82U 
P 1 1U $ 1,bUU :3,3zO 

General Office All N/A N/E N/E N/L E/ 
TOTAL 

)!3,Z4U 

GRAND TOTAL 
43bU,dbU 

FOOTNOTES 

1. The daily salary of a Systems Analyst is $182.00. 

2. The daily salary of a Programmer is $i50.00. 

-




TABLE IV-A.4

ANNUAL SAVINGS IN PERSONNEL CWSTS FULLOWING AUTOMATION BY AREA AND APPLICATIuN
 

BRANCH OR 
DIVISION APPLICATION TITLE REPORT TITLE 

REPURT 
NU. 

PRE-
APPLICATIUN 

CUSTS 

PusT-
APPLICATIUN 

LUSTS 
ANNUAL 

SAVINUS 

MO/CRM/RM Listing of Classified 
Material Reviewed 

AID Films Listing 

Listing of Classified 
Material Reviewed 

AID Films Listing 

1 

2 

$ b,38U 

$ IU,7UU 

~ 4b,97U 

s S,bbU ) 

9,41U 

,14U 

Automation of Index 
to Shelf List 

Automation of AID Index 
to Shelf Lists (Form 5-45) 3 $ 7,593 $ 4,U38 $ 3,bbb 

Automation of Shelf 
Lists 

N/A 
N/A N/A $ 7,UUb NIL 

Series Control Schedule Annual Summary of Record 
Holdings 4 $ 3,7U7 

Emergency Disposal 
Records 

of 
5 $ 11 

Donation of Records 6 $ 11 

TOTAL 

Handbook 21 

General Office 

BRANCH TOTAL 

Handbook 21 

N/A 

7 

N/A 

$ 3,729 

$ 3U,b23 

N/L 

$1UB,Unb 

$ 7,UUb 

$ 23,Z74 

N/L 

$ 9b,8b4 

3,07) 

) 7,349 

N/L 

41z,111 

SER/MO/GS Budget Tracking 

General Office 

DIVISION OFFICE TOTAL 

Tracking of Ubligated and 

Confirmed Expenditures
by Budget Categories 

N/A 

8 

N/A 

$ Z5,339 

N/A 

$ 25,339 

$ 2U,bbd 

N/L 

$ ZU,5bb 

4 4,l6i 

N/L 

4 4,Tbi 



TABLE IV-A.4
 
ANNUAL SAVINGS IN PERSONNEL CUSTS FULLUWING AUTUMATIUN BY AREA ANU APPLICATIUN
 

BRANCH OR 
DIVISION APPLICATION TITLE REPURT TITLE 

REPURT 
NU. 

PRL-" 
APPLICATIUN 

CUTS 

PUsT-
APPLICATIUN 

CUSTS 
ANNUAL 

SAVINUS 

MO/GS/AP Administrative Tracking
Purchasing System AID Workload 9 $ 5,845 

Budget keporting 10 $ 5,84b 

Control Log Status 11 $ 5,845 

Daily Requisition Log 12 $ 4,384 

Procurement Status 13 $ 4,384 

Purchase Order History 
Status 14 $ 4,384 

Report on Procurement 
by Civilidn Executive 
Agencies 15 $ 365 

Requisition Control Log 16 $ 4,384 

SuMMdry of Contract 

Actions of $10,MU) 
or Less 17 $ 365 

Vendor Mdster Address 
List 18 $ 365 

Subscription dnd 
Periodical List 19 $ 365 

TOTAL 

General Office 

BRANCH TOTAL 

N/A N/A 

$ 36,b31 

N/A 

$ 36,531 

$ 3b,53Z 

N/E 

$ 3b,53Z 

( 

L$ 

I) 

N/E 

1) 



TABLE IV-A.4
ANNUAL SAVINGS 
IN PERSONNEL COSTS FOLLOWING AUTOMATION BY AREA AND APPLICATIUN
 

BRANCH OR 

DIVISION APPLICATION TITLE 


MO/GS/BM List of Reimbursable 

Work Authorizations 


Personnel and Space 

Index File 


TOT'L 


Office Design 


General Office 


BRANCH TOTAL 


MO/GS/IC Carpet and Drape 


Report 


Handbook 20 


REPORT TITLE 


List of Reimbursable
 
Work Authorizations 


Budget Estimates for
 
Leased Property 


Personnel Strength
 
Reports Across all
 
Buildings 


Personnel Strength
 
Reports by Leased
 
Buildings 


Occupancy Report 


Personnel Index 


Space Index 


N/A 


N/A 


Carpet Maintenancv.
 

Report 


Handbook 20 


REPORT 

NU. 


20 


21 


22 


23 


24 


25 


26 


N/A 


N/A 


27 


Z8 


PRE-

APPLICATIUN 


CUSTS 


$ 63,363 


$ 115
 

$ 4bZ 

$ 115
 

$ 11b
 

$ 11,532
 

$ 11,b3Z
 

$ 23,871 


N/A 


N/A 


$ 87,234 


$ 9b2 

$ 4,82Z 

PUST-

APPLICArIUN ANNUAL
 

CUSTS SAVINUS
 

53,8b85 9
Y,bUb
 

$ 17,297 4 b,b74 

$ 11,b31 N/L 

NIE N/L
 

$ 62,bb $ 4,b4d
 

$ 9bZ $ U 

3,Zb 1,bb
 



ANNUAL SAVINGS 
TABLE IV-A.4 

IN PERSONNEL COSTS FOLLOWING AUTOMATION BY AREA AND APPLICATIUN 

BRANCH OR 
DIVISION APPLICATION TITLE REPORT TITLE 

REPORT 
NU. 

PRE-
APPLICATIUN 

COSTS 

PUST-
APPLILATIUN 

LUSTS 
ANNUAL 

SAVINUS 

Audit of Telephone
Bills 

Audit of Telephone
Bills 29 $ 31,79U $ Z6,Z48 4 b,b42 

Status of Mission 
Furniture 

Status of Parking 

Permits 

Telephone Directory 

General Office 

BRANCH TOTAL 

Status of Mission 
Furniture 

Status of Parking 

Permits 

Telephone Directory 

N/A 

30 

31 

32 

N/A 

$ 1,032 

$ Y,182 

$ 16,b58 

N/A 

$ 64,346 

$ 1,U7 

$ 7,b2l 

$ 13,U57 

N/L 

$ b2,277 

0 5bj 

1,bb 

3,bU 

N/L 

:IZ,Ub 

MO/GS/PPM Warehouse Control System Receiving New Stock 33 $ Z1,673 

Credit Voucher Register 34 $ 2,173 

Returned Merchandise 35 $ 4,79U 

Notice of Award 37 $ b54 

TOTAL 

Office Machine Repairs 

Transfer Order 

Office Machine Repairs 

40 

36 

$ b54 

$ 29,944 

$ 19,Uz 

$ Z3,871 

$ lb,129 . 

b,u/j 

4,9UU 



ANNUAL SAVINGS 
TABLE IV-A.4 

IN PERSONNEL COSTS FOLLOWING AUTOMATIUN BY AREA AND APPLICATION 

BRANCH OR 
DIVISION APPLICATION TITLE REPORT TITLE 

REPORT 
NU. 

PRE-
APPLICATIUN 

LUSTS 

POST-
APPLICATION 

CUSTS 
ANNUAL 
SAVINGS 

Personal Custody 
Property Register 

Personal Custody 
Property Report 38 $ 64 

Personal Property 

Survey 39 $ 654 

TOTAL $ 1,3U8 $ I,U41 Zbi 

General Office N/A N/A N/A N/L N/L 

MO/OM/OPM 

BRANCH TOTAL 

Property Disposal and 

Acquisition File 

Disposal of Foreign 

Excess Property 41 

$ b,281 

$ 22,4b8 

$ 4U,U47 IU,Z34 

List of Personal 
Property 43 $ 12,bl 

Briefing Paper on Real,
Personal and Vehicle 
Property 47 $ 2,395 

Report on Overseas 
Exchange/Sales 
Transdctions 48 $ 768 

TOTAL $ 38,132 $ 31,b28 $ b,3U4 

List of Vehicular 

Property 

Agency Report 

Vehicle Data 

on Motor 

42 $ 2,618 

Listing of Vehicular 
Standardizdtion Plans 46 $ 1,534 

Briefing Paper on Real, 
Personal and Vehicle 
Property 47 $ 2,395 

TOTAL $ b,b47 Z2,b18 @ 3,9?9 



TABLE IV-A.4
 
ANNUAL SAVINGS IN PERSONNEL COSTS FULLOWING AUTOMATION BY AREA AND APPLICATIUN
 

PHL- PU!T-
BRANCH OR 
 REPORT APPLICATION APPLICATIuN ANNUAL
DIVISION APPLICATION TITLE 
 REPORT TITLE 
 NO. LUSTS 
 LUSIS SAVINUb
 

List of Real Property Inventory of Real
 
Property 
 44 $ b,b44
 

Briefing Paper on Real,
 
Personal and Vehicle
 
Property 
 47 $ 2,396
 

TOTAL 

$ 8,94u $ b,32b 
 3,7U4
 

Handbook 23 
 Handbook 23 
 45 $ 1,UI1 $ I,011 
 U
 

General Office N/A 
 N/A N/A N/L 


BRANCH TOTAL 
 $ 54,b3U , 4U,b93 13,3/ 

GRAND TOTAL 
 $42b,38b $3b8,b7i 
 b7,/U1
 

FOOTNOTES
 

1. "( )" indicates a negative number.
 

N/L 



would be little or no cost advantage to this option because each system
 

team would have to be oriented to MO's operation separately. The cost
 

of this type of development effort would be approximately $350,860. We
 

feel that due to the current budget cuts this is not a good option and
 

therefore do not recommend it.
 

Method B, the Phasing Approach, which uses the same project
 

team throughout the development effort is the most attractive
 

alternative. The major advantage of this approach is that it would
 

allow the system developers to make use of their growing experience and
 

understanding of MO's operations. This depth of understanding is a
 

necessary component in the successful design, development, and
 

implementation of any new computer system. We estimate that after the
 

equipment is installed the development team would "move in" for a year.
 

They would begin by helping MO's staff develop the initial systems
 

operations procedures and policies and review them periodically. This
 

orientation and start-up step should take about two weeks. The
 

development would be divided into three phases, each with an
 

approximately equal workload. Each phase would be grouped by branch so
 

as to add a homogenity to the work. It is estimated that the
 

development effort would require 6 1/2 persons years Specifically, a
 

half time project manager, and two decelopment teams. The major
 

development team would consist of 1 1/2 system analysts and 3
 

programmers. The minor development team would consist of 1/2 time
 

Systems Analyst and 1 full time Programmer. We estimate this effort,
 

under the phasing approach would cost approximately $235,500. The three
 

phases are described more fully below.
 

a. Phase 1
 

During this phase, the major application system would be
 

developed for Record Management Branch. This system is of high priority
 

because they are under an Executive Order to declassify and store
 

records efficently. If the terms of this Executive Order are not met in
 

the near future, AID may be refused storage rights at NARS. AID would
 

then be forced to incur full costs for the leasing of space to store
 

documents as well as the other related costs. The minor application
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branch to be automated in Phase I is GS/IC Branch. The reason GS/IC was
 

selected is that they will be the branch responsible for the maintenance
 

of the OIS system and therefore they need to be the first to become
 

involved.
 

b. Phase II
 

During this phase the major 	system application Branch will
 

be GS/PPM, the Warehouse. They need to have their operations automated
 

so they can more efficiently keep track of personal property as it flows
 

in and out of the Warehouse. The minor system application Branch will
 

be MO/GS, which is the last 	minor application branch not currently
 

automated.
 

c. Phase III
 

During this phase the major 	system application Branch is
 

GS/BM, Building Management. They have the most complex need, an
 

integrated graphics and location oriented data base system. They are
 

paired with the two Branches with the least complex system needs, GS/AP
 

and OM/OPM, both of which have existing automated systems. These two
 

systems will not be redesigned but merely transferred to the OIS
 

environment for continuity, 	efficiency, and common access to
 

appropriate data bases.
 

4. Conclusion
 

The total cost of Method B is estimated at $235,500 or a 35%
 

cost reduction from the $350,860 estimated under Method A. Therefore,
 

we recommend Method B which will use the same team and three phases to
 

develop the system needed by MO.
 

B. HARDWARE AND ASSOCIATED 	COSTS
 

AID has under development two major systems which will be used by
 

the AID/W Management Operations Office (MO). They are:
 

o Personal Property Management System (PPMS)
 

o 	Financial Accounting and Control System (FACS).
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Group Operations, Incorporated was required to look at only computer
 

hardware which would be compatable with these two systems.
 

As was determined in Sections II and III of this requirements
 

analysis, MO has documented requirements for both Word Processing (WP)
 

and Data Processing (DP). Unfortunately Wang cannot use
 

telecommunications (TC) to perform remote word processing but is limited
 

to direct hook-up or stand-alone applications. Within the Wang hardware
 

environment there are three basic approaches:
 

o 	Intelligent stand alone WP's: Wangwriter with
 
telecommunications to a VS system for most DP
 
activities.
 

o 	A central minicomputer: VS system with WP/DP and
 
Wangnet tied terminals.
 

" 	A distributed system with TC access to a
 
minicomputer: OIS distributed system capable of
 
supporting both WP/DP activities.
 

The approach which was taken whether to rent or purchase hardware
 

was to only consider the purchase option. Currently under the GSA
 

schedule the rental costs are 4.5% per month of the purchase price.
 

This means that rental payment for three years equal the purchase price.
 

It is expected that after spending up to $235,503 in development costs
 

the hardware would be in place longer than three years.
 

1. Wangwriters
 

The basic Wangwriter has 128 K of memory, two removable 5 1/4"
 

diskettes and a 20 CPS Daisy wheel printer. The units would need to be
 

equipped with telecommunications to communicate with the VS system.
 

This interface will be necessary for all but the simplest applications.
 

Each station would be equipped with CPM and BASIC for small DP
 

applications which can be performed locally. Table IV-B.1 shows that
 

66% of the 31 applications can be put on the Wangwriter stations, the
 

rest will have to reside on the remote VS system.
 

As compared to using a VS or OIS system, these stations require
 

comparatively little staff training and the maintenance is limited to
 

receiving, deleting and generally organizing the diskettes. Table
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TABLE IV-B.1
 
ABILITY OF HARDWARE OPTIONS
 

TO EFFECTIVELY HANDLE APPLICATIONS LOCALLY
 

Branch Hardware Options
 
or 
 VS 01S
 

Division Application Title Wangwriter System System
 

MO/CRM/RM Listing of Classified
 
Material Reviewed X X X
 

Aid Films Listing X X X
 

Automation of Index to
 
Shelf List X X
 

Automation of Shelf Lists X X
 
Series Control Schedule X X
 

Handbook 21 X X X
 
General Office X X X
 

SER/MO/GS Budget Tracking X X
 

General Office X X X
 

MO/GS/AP Administrative Purchasing
 

Tracking System X X
 
General Office X X X
 

MO/GS/BM List of Reimbursable
 

Work Authorizations X X X
 

Personnel and Space
 

Index File X X X
 

Office Design X X
 
General Office X X X
 

MO/GS/IC Telephone Directory X X X
 

Status of Mission Furniture X X X
 

Status of Parking Permits X X X
 
Handbook 20 X X X
 

Audit of Telephone Bills X X
 

Carpet Maintenace Report X X X
 

General Office X X X
 
MO/GS/PPM Warehouse Control System X X
 

Office Machine Repairs X X
 

Personal Custody Property
 
Register X X X
 

General Office X X X
 



TABLE IV-B.1 

ABILITY OF HARDWARE OPTIONS 
TO EFFECTIVELY HANDLE APPLICATIONS LOCALLY 

Branch 
or 

Division 

MO/OM/OPM 

Application Title 

Property Disposal and 

Acquisition File 

List of Vehicular Property 

List of Real Property 

Handbook 23 

General Office 

'Hardware Options 
VS 

Wangwriter System 

X 

X X 

X X 

X X 

X X 

OIS 
System 

X 

X 

X 

X 

X 

TOTAL 21 31 31 



IV-B.2 shows the hardware, software, and personnel costs associated with
 

installing and maintaining the Wangwriter stations. The cost of
 

installing and training was estimated to be $60,528 with an annuilly
 

operated cost of about $6,578.
 

2. VS System
 

The basic VS system which would be required is a VS-100 CPU,
 

with nine woikstations, one l'tter quality, 35 CPS, daisy wheel printer;
 

five draft, serial band, 250LPM printer; one serial line printer, 433
 

LPM and the printer feeders; one dual density tape drive; nine track,
 

800/1600 BPJ; two 90 MB disk including a 13.4 MB portable disk pack.
 

The VS system comes with all the required software including WP
 

and BASIC. Due to the sophistication of the system both the initial and
 

operational personnel costs are significant. A system of this type
 

needs at least one full time manager, a part-time supervisor, and
 

several part ti.me support personnel including a Systems Analyst. If
 

this level of personnel commmitment is not maintained the reliability of
 

the system degenerates 	considerably. There are also a set of procedures
 

and policies which need to be developed and implemented in order to
 

maintain the system organization and their cut-effort customer service.
 

Table IV-B.3 shows the hardware/software, and personnel costs associated
 

with the installation of a VS system with nine workstations.. The cost
 

of purchasing, installing and personal training the VS System would be
 

$290,205 with an annual operational and maintenance cost of $99,406.
 

3. OIS System
 

There are three potential WANG OIS systems which could perform
 

the requirements needed by MO.
 

All three systems meet MO's telecommunication requests. They
 

all can communicate with either a WANG VS system or an IBM OS system
 

using any of the following protocols:
 

o Batch: 2780/3780
 

o TTY Emulation: 2741
 

o 	Interactive Batch: 3270
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TABLE IV-B.2 

WANGWRITER HARDWARE, SOFTWARE AND ASSOCIATED COSTS 

Purchase/Training Maintenance 
Item Unit Cost Quantity Total Unit Cost Quantity Total 

'Hardware 

Wangwriter 5503 
w/128K, Dual Disk, 
Telcom. $ 6,391 9 $57,519 $ 87 9 $ 783 

Software'
 

CP/M N/A 350 1 350 N/A N/A N/A
 
BASIC N/A 500 1 500 N/A N/A N/A
 

Total $ 850
 

Personnel
 
Title Grade
 

Clerk 5 $12,854 2 1%@ $ 256 $12,854 2 10%@ $2,570
 
Prog. Oper.
 
Ast. 7 15,922 2 1%@ 318 15,922 2 10%@ 3,184
 

Super Prog.
 
Oper. 11 23,566 1 1% 235 23,166 1 10% 235
 

Total $ 809 $5,975
 

Installation
 

Install Designated 
Electric $ 150 9 $ 1,350 0 

Wangwriter Option Total $60,528 $6,758
 

V 



TABLE IV-B.3
 

V.S. SYSTEM HARDWARE, SOFTWARE, AND ASSOCIATED COSTS
 

Purchase/Training Maintenance
 

Item Unit Cost Quantity Total Unit Cost Quantity Total
 

Hardware
 

VS-100/16F $63,866 1 $ 63,866 $ 638 1 $ 638 
Workstations - 2256C 3,951 9 35,559 105 9 945 
Printer-Letter 6581W 4,312 1 4,312 147 1 147 
Printer-Draft 5573 6,468 5 38,808 220 6 1,320 
'Tape Drive 2209V-2 11,620 1 11,620 518 1 518 
Disk 90MB 2280V-2 15,759 2 31,518 227 1 227 
Printer 5571 14,525 1 14,525 203 1 203 
Print Feeder TSF 1,680 2 3,360 23 2 46 

Total $203,568 $ 4,044
 

Software
 

BASIC N/C N/C
 

Personnel
 
Title Grade
 

Clerk 5 $17,275 2 10%@ $ 3,455 $17,275 2 20%@ $ 6,910 
Prog. Oper. Ast. 7 21,400 2 1O%@ 4,280 21,400 2 20%@ 8,560 
Systems Anal. 12 3-,963 1 !O%@ 3,796 28,245 1 60% 22,777 
Systems Mg. 12 37,963 1 20% 7,592 28,245 1 100% 28,245 
Super Oper. Mg. 13 45,141 1 10% 4,514 45,141 1 50% 22,57U 

Total $ 23,637 $89,062
 

Installation
 

Average as
 
per DM Installation $200/sq. 315/sq. $ 63,000
 

ft. ft.
 

Rent $20/sq. 315/sq. $ 6,300
 
ft. ft.
 

VS System Total $290,205 $94,406
 



The older generation of OIS systems has two potential
 

candidateA, the 140 MODEL III and the 145 CPU configurations. The
 

difference in price is significant between these two system CPU's since
 

the 145 is $19,000 or 44% more expensiv- those the 140 system. For the
 

MO applications the performance difference between the 140 and 145
 

system is not enough to justify the price difference, since the 140 can
 

perform all the necessary applications, just a little slower.
 

The WANG's OS Alliance 250 system is the new generation of
 

WP/DP OIS machines which is capable of supporting a data base management
 

(DBM) package. The 140 cannot suppport a real DBM package and therefore
 

is not as an effective or cost effective machine for DP/WP applications
 

like MO. Table IV-B.4 slows the cost difference between the 140 and 250
 

OIS systems to be $7,128 which is 15% more for the 250 than the 140, but
 

its performance is 15-25% better. In addition, applications development
 

time can be decreased significantly due to the use of the DBM (VISUAL
 

MEMORY) on the 250 system. This cost comparison ignores the peripher Is
 

since they are the same for either the 140 or the 250 machine.
 

The 250 is due for delivery in June 1982. It is currently
 

finishing its final tests at both the CIA and State Department. Both of
 

these users are reserved but optimistic about the machine's abilities.
 

Since it is not anticipated that the funding, contracting, and
 

organizational arrangements could be made before summer, and it will
 

substantially save in the development effort, we recommend the 250. In
 

most cases there are problems associated with a new machine. We feel
 

these problems would be minor but an alternative approac' would be to
 

install a 140 and plan to upgrade to a 250 in the future. The hardware
 

cost of this upgrade is about $7,500. This is not a recommendation
 

though since it would require extensive software redesign upon
 

conversion in order to make use of the DBM capabilities.
 

For either the 250 or 140 system we recommend the second 80 meg
 

disk unit for both the additional speed and for back up capabilities.
 

The reason we don't recommend a smaller disk is the price difference
 

between the 26 MB disk and the 80 MB disk is only $2,000, which makes
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TABLE IV-B.4
 
OIS 140 AND 250 BASIC CPU AND DISK COST COMPARISON
 

250 Alliance $15,960 

CPU 2 80-meg. 
disks 31,920 

Total $47,280
 

140 MODEL III
 

CPU including
 
1 80-meq disk $24,192
 

1 additional
 
80-meg disk 15,960
 

Total (40,152)
 

DIFFERENCE $ 7,128
 



TABLE IV-B.5
 

OIS SYSTEM HARDWARE, SOFTWARE AND ASSOCIATED COSTS
 

Purchase/Training Annual Maintenance 

Item Unit Cost Quantity Total Unit Cost Quantity Total 

Pardware 

DIS-Alliance 
Disk 80 Meg. 

250 
6850-3P 

$15,960 
15,960 

1 
2 

$ 15,960 
31,920 

$ 223 
223 

1 
2 

$ 223 
446 

Workstations 
orkstation 

5939 
5503 + tel 

$ 4,435 
$ 9,454 

7 
1 

$ 31,045 
$ 9,454 

62 
75 

2 
1 

446 
75 

orkstation -

Master 5939 
Printer 5577 
Printer 5571 
Print Feeder TSF 
OIS TEL TCSC-2 
VS TEL 22V06-3 

5,241 
5,019 

14,525 
1,680 
1,245 
3,403 

1 
2 
1 
2 
1 
1 

5,241 
10,038 
14,525 
3,360 
1,245 
3,403 

73 
70 

128 
23 
17 
51 

1 
3 
1 
2 
1 
1 

73 
210 
128 
46 
17 
51 

Disk Packs 
13.4 mg. 725-0711 350 7 2,450 - N/A -

HARDWARE TOTAL $128,641 $ 1,765 

Software 

BASIC $ 2,520 $ 2,520 N/C 

CP/M 
Visual Memory 
Management 

840 
5,040 
1,680 

840 
5,040 
1,680 

N/C 
N/C 
N/C 

SOFTWARE TOTAL $ 10,080 

Personnel 
Title Grade 

Clerk 
Prog. Opr. Ast. 
Super Oper. Mg. 
iSystems Analyst 

5 
7 

11 
9 

$17,275 
21,400 
31,674 

2 1% 
2 1% 
1 2% 

$ 344 
428 
634 

$17,275 
21,400 
31,674 
26,176 

2 10% 
2 10% 
1 50% 
1 1U% 

$ 3,454 
4,28O 
15,837 
2b,176 

PERSONNEL TOTAL $ 1,406 $49,747 



TABLE IV-B.5 

OS SYSTEM HARDWARE, SOFTWARE AND ASSOCIATED COSTS 

Installation/Space 

Move walls to Build 
100 sq. ft. room 

A/C duck work to 
accommodate 5K BTU/h 
lectric Work (11 circuits) and Cabling 
Cabling 
Rent 

$ 3,500 

$ 500 
$ 1,650 
$ 2,000 

$20/sq.ft. 100 $ 2,000 

INSTALLATION/SPACE TOTAL $ 7,650 $ 2,0UO 

OIS GRAND TOTAL $147,777 $53,512 

* Subtotal $47,280 

Q1
 



the 80 MB a very inexpensive upgrade. We recommend eight workstations
 

and one archival workstation. The archival workstation is to be used by
 

the system manager's group. We also recommend one 425 LPM high speed
 

printer, and three printers which operate on two speed letter quality:
 

60 CPS, draft quality: 180 CPS. Two of these printers would be
 

equipped with paper feeders. We recommend communication capability
 

between the OIS DM's VS, and the 370. This will be necessary for use of
 

the PPMS and the FACS systems and reading the Telephone 9-track tapes.
 

In order to communicate, two pieces of communicates equipment are
 

needed, the TCSC-2 for the OIS and the 22VO6-3 for the VS system. It is
 

assumed the 370 is equipped with the communications hardware.
 

The 250 system comes with a full Word Processing/spelling and
 

security packages at no additional cost. In addition we recommend both
 

the data base management package - Visual memory and a general
 

management package. The languages BASIC and CP/M emulater are also
 

recommended so that a wide variety of software can be used on the
 

system.
 

The hardware related personnel costs are relevant but not 

significant. One system manager could handle the operations with 

minimal (10%) help from the support staff. Though this position would 

only take about 50% of the time, he would be able to perform the 

responsibility for maintaining the systems performance through the use 

of a well developed set of system procedures and policies. Our cost 

estimates assumed that such procedures would be constructed as part of 

the normal application development period. WA ALo FecL T14-TA T)40ft4 50$a-Z

54 P, TV P4L%4~'. 5*rTc.,A*4 VwA'7b.SYSiuM N-~Tfi.ic.p.JALLC 


Table IV-B.5 shows the hardware, software and personnel costs
 

associated with the installation and operation of a OIS system at MO.
 

The total cost is $44-,-44-7 with an annual maintenance of about $ 1 T- 2"
 

4. Conclusion
 

In comparing the three alternatives we found that the
 

Wangwriter is about $80,000 less than the OIS but it could not perform
 

more than 66% of the needed applications. The VS system is not
 

recommended because this system is basically designed for sophisticated
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the 80 MB a very inexpensive upgrade. We recommend eight workstations
 

and one archival workstation. The archival workstation is to be used by
 

the system manager's group. We also recommend one 425 LPM high speed
 

printer, and three printers which operate on two speed letter quality:
 

60 CPS, draft quality: 180 CPS. Two of these printers would be
 

equipped with paper feeders. We recommend communication capability
 

between the OIS DM's VS, and the 370. This will be necessary for use of
 

the PPMS and the FACS systems and reading the Telephone 9-track tapes.
 

In order to communicate, two pieces of communicates equipment are 

needed, the TCSC-2 for the OIS and the 22V06-3 for the VS system. It is 

assumed the 370 is equipped with the communications hardware. 

The 250 system comes with a full Word Processing/spelling and
 

security packages at no additional cost. In addition we recommend both
 

the data base management package - Visual memory and a general
 

management package. The languages BASIC and CP/M emulater are also
 

recommended so that a wide variety of software can be used on the
 

system.
 

The hardware related personnel costs are relevant but not
 

significant. One system manager could handle the operations with
 

minimal (10%) help from the support staff. Though this position would
 

only take about 50% of the time, he would be able to perform the
 

responsibility for maintaining the systems performance through the use
 

of a well developed set of system procedures and policies. Our cost
 

estimates assumed that such procedures would be constructed as part of
 

the normal application development period. We also feel that there
 

should be a System Analyst/Programmer available to perform software
 

maintenance.
 

Table IV-B.5 shows the hardware, software and personnel costs
 

associated with the installation and operation of a OIS system at MO.
 

The total cost is $147,777 with an annual maintenance of about $53,512.
 

4. Conclusion
 

In comparing the three alternatives we found that the
 

Wangwriter is about $80,000 less than the OIS but it could not perform
 

more than 66% of the needed applications. The VS system is not
 

recommended because this system is basically designed for sophisticated
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data processing applications and not a distributed office type of
 

environment. Not only is the cost higher than the OIS, by $82,000, but
 

the high level of system maintenance required would not be recommended
 

for an application oriented organization like MO.
 

The current annual cost of the computer hardware which would be
 

replaced by the OIS system is detailed in Table IV-B.6. They total
 

$12,929. With a total OIS hardware/software cost of $138,721.
 

We therefore recommend the OIS system and associated software
 

for MO application. It was designed by Wang for just that type of
 

application and we feel that it would significantly increase MO's
 

effectiveness and productivity, without increasing staff.
 

C. INDIRECT FACTORS ANALYSIS
 

1. Advantages
 

In assessing personnel costs we restricted our quantitative
 

analysis to time spent directly on report production as the basis of
 

area activity. While this is generally a safe assumption, it is also
 

true that there are a number of activities which only indirectly impact
 

on the report product and so are not included in the personnel time
 

estimates. The purpose of this section is to point out a number of
 

areas where the introduction of automation should provide personnel cost
 

savings in activities indirectly related to report production.
 

One technique for a manager to increase overall productivity is
 

to raise staff efficiency. This option is facilitated through
 

automation by reducing the time to find and analyze information. In
 

fact our post-application personnel costs reflect this premise.
 

However, the ability to perform rapid search, retrieval, and analysis of
 

information impacts on other features of Government activity, for
 

example: 1) staff members may be spread out over more projects without
 

a reduction in efficiency since the computer can "do the wal'king"
 

through the file system; 2) special projects, e.g., Congressional or FOI
 

requests, which disrupt normal activities are dispensed with sooner;
 

and, 3) "false starts," are detected sooner, i.e., when the information
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TABLE IV-B.6
 
ESTIMATED CURRENT ANNUAL COMPUTER COSTS TO F;UUUCE REPURTS 
BY 	AREA ANU RLPURI
 

BRANCH OR 
DIVISION REPORT TITLE 

MO/CRM/RM Listing of Classified Material Reviewed 

AID Films Listing 

Automation of AID Index to Shelf Lists 
(Form 5-45) 

Annual Summary of Record Holdings 

Emergency Disposal of Records 

Donation of Records 

Handbook 21 

TOTAL 

SER/MO/GS Tracking of Obligated and Confirmed 
Expenditures by Budget Categories 

TOTAL 

MO/GS/AP AID Workload 

Budget Report 

Control Log Status 

Daily Requisition Log 

Procurement Status 

Purchase Order History Status 

REPORT 

NO. 


1 


2 


3 


4 


5 


6 


7 


8 


9 


1 


11 


12 


13 


14 


CUMPUTER 

TYPE 


IBM SYS 6 


IBM SYS 6 


IBM SYS 6 


N/A
 

N/A
 

N/A
 

N/A
 

Q-1 


Q-1 


Q-1 


Q-1 


Q-1 


Q-1 


Q-1 


NO. UF 

CUMPUTERS 

USED 


1 


1 


1 


I 


2 


2 


2 


2 


2 


2 


ANNUAL 

PERCENT TIME 

PER CUFUTER 


2U 


N/E 


IU 


N/E 


8 


8 


8 


6 


6 


6 


ANNUAL 

CUMPUrER CUSTh 


1Y REPURIS 


5
 

N/L
 

Zb3
 

N/E
 

912
 

91
 

$ 	912
 

b84
 

684
 

$ b84
 

ANNUAL
 
CUMPUIEX
 

CUSIS bY AKLA
 

NIL
 



TABLE IV-B.6
 

ESTIMATED CURRENT ANNUAL CUMPUTER CUSTS TO PRODUCE REPURTS BY AREA ANU REPURT
 

BRANCH OR NO. UF ANNUAL ANNUAL
REPORT COMPUTER CUMPUTERS PERCLNT TIME CUMPUTER Cus[!
DIVISION REPORT TITLE 
 NU. TYPE UbLO PER CUMPUTER BY REPORTS 


Report on Procurement by Civilian

Executive Agencies 
 15 Q-1 .b 
 $ bl 

Requisition Control Log 16 
 Q-1 2 
 b b84
 

Summary of Contract Actions of $10,000
 
or Less 
 17 Q-1 2 b$ bl
 

Vendor Master Address List 
 18 Q-1 2 .b 
 4 b
 

Subscription and Periodical List 19 Q-1 
 2 .b b7
 

TOTAL 


MO/GS/BM List of Reimbursable Work Authorizations 20 IBM SYS 6 
 1 .bU $ 13
 

Budget Estimates for Leased Property 
 21 N/A
 

Personnel Strength Reports Across all
 
Buildings 
 22 N/A
 

Personnel Strength Reports by Leased
 
Buildings 
 23 N/A
 

Occupancy Report 
 24 N/A
 

Personnel Index 
 25 N/A
 

Space Index 
 26 N/A
 

TOTAL 


ANNUAL
 
CUMPUItK
 

COSTS BY AREA
 

b,/Lu
 

i1
 



TABLE IV-B.6
ESTIMATED CURRENT ANNUAL COMPUTER COSTS TU PRODUCE REPORTS BY AREA ANU REPORT
 

BRANCH OR 
DIVISION REPORT TITLE 

REPORT 
NO. 

COMPUTER 
TYPE 

NO. OF 
CUMPUTERS 

USED 

ANNUAL 
PERCENT TIME 
PER LUMPUTER 

ANNUAL 
CU1PUILR GUSTS 

BY RLPURTs 

ANNUAL 
CuMPU L 

LuSIS BY AREA 
MO/GS/IC Carpet and Drape Maintenance Report 27 IBM SYS 6 1 b $ 1i1 

Handbook 20 28 IBM SYS 6 2 8 42U 
Audit of Telephone Bills 29 IBM 37U 1 N/L N/L 

Status of Mission Furniture 30 IBM SYS 6 1 4 llUb 

Status of Parking Permits 31 IBM SYS 6 1 17 $ 447 
Telephone Directory 32 IBM SYS 6 2 8 $ 42U 

TOTAL 

MO/GS/PPM Receiving New Stock 33 Olivetti 1 3U $1,4Z9 

$ 1,b3 

Credit Voucher Register 34 Olivetti 1 5 $ Z38 
Returned Merchandise 35 Olivetti 1 15 $ iIb 

Office Machine Repairs 36 Olivetti 1 10 ) 4/b 
Notice of Award 37 Olivetti 1 .b 24 
Personal Custody Property Report 38 Olivetti 1 3.5 b7 
Personal Property Survey 39 Olivetti 1 .5 Z24 

Transfer Order 40 Olivetti 1 .b $ 24 
TOTAL 

4 3,U9/ 
MO/OM/OPM Disposal of Foreign Excess Property 41 IBM 370 1 30 $I,U4z 

Agency Report on Motor Vehicle 42 IBM 370 1 3 104 

4



TABLE IV-B.6 
ESTIMATED CURRENT ANNUAL COMPUTER COSTS TO PRUUUCE REPORTS BY AREA ANU REPORT 

BRANCH OR 
DIVISION REPORT TITLE 

List of Personal Property 

Inventory of Real Property 

REPORT 
NO. 

43 

44 

COMPUTER 
TYPE 

IBM 370 

N/A 

NU. OF 
CUMPUTERS 

USEU 

1 

ANNUAL 
PERCENT TIME 
PER CUMPUTLR 

17 

ANNUAL 
CUMPUTER CUSTS 

BY REPORTS 

bU 

ANHUAL 
CUMPUTE( 

CUSTS bY AKLAi 

Handbook 23 45 N/A 

Listing of Vehicular Standardization Plans 46 N/A 

Briefing Paper on Real, Personal and 
Vehicular Property 

Report on Overseas Exchange/Sales 
Transactions 

TOTAL 

47 

4B 

IBM 370 

IBM 370 

1 

1 

Z 

.Ub 

69 

4i'buI 

GRAND TOTAL 

12,qzq 



required is not existing, unaccessible, or in an unusable form. The
 

flexibility to expand productivity in an era of Government work force
 

reductions cannot be overestimated.
 

Another area of staff efficiency attributable to automation,
 

but only indirectly related to report production is the General
 

Office/Word Processing package. The primary benefit here is the
 

swiftness with which first drafts become final versions. Particularly
 

useful is the editing ease with which text changes are inserted into
 

existing text. The revised text is automatically realigned, producing a
 

camera ready copy.
 

Having explored the general benefits of automation we may now
 

review three specific systems which are expected to produce significant
 

personnel cost savings contributing only indirectly to report
 

fulfillment. These are the Office Design graphics package for MO/GS/BM,
 

the inventory control system for MO/GS/PPM, and the document tracking
 

package for MO/CRM/RM.
 

Approximately 40% of the personnel time within MO/GS/BM is
 

spent modifying floor plans. This procedure, a combination of artistic
 

judgement and technical skill, may require up to twelve floor plan
 

variations before the optimum design change is decided upon. Such
 

diverse factors as design symetry, ease of constructing the change,
 

esthetic beauty, correct office square footage allotment, closeness of
 

desks, door height, etc. must all be considered and represented properly
 

in the final design selection. As part of our recommendations, the
 

Office Design graphics package would be designed to aid this process by
 

providing rough drafts of floor plan changes. By entering various
 

parameters, the Office Design application will rapidly generate a series
 

of first draft sketch changes. The staff can then use their judgement
 

to choose the optimum design and manually refine it into a final
 

version. It is estimated that the personnel savings time in the area of
 

floor plan design will approach 40% or more.
 

This Office Design System would use the WANG 64K proportional
 

spacing workstation as a terminal. It has the capability of addressing
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varioua places on the screen like a full graphics terminal. The
 

resolutions will be only fair quality, i.e., diagonal lines will not be
 

smooth but slightly jagged, but it is anticipated that this will be
 

sufficient for GS/BM's uses. The system will output on the WANG dot
 

matrix printer and have the same "DRAFT ONLY" quality of output as the
 

terminal. The advantage of this is still significant since it will mean
 

that only one hand produced draft will be necessary and not twelve.
 

MO/GS/PPM is another area with heavy daily requirements
 

contributing indirectly to report generation. As a warehous- operation,
 

MO/GS/PPM must maintain daily logs on merchandise received by the
 

Warehouse, credited from the Warehouse to other parts of AID, returned
 

from AID to the Warehouse, etc. Further the status of each event must
 

be tracked over time, e.g., an incomplete shipment may arise because
 

either the vendor is temporarily out of stock or the vendor no longer
 

caries the item. Appropriate action depends on the reason for the
 

incomplete shipment. Finally, MO/GS/PPM is also charged with
 

coordinating office machine repairs.
 

In a multi-tracking environment such as a warehouse it becomes
 

difficult, if not unmanageable, to go beyond control of daily tracking
 

needs. That is, long term planning is often dependent on the amount of
 

spare time to review the various registers in an attempt to achieve an
 

overall picture of the warehouseing operational needs. This situation
 

almost guarantees an inflexible response to significant short term
 

changes which may occur, e.g., a normal seasonal demand conflicting with
 

a market under-supply of a particular item. An automated warehouse
 

inventory control system replaces the manual register tracking system
 

and also provides for rapid computer analyses across and within various
 

registers. It is the power of such analyses that provides management
 

with the timely data necessary to justify the implementation of long arnd
 

short term plans. Further, the constant up to date information allows
 

for accurate monitoring of the plan's progress with consequent
 

correction if required. Thus, an automated inventory control system
 

provides personnel cost savings for daily and longer term functions.
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The document tracking package for MO/CRM/RM provides another
 

example of potentially large personnel cost savings not captured when
 

focusing on direct report costs. MO/CRM/RM has two functions relevant
 

to this analysis. First, it must develop, implement and monitor a
 

uniform series control schedule throughout AID. The monitoring process
 

involves ensuring that missions take appropriate disposition action
 

within pre-set time frames. Thus, it is necessary'to track which
 

document series at which missions require which action within which time
 

period! A second task charged to MO/CRM/RM is to retrieve requested
 

information from AID documents archived at NARS, e.g., in response to an
 

FOI request. Currently, the entire process is performed manually and
 

relies largely on the personal knowledge of a few individuals for smooth
 

functioning. When a document is archived three phases are brought into
 

play: I) the document is stored in a box; 2) a shelf list describing
 

the basic contents of one or more boxes is generated; and, 3) an index
 

to the shelf list, which summarizes the categories covered by a shelf
 

list, is developed. The document search process follows the archiving
 

procedure in reverse.
 

Clearly both the monitoring of the series control schedule and
 

the archived document search process are extremely labor intensive when
 

performed manually, due simply to the sheer volume of information to be
 

dealt with. Thus, by allowing a computer to conduct monitoring and file
 

search processes, overall staff time should be reduced while
 

simultaneously raising productivity.
 

2. Potential Disadvantages
 

Computers exist as only one aspect of an overall office
 

environment. Unless the complete environment is considered prior to
 

programming, the computer cannot maximally contribute to office productivity
 

and may even inhibit it. The aspects of the office environment which are
 

relevant to smooth integration of automation include such factors as: 1) an
 

awareness of the limitations of the computer, especially in performing
 

judgements; 2) the steps necessary to maintain data bases; and, 3) training
 

requirements which allow the staff to incorporate automation into their
 

normal work routine. The potential effects of not considering these factors 

are now outlined. 
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a. "If you cannot do it manually, a computer cannot do it either"
 

This caveat is probably the most overlooked at the
 

managerial level. Since the computer can only reflect your current
 

operational procedures, if the procedures do not function well neither
 

will the computer.
 

b. A computer is not a cure-all
 

There is a tendency to think of computers as cure-alls or
 

the solution to any problem. As a result managers sometimes forego good
 

planning techniques for the voodoism of computerism. Computers can only
 

be one component of the process towards a solution, never the solution.
 

c. "Garbage In - Garbage Out"
 

The best managed computer system is useless unless the
 

avilable data is both current, reliable, and valid for your purposes.
 

One of the most common computer-related complaints is that the numbers
 

generated are not relevant or out of date. Too oftrn this occurs
 

because adequate procedures were not developed to maintain the data
 

bases.
 

d. "Frustration breeds contempt"
 

Be wary of user complaints for the first six months of
 

usage. Our experience has been that over 80% of these complaints arise
 

more from a lack of understanding on how to fully use the computer, then
 

a real need for program modification. Therefore, we strongly recommend
 

a support network consisting of self teaching user's manuals, training
 

for selected staff members who will serve as "reference guides" to
 

system usage as part of their normal routine, and on-line tutorials.
 

e. Reorganizations
 

Though it is obvious it still bears mentioning that if the
 

space and/or the major organizational missions are moved or radically
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modified the computer implications should be reviewed, especially if the
 

hardware and software are in place. WANG currently has severe
 

communication limitations and works most effectively when the user is on
 

site with the computer.
 

We believe that adhering to these guidelines will lead to
 

a smooth transition from a predominantly non-automated based environment
 

to a computer based one.
 

D. ANALYSIS SUMMARY
 

Table IV-D.1 summarizes the financial analysis. The total one time
 

costs are $380,917 which is off-set by an annual savings of $57,709.
 

Thus, the whole project will be paid back in seven years.
 

There are non-cost factors to consider in an analysis. Some of the
 

benefits include:
 

o Increased productivity
 

o Quicker response time
 

o Increased accuracy
 

o Better control and monitoring
 

Factors which may be a disadvantage include:
 

o Garbage in - Garbage out principle
 

o Automation can alienate people
 

o An uncoordinated reorganization could void many of
 
the positive effects.of automation if a branch was
 
geographically separated from the computer.
 

If a system is well planned and carefully implemented though, these
 

problems are manageable.
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TABLE iV-D.1
 

FINANCIAL ANALYSIS SUMMARY
 

I. One Time Cost Factors
 

A. Hardware
 

Equipment 

WANG Software 

Personnel 

Installation 


Subtotal 


B. Development
 

Phase I 

Phase II 

Phase III 


Subtotal 


Total One Time Costs 


II.Annual Cost Factors
 

A. Savings
 

Operations 

Equipment 

Space Rental 


Subtotal Annual
 

Savings 


B. Costs
 

Hardware
 
Maintenance 


Hardware Related
 
Personnel 


Software
 
Maintenance 


Space Rental 


Subtotal 


C. Net Annual Cost 


III. Payback Period 


$128,641 
10,080 
1,406 
7,650 

$147,777 

$ 78,500 
78,500 
78,500 

$235,500 

$383,277 

$57,709 
12,929 
3,600 

$74,238 

$ 1,765 

23,571 

26,176 
2,000 

$53,512 

$20,726 

18.5 Years 
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SECTION V
 

RECOMMENDATION
 

Group Operations, Incorporated was contracted by AID to perform a
 

requirements analysis of the Management Operations Office within the
 

Rosslyn Commononwealth Building. The contractual objective was to
 

recommend "alternatives for improving the various MO operations, using
 

office/computer automation techniques, including the possible
 

integration of one or more MO operations, and a discussion of the costs
 

and benefits associated with these recommendations." The objective set
 

forth a hyphothesis to be tested of "improving the various MO operations
 

using office/computer automation techniques".
 

The first step was to conduct a series of detailed fact-finding
 

interviews which resulted in the description of MO's present activities.
 

This description was then transformed into automation terms. Section
 

III describes this transformation process of changing the present
 

activities into potential automation requirements.
 

Once this process had been accomplished the next step was to attempt
 

to find the most cost-efficient method of developing the software
 

necessary to meet these requirements. The final recommendation was to
 

use a phase approach, stressing the need to maintain the same project
 

team throughout the development process.
 

The next step of the process was to find a hardware configuration
 

which could support this hypothetical automated environment. The
 

analysis found that the most long-term cost efficient configuration was
 

an OIS-250 system.
 

Once the most efficient hypothetical hardware and software system
 

was determined, we examined the indirect factors which would influence
 

the hypothetical MO system. It was estimated that there would be an
 

increase in productivity, a decrease in response time to requests like
 

Congressional inquiries, increased accuracy and better supervisory
 

control and monitoring. Based on these factors, we feel that the MO
 

should increase its automation. Specifically, it should:
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o 	Acquire the OIS-250 hardware and related software for
 
$147,777.
 

o 	Develop the 31 recommended systems using the Phase
 
approach with a constant team with a cost of
 
$235,500.
 

The final factor necessary to make the decision is the cost. From
 

our cost analysis we felt that there would be a 18.5 year payback period
 

if this $380,917 project was adopted. The decision, if this is
 

acceptable or not, remains with AID.
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ABBREVIATIONS
 

Da = 

DP = 

L = 

LP = 

M = 

mb = 

N/A = 

N/E = 

P = 

S = 

SA = 

We = 

WP = 

Daily
 

Data Processing
 

Letter Quality
 

List Processing
 

Less than Weekly
 

megabytes
 

Not Applicable
 

Not Estimable
 

Programmer
 

Standard Quality
 

Systems Analyst
 

Weekly
 

Word Processing
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PART 1 Blank Survey Packet
 

PART 2 Completed Survey Packets
 



PART 1
 

Blank Survey Packet
 

A



cAR A Cc~PPORATIOINVENTORY OF REPORTS PAGE 1 OF 1 

PROJECT Requirements 

CURRENTSYSTEM ( 

PROPOSED SYSTEM 0 

Analysis 
PHASE I-DATE 12/31/81 

PHASE II - DATE N/A 

PREPAREDBY: Group Operations, Inc. 

REPORT NAME & NUMBER FREQUENCY 

PREPARED BY 

DISTRIBUTED 
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APPLICATION FACT SHEET
 

Designation Code: MU/CRM/RM
 

Application Title(s): Listing of Classified Material Reviewed
 

Purpose: 	 Maintain a reliable file on which classified documents have been reviewed for
 
declassification and when the review occurred
 

Associated Missions: (2)(b) 4,5
 

Reports Generated: Listing of Classified Material Reviewed
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Position Number Days Per Orienta- Program- Implementation
 
Title Required Position tation Design ming and Testing Documentation
 

SA 1 20 2 4 8 4
 

P 1 20 2 4 8 4 	 2 

Total Annual Savings: Personnel Time: 34% 	 Personnel Cost: $9,410 

Description: 

This application will provide for the needs of an expanding data base in conjunction with
 
rapid data retrieval requirements. Staff time in entry and retrieval of document data will 
be minimized through use of user-friendly menu-driven screens. The reviewed docoument data 
may be selectively retrieved on one or more of 20 relevant categories for trdcking or 
reporting purposes. This system will eliminate the redundant review of a document due to 
failure to verify when an initial review was performed. 
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APPLICATION FACT SHEET
 

Designation Code: MU/CRM/RM
 

Application Title(s): AID Films Listing
 

Purpose: Track location type, and usage rate of film strips
 

Associated Missions: (2)(b) 4
 

Reports Generated: AID Films Listing
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Position Number Days Per Orienta- Program- Implementation
 
Title Required Position tation Design ming and Testing Documentation
 

SA 1 20 2 4 4 


P 1 20 2 4 8 4
 

Total Annual Savings: Personnel Time: 10% Personnel Cost: $2,140 

Description: 

This application will allow AID to rapidly determine the availability of selected films.
 
The usage rate of films may be monitored to determine when additional prints are required.
 
The system will allow for missions to directly access this data file for film information
 
requests, thus saving AID/W staff time. Finally, this data base will be "tied" into the the
 
data bases for the Automation of Index to Shelf List, Automation of Shelf Lists, and Series
 
Control Schedule. Thus the progression of a film from AID/W to selected missions to AID/W
 
to NARS may be easily tracked without manually locating and reviewing paper files.
 



APPLICATION FACT SHEET
 

Designation Code: MU/CRM/RM
 

Application Title(s): Automation of Index to Shelf Lists
 

Purpose: Identify which shelf lists contain the desired information
 

Associated Missions: (2)(b) 4,6
 

Reports Generated: Automation of AID Index to Shelf Lists (Form b-45)
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Position Number Days Per Orienta- Program- Implementation

Title Required Position tation Design ruing and Testing Documentation
 

SA 1 20 2 4 84
 

P 1 20 2 4 8 4
 

Total Annual Savings: Personnel Time: 5% Personnel Cost: $3,555
 

Description:
 

This application provides the initial phase in a search for documents stored at NARS. The 
sheer volume of potential documents to review for 2 given search request necessitates 
demands for such a screening phase. Each shelf list index will be encoded into upwards of 
20 categories of information. The data base will be structured hierarchically, such that 
search operations may proceed from general to specific category. The data base/prtyram
interface will be designed to optimize search flexibility and search time. Finally, this
 
data base will be "tied" into that of the AID Films Listing, Automation of Shelf Lists anu
 
Series Control Schedule. This szheme will allow for coordinated document searches
 
agency-wide.
 



APPLICATION FACT SHEET
 

Designation Code: MU/CRM/RM
 

Application Title(s): Automation of Shelf Lists
 

Purpose: Identify the specific location of desired documents stored at NARS
 

Associated Missions: (2)(b) 4,6
 

Reports Generated: N/A
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Position Number Days Per Orienta- Program- Implementation
 
Title Required Position tation Design ming and Testing Documentation
 

SA 2 30 3 6 12 6
 

P 2 40 4 8 16 5 4
 

Total Annual Savings: Personnel Time: N/A Personnel Cost: N/A
 

Description:
 

This application will provide the means to rapidly determine which AID documents stored at
 
NARS are relevant for the question at nand. Special attention will be paid to allowing
 
flexibility to conduct "fishing expeditions" across and within categories. Thus, the data
 
base will be constructed on two planes: first, hierarchically arranged categories and
 
levels within categories; and, secondly, a series of cross-reference tables which provide

"suggestions" to the use of alternative search routes which may be profitable to pursue.
 
The depth and breadth of the search will be determined by the user.
 

Special care will be taken Lo develop and/or employ the most appropriate DBMS. Note the 
current shelf lists would fill approximately 37 mb of disk storage, and additional shelf 
lists accumulate at the rate of approximately 1.5 mb per year. Thus, there is a massive 
amount of data to manage overtime, with ever-increasing loads. 

This data base will be "tied" into those of the AID Films Listing, Automation of Index to
 
Shelf Lists, and the Series Control Schedule.
 



APPLICATION FACT SHEET
 

Designation Code: 	 MU/CRM/RM
 

Application Title(s): Series Control Schedule
 

Purpose: Track document series by mission and assigned disposition period
 

Associated Missions: (2)(b) 1,3,4,5,7;(d)
 

Reports Generated: 	 Annual Summary of Record Holdings
 
Emergency Disposal of Records
 
Donation of Records
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Position Number Days Per Orienta- Program- Implementation

Title Required Position tation Design ming and Testing Documentation
 

SA 2 30 3 6 12 6 	 3
 

P 2 40 4 8 16 8 	 4 

Total Annual Savings: Personnel Time: (10)% 	 Personnel Cost: $3,277 

Description: 

This application will be the primary method of tracking mission compliance with the 
to-be-released AID Series Control Schedule. AID and other Federal agencies are under 
Executive order to establish and monitor such schedules. Without automation the staff time
 
to monitor guidance would quickly become excessive.
 

Assuming missions will directly update their own files, care must be taken to develop a
 
uniformly user-friendly data entry system given the differing levels of expertise across
 
missions. Thus, the entire system will be menu-driven and as cross-cultural as possible.
 

The application will automatically produce status reports on mission compliance as well as
 
the number, type and distribution of documents coming up for review. This feature will
 
allow for more accurate future scheduling of personnel to review documents at AID/w or the
 
missions.
 

The data base will be "tied" into that for AID Film Listing, Automation of Index to Shelf
 
Lists, and Automation of Shelf Lists.
 



APPLICATION FACT SHEET
 

Designation Code: MU/CRM/RM
 

Application Title(s): Handbook 21
 

Purpose: To rapidly make and distribute changes in Handbook 21 to field staff
 

Associated Missions: (2)(d)
 

Reports Generated: Handbook 21
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Position Number Days Per Orienta- Program- Implementation

Title Required Position tation Design ruing and Testing Documentation
 

SA 1 10 1 2 4 2 1
 

P 1 10 1 2 4 2 1
 

Total Annual Savings: Personnel Time: 25% Personnel Cost: $7,349 

Description: 

This application will allow for changes in the handbook to be rapidly made and distributed 
agency wide. A "history" file will be maintained so that the predecessor rules of a current 
rule may be easily traced (e.g., in response to a FOi request). 

Search capability will be made available, reducing staff time to locate the relevant
 
portions of the handbook for a given situation. The entire application will be
 
user-friendly, the update operation procedures search toward clerical usage.
 



APPLICATION FACT SHEET
 

Designation Code: MU/CRM/RM
 

Application Title(s): General Office
 

Purpose: Aid in preparation of reports, documents, letters, etc.
 

Associated Missions: All
 

Reports Generated: N/A
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Position Number Days Per Orienta- Program- Implementation
 
Title Required Position tation Design ining and Testing Documentation
 

SA N/E N/E N/E N/E N/E N/E N/E
 

P N/E N/E N/E N/E N/E N/E N/E
 

Total Annual Savings: Personnel Time: N/E Personnel Cost: N/E
 

Description: 

The General Office application provides word processin9 capability for the office
 
environment. The "electronic" files are located and searched much more rapidly than 
ordinary ones. Further, revision or copying of wcrd processed text files can be done in one 
tenth the time of comparable manual techniques. Thus productivity can be expected to 
increase simply by virtue of reduced personnel time to accomplish these type of tasks. This
 
application will be tailored to conform to the needs and filing scheme of this area.
 



APPLICATION FACT SHEET
 

Designation Code: SER/MU/GS
 

Application Title(s): Budget Tracking
 

Purpose: Tracking of obligated. and confirmed expenditures by budget categories
 

Associated Missions: C
 

Reports Generated: Tracking of obligated and confirmed expenditures by budget categories
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
Position Number Days Per Orienta-
 Program- Implementation

Title Required Position tation Design ming and Testing Documentation
 

SA 2 40 4 
 8 16 8 4
 

P 2 40 4 8 16 8 4
 

Total Annual Savings: Personnel Time: 15% Personnel Cost: $4,751
 

Descripti on: 

This application will bring complete automation to the budget tracking process. 
 In addition
 
the capability to project budgetary trends will be possible through use of a "history" file
 
which maintains the data for previous fiscal years. Budget tracking reports will be
 
available on a daily, weekly, monthly and yearly basis.
 

A primary development concern will be to provide for easy entry of data from various points

throughout AID/W, e.g., the warehouse, MO/GS/BM, SER/MO/GS, etc. This decentralization of
 
data input should result in a more timely updating of the data base.
 

The data base will be structured to allow for selective retrieval and/or analysis of
 
budgetary items.
 

Due to the sensitive nature of this data, special procedures will be encoded to restrict
 
access and protect the integrity of the data base. Note that a similar application is
 
currently being implemented on the QI.
 



APPLICATION FACT SHEET
 

Designation Code: SER/MO/GS
 

Application Title(s): General Office
 

Purpose: Aid in preparation of reports, documents, letters, etc.
 

Associated Missions: All
 

Reports Generated: N/A
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Position Number Days Per Orienta-
 Program- Implementation

Title Required Position 
 tation Design ming and Testing Uocumentation
 

SA N/E N/E N/E N/E N/E N/E N/E
 

P N/E N/E N/E N/E N/E N/E N/E 

Total Annual Savings: Personnel Time: N/E Personnel Cost: N/E 

Descri pti on: 

The General Office application provides word processing capability for the office
 
environment. The "electronic" files are located and searched much more rapidly than
ordinary ones. 
 Further, revision or copying of word processed text files can be done in 
one

tenth the time of comparable manual techniques. Thus productivity can be expected to
increase simply by virtue of reduced personnel time to accomplish these type of tasks.
application will be tailored to conform to the needs and filing scheme of this 

This
 
area.
 



APPLICATION FACT SHEET
 

Designation Code: MO/GS/AP
 

pplication Title(s): Administrative Purchasing Tracking System
 

urpose: Provide source of all information used to produce MO/GS/AP related reports.
 

ssociated Missions: (4)(b); (c); (d); (e); (f)
 

eports Generated: AID 	Workload Purchase Order History File
 
Budget Report Report on Procurement by Civilian Executive
 
Control Log Status Requisition Control Log
 
Daily Requisition Log Summary of Contract Actions of $10,000 or Less
 
Procurement Status 	 Vendor Master Address List
 

Subscription and Periodical List
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase 
osition 
Title 

Number 
Required 

Days Per 
Position 

Orienta-
tation Design 

Program- Implementation 
ming and Testing Documentation 

SA 1 10 1 2 4 2 	 1
 

P 1 10 1 2 4 2 	 1
 

SA 3 20 2 4 8 4 	 2
 

P 3 20 2 4 8 4 	 2
 

otal Annual Savings: Personnel Time: 0% 	 Personnel Cost: $(1)
 

lescription:
 

'he Administrative Purchasing Tracking System is composed of four primary data bases, i.e.,
 
equisition file, Purchase Order file, Budget file, and Vendor Name and Address file. The
 
fendor Name and Address file will require the least time to install. This application will
 
eplace the currrent MO/GS/AP related ones residing on the QI. The Vendor Name and Address
 
ile requires only 10 days to transfer since it has relatively little programmingg
 
ssociated with it. In addition to transferring the data bases, all programs residing on
 
,he QI need to be rewritten from the PL/I to the BASIC programming language. Further, any
 
rocedures unique to the QI machine will have to be made compatible with the new computer
 
ystem.
 

iven the sensitive nature of this data, a high emphasis will be placed on quality
 
omparison checks between the transferred system and the original one residing on the Q1.
 
*hus, the QI will not be deactivated until such time the transferred system is fully
 
mplemented.
 



APPLICATION FACT SHEET
 

Designation Code: MO/GS/AP
 

kpplication Title(s): General Office
 

urpose: Aid in preparation of reports, documents, letters, etc.
 

kssociated Missions: All
 

teports Generated: N/A
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
)osition Number Days Per Orienta- 7rogram- Implementation

Title Required Position tation Design ming and Testing Documentation
 

SA N/E N/E N/E N/E N/E N/E N/E
 

P N/E N/E N/E N/E N/E N/E N/E
 

otal Annual Savings: Personnel Time: N/E Personnel Cost: N/E
 

lescription:
 

'he General Office application provides word processing capability for the office
 
nvironment. The "electronic" files are located and searched much more rapidly than
 
rdinary ones. Further, revision or copying of word processed text files can be done in one
 
enth the time of comparable manual techniques. Thus productivity can be expected to
 
ncrease simply by virtue of reduced personnel time to accomplish these type of tasks. This
 
pplication will be tailored to conform to the needs and filing scheme of this area.
 

.f 



APPLICATION FACT SHEET
 

Designation Code: MO/GS/BM
 

pplication Title(s): List of Reimbursable Work Authorizations
 

Purpose: Track status of reimbursable work authorizations
 

kssociated Missions: (2)(a); (b)
 

eports Generated: List of Reimbursable Work Authorizations
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
osition Number Days Per Orienta- Program- Implementation

Title Required 
 Position tation Design ming and Testing Documentation
 

SA 1 30 3 6 12 6 3
 

P 2 40 4 8 16 8 
 4
 

rotal Annual Savings: Personnel Time: 20% Personnel Cost: $9,505 

)escription:
 

Fhis application is primarily designed to streamline portions of the current procedures to
 
Srocess Reimbursable Work Authorizations (RWA). Itwill be involved in monitoring this
 
,rocess by tracking request status, issuing notifications to appropriate parties, and
 
jenerating final status reports. 
 In addition, the data base may be searched selectively to
 
etrieve and/or analyze data. 
 Inthis manner relevant trends (e.g., a pattern of inadequate
 
ontractor work) may be easily detected and documented.
 

farious logs which are now maintained by hand will be made computer based, further
 
'treamlining the tracking process.
 

'he data base will be tied into the Building Floor Plan file, and the Carpet and Drape

laintenance file such that once an RWA is initiated the appropriate update operations will
 
ieperformed to the relevant data bases.
 



APPLICATION FACT SHEET
 

Designation Code: MO/GS/BM
 

pplication Title(s): Personnel and Space Index File
 

lurpose: 	 Maintain distribution of types of people and square footage by organization and
 
building
 

ssociated 	Missions: (2)(a); (b)
 

eports Generated: Budget Estimates for Leased Property
 
Personnel Strength Reports Across all Buildings
 
Personnel Strength Reports by Leased Buildings
 
Personnel Strength Reports by Government Owned Buildings
 
Occupancy Report
 
Personnel Index
 
Space Index
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
losition Number Days Per Orienta- Program- Implementation

Title Required Position tation Design ming and Testing Documentation
 

SA 2 20 2 4 8 4 	 2
 

P 2 20 2 4 8 4 	 2
 

otal Annual Savings: Personnel Time: 22.8% 	 Personnel Cost: $6,574
 

)escription:
 

Shis application will allow for rapid retrieval of either personnel or space distribution
 
arameters. Inaddition to creation of these data bases, programmed procedures will be
 

Dstablished to selectively retrieve and analyze the data. These data bases will be tied
 
into the Building Floor Plan file. This union of data bases will allow for rapid
 
tilization and cost comparisons.
 



APPLICATION FACT SHEET
 

Designation Cnde: MO/GS/BM
 

pplication Title(s): Office Design
 

urpose: To generate first draft floor plans
 

kssociated Missions: (2)(a); (b)
 

teports Generated: N/A
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operatiunal Phase
 
losition Number Days Per Orienta- Program- Implementation

Title Required Position tation Design ming and Testing Documentation
 

SA 2 80 8 16 32 16 


P 3 80 8 16 32 16 8 

SA 1 20 2 4 8 4 2 

P 1 20 2 4 8 4 2 

otal Annual Savings: Personnel Time: N/E Personnel Cost: N/E
 

)escription:
 

his application actually consists of two primary subsystems, i.e., a graphics package
 
,Office Design) and an extensive data base replicating AID flour plans (Building Floor Plan
ile). The application will provide the capability to generate floor plan sketches of good
 
iccuracy and quality. Given specified parameters the optimum room or floor configuration
 
iay be determined and drawn relatively rapidly. Implemented changes are fed directly into
 
;he AID Building Floor Plan file, thus ensuring AID a current "picture" of its floor plan

irchitecture. This data base will be tied into the inventory one such that the location and
 
iosition of any inventory item or set of tiems within a room may be quickly sketched or
 
isted.
 

he programming to interface with the data base will include a series of complex algorithms
 
.oproduce the necessary graphics in a flexible, user-friendly fashion. This is a very

omplex task and will probably required several pilot versions before a final standard is
 
idopted. Additionally, the data base must be precisely structured to quickly locate the
 
equired data elements from the huge amount of information stored. The data base
 
-onstruction is complex enough to warrant the full-time participation of one Systems Analyst
 
nd one Programmer for twenty days each.
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APPLICATION FACT SHEET
 

Designation Code: MU/GS/BM
 

Application Title(s): General Office
 

Purpose: Aid in preparation of reports, documents, letters, etc.
 

Associated Missions: All
 

Reports Generated: N/A
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Position Number Days Per Orienta- Program- Implementation
 
Title Required Position tation Design ming and Testing Documnentation
 

SA N/E N/E N/E N/E N/E N/E N/E
 

P N/E N/E N/E N/E N/E N/E N/E
 

Total Annual Savings: Personnel Time: N/E Personnel Cost: N/E
 

Description:
 

The General Office application provides word processing capability for the office
 
environment. The "electronic" files are located and searched much more rapidly than
 
ordinary ones. Further, revision or copying of word processed text files can be done in one
 
tenth the time of comparable manual techniques. Thus productivity can be expected to
 
increase simply by virtue of reduced personnel time to accomplish these type of tasks. This
 
application will be tailored to conform to the needs and filing scheme of this area.
 



APPLICATION FACT SHEET
 

Designation Code: MO/GS/IC
 

pplication Title(s): Carpet and Drape Maintenance Report
 

'urpose: Track maintenance schedule for carpet cleaning
 

ssociated Missions: (1) (a)
 

eports Generated: Carpet Maintenance Report
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
losition Number Days Per Orienta- Program- Implementation

Title Required Position tation Design ming and Testing Documentation
 

SA 1 20 2 4 8 4 2
 

P 1 20 2 4 8 4 2
 

otal Annual Savings: Personnel Time: 0% Personnel Cost: $0
 

escription:
 

his application will track the location and scheduled maintenance dates for carpets in the
 
ID/W area. Selective retrieval and analysis of this data will be possible through
 
tilization of pre-programmed procedures.
 

he Carpet Maintenance file will be tied into the file for the List of Reimbursable Work
 
uthorizations and the Building Floor Plan file. Communication among these three files will
 
elp to maintain each as current as possible.
 

inally, this application will generate all required reports related to carpet maintenance.
 



APPLICATION FACT SHEET
 

Designation Code: MO/GS/IC
 

Application Title(s): Handbook 20
 

Purpose: To rapidly make and distribute changes in Handbook 20 to field staff
 

Associated Missions: (1) (a)
 

Reports Generated: Handbook 20
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Position Number Days Per Orienta- Program- Implementation

Title Required Position tation Design ming and Testing Uocumentation
 

SA 1 10 1 2 4 2 
 1
 

P 1 10 
 1 2 4 2 1
 

Total Annual Savings: Personnel Time: 9% Personnel Cost: $1,526
 

Description:
 

This application will allow for changes in the handbook to be rapidly made and distributed
 
agency wide. A "history" file will be maintained so that the predecessor rules of a current
 
rule may be easily traced (e.g., in response to a FOI request).
 

Search capability will be made available, reducing staff time to locate the relevant
 
portions of the handbook for a given situation. The entire application will be
 
user-friendly, the update operation procedures geared toward clerical usage.
 



APPLICATION FACT SHEET
 

Designation Code: MU/GS/IC
 

Application Title(s): Audit of Telephone Bills
 

Purpose: Audit of AID/w telephone calls for unauthorized usage or incorrect billing
 

Associated Missions: (1) (a)
 

Reports Generated: Audit of telephone bills
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Position Number Days Per Orienta- Program- Implementation
 
Title Required Position tation Design ming and Testing Documentation
 

SA 1 30 3 6 12 6 3
 

P 1 30 3 6 12 6 3 

Total Annual Savings: Personnel Time: 24% Personnel Cost: $5,542
 

Description:
 

This application will process the monthly AID/W telephone billing data supplied from USA.
 
Various patterns of unauthorized usage will be scanned for and summary lists of potential
 
offending calls will be generated. Manual confirmation and further analysis will follow as
 
needed.
 

The Telephone Audit file will be tied into that for the AID/W Telephone Directory, allowing
 
the responsible person and location of offending calls to be listed alongside each phone
 
number.
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APPLICATION FACT SHEET
 

Designation Code: MU/GS/IC
 

Application Title(s): Status of Mission Furniture
 

Purpose: Track location of household furniture sets
 

Associated Missions: (1) (a)
 

Reports Generated: Status of Mission Furniture
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Position Number Days Per Orienta- Program- Implementation
 
Title Required Position tation Design ming and Testing Documentation
 

SA 1 20 
 2 4 8 4 2 

P 1 20 2 4 8 4
 

Total Annual Savings: Personinel Time: O Personnel Cost: $(55) 

Description:
 

This application consists primarily of a word processing file interfaced with programliued

procedures. These procedures will be used to update the Mission Furniture data base and to
 
selectively retrieve and analyze its data. Special attention will 
be paid to automatically
 
generating warning lists based on various factors (e.g., furniture shipped, but not
 
received within expected time). This application will provide the capability to trace the
 
history of the useful life of mission furniture.
 



APPLICATION FACT SHEET
 

Designation Code: MO/GS/IC
 

pplication Title(s): Status of Parking Permits
 

urpose: Process applicants and maintain list of assigned permits by various categories
 

ssociated Missions: (1) (a)
 

eports Generated: Status of Parking Permits
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase 
osition Number Days Per Orienta- Program- Implementation 
Title Required Position tation Design ming and Testing Documentation 

SA 1 20 2 4 8 4 2
 

P 1 20 2 4 8 4 2
 

Dtal Annual Savings: Personnel Time: 7% Personnel Cost: $1,555
 

ascription:
 

lis application is designed to automate the yearly process of selecting parking permit
 
olders from a pool of applicants, in addition to updating the parking permit file
 
hroughout the year. Once the applicant pool is established, candidates will be stratified
 
long various relevant dimensions. Then checks for ineligible applicants will be performed.

inal selection of permit holders will be based on pre-established criteria applied against
 
ligible applicants. Notification of acceptance/rejection and associated reports will be
 
omputer generated.
 



APPLICATION FACT SHEET
 

Designation Code: MO/GS/IC
 

kpplication Title(s): Telephone Directory
 

)urpose: To produce an updated version of the AID Telephone Directory
 

%ssociated Missions: (1) (a)
 

teports Generated: AID Telephone Directory'
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
losition Number Days Per Orienta- Program- Implementation

Title Required Position tation Design ming and Testing Documentation
 

SA 1 20 2 4 8 4 2
 

P 1 20 2 4 8 4 2
 

otal Annual Savings: Personnel Time: 16% Personnel Cost: $3,501
 

)escription:
 

This application consists primarily of a word processing file interfaced with a series of
 
)rogrammed procedures. These procedures will be designed to accomplish two tasks. First,
 
Shey will expediate update operations, including automatic realignment of text for camera
 
eady photo copy. Secondly, these programmed procedures will aid in selective retrieval and
 
analysis of telephone related data (e.g., the number of persons by branch). Finally, the
 
Telephone Directory data base will be tied into that for the Audit of Telephone Bills so
 
that offenders may be easily traced. Also it will "talk" to the Inventory and Building
 
:loor Plan file data bases, thus providing an alternative method to selectively retrieve and
 
analyze information.
 

(
 



APPLICATION FACT SHEET
 

Designation Code: MU/GS/IC
 

Application Title(s): General Office
 

Purpose: Aid in preparation of reports, documents, letters, etc.
 

Associated Missions: All
 

Reports Generated: N/A
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY' TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Position Number Days Per Orienta- Proyram- Implementation
 
Title Required Position tation Design ming and Testing Documentation
 

SA N/E N/E N/E N/E N/E N/E N/E
 

P N/E N/E N/E N/E N/E N/E N/E 

Total Annual Savings: Personnel Time: N/E Personnel Cost: N/E 

Descri pti on: 

The General Office application provides word processing capability for the office 
environment. The "electronic" files are located and searched much more rapidly than 
ordinary ones. Further, revision or copying of word processed text files can be done in one 
tenth the time of comparable manual techniques. Thus productivity can be expected to 
increase simply by virtue of reduced personnel time to accomplish these type of tasks. This 
applicaLion will be tailored to conform to the needs and filing scheme of this area. 



APPLICATION FACT SHEET
 

Designation Code: MO/GS/PPM
 

pplication Title(s): Warehouse Control System
 

urpose: 	 Track new, incoming items into warehouse, from warehouse to AID and from AID to
 
warehouse (i.e., returning)
 

ssociated Missions: (3) (a); (b); (c); (f)
 

eports Generated: 	 Receiving New Stock
 
Transfer Order
 
Credit Voucher Register
 
Notice of Award
 
Returned Merchandise
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase 
osition Number Days Per Orienta- Program- Implementation 
Title Required Position tation Design ming and Testing Documentation 

A 3 60 6 12 24 12 	 6
 

6 60 6 12 24 12 	 6
 

otal Annual Savings: Personnel Time: 30% 	 Personnel Cost: $6,073
 

escription:
 

his application consists primarily of three subsystems, i.e., Receiving New Stock, Credit
 
)ucher Register, and Returned Merchandise. This application forms the heart of an
 
iventory 	control system within a warehouse environment. The concerns of a warehouse are
 
fique in that in addition to regular inventory tracking, the status of partial shipments,
 
3turned merchandise, inventory levels, etc., must all be attended to. These applications
 
fectively assume the role of the Purchase Order Register, Receiving Report Register,
 
,edit Voucher Register and Internal Receiving Register.
 

he data base for each applicaton will be fully integrated with the other two, allowing for
 
elective retrieval and analysis within and across registers. Inaddition, these three data
 
ases will be tied into the Office Machine Repairs file and the Personal Custody Report
 
ile. This allows for extended flexibility and power in conducting information searches.
 

11 required reports will be computer-generated and provisions will be made for the design
 
f special needs reports, e.g., the cost changes in a manufacturer's line of merchandise
 
ver time.
 



APPLICATION FACT SHEET
 

Designation Code: MU/GS/PPM
 

Application Title(s): Office Machine Repairs
 

Purpose: 	 Track office machine repair requests. Track contractor response time to repair
 
and quality of work
 

Associated Missions: (3) (d); (f)
 

Reports Generated: Office Machine Repairs
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS RE(QUIREU
 

Total 	 Distribution of Days by Operational Phase
 
Position Number Days Per Orienta- Program- Implementation 
Title Required Position tation Design ruing and Testing Documentation 

SA 1 20 2 4 8 4 	 2 

P 1 20 2 4 8 4 	 2 

Total Annual Savings: Personnel Time: 20% 	 Personnel Cost: $3,900
 

Description: 

This application will track over 20 categories of information per machine repair request.
 
It will be designed to provide easy entry of new information as well as rapid feedback on
 
the current status of an already initiated request. Pre-programmed procedures will provide
 
for various analyses and report generation, e.g., the response time of a contractor to 
complete the repair may be determined.
 

The Office Machine Repair file will be tied into the Receiving New Stock file, Credit
 
oucher file, and the Returned Merchandise file. This will extend the flexibility and scope 

of this application by having it act as a shared member of the overall inventory control 
system, able to "borrow" or "give" information as required. 



APPLICATION FACT SHEET
 

Designation Code: MO/GS/PPM
 

ipplication Title(s): Personal Custody Property Register
 

urpose: Track property assigned to individuals
 

ssociated Missions: (3) (b); (f)
 

eports Generated: Personal Custody Property Report
 
Personal Custody Survey
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase 
osition 
Title 

Number 
Required 

Days Per 
Position 

Orienta-
tation Design 

Program- Implementation 
ming and Testing Documentation 

SA 1 20 2 4 8 4 2
 

P 1 20 2 4 8 4 2
 

otal Annual Savings; Personnel Time: 1% Personnel Cost: $261
 

escription:
 

his application will track the location and type of property assigned to the custody of
 
ndividual persons. The system will provide the final link for the warehouse inventory
 
ontrol system. With its introduction, the warehouse will have a series of data bases which
 
talk" to each other. Thus, this data base will be tied into the Receiving New Stock file,
 
redit Voucher file and the Returned Merchandise file.
 

this application will be designed ease of data entry and retrieval. Special procedures,
 
:.g., to randomly select persons for an inventory audit, will be pre-programmed. The
 
rogram will generate all required reports.
 



APPLICATION FACT SHEET
 

Designation Code: MU/GS/PPM
 

Application Title(s): General Office
 

Purpose: Aid in preparation of reports, documents, letters, etc.
 

Associated Missions: All
 

Reports Generated: N/A
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Position Number Days Per Orienta- Program- Implementation

Title Required Position tation Design ming and Testing Documentation
 

SA N/E N/E N/E N/E N/E N/E N/E
 

P N/E N/E N/E N/E N/E N/E N/E 

rotal Annual Savings: Personnel Time: N/E Personnel Cost: N/E
 

)escription: 

"he General Office application provides word processing capability for the office
 
!nvironment. The "electronic" files are located and searched much more rapidly than
 
)rdinary ones. Further, revision or copying of word processed text files can be done in one
 
enth the time of comparable manual techniques. Thus productivity can be expected to
 
Increase simply by virtue of reduced personnel time to accomplish these type of tasks. This
 
)pplication will be tailored to conform to the needs and filing scheme of this area.
 



APPLICATION FACT SHEET
 

Designation Code: MO/OM/OPM
 

pplication Title(s): Property Disposal and Acquisition File
 

urpose: Track action taken on foreign personal property
 

ssociated Missions: b (2); (8)
 

eports Generated: Disposal of Foreign Excess Property
 
List of Personal Property
 
Briefing Paper on Real, Personal and Vechicle Property
 
Report on Overseas Exchange/Sales Transactions
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
osition Number Days Per 
 Orienta-
 Program- Implementation
 
ITitle Required Position tation Design ming and Testing Documentation
 

SA 1 20 2 4 8 4 2
 

P 1 20 2 4 8 4 2
 

3tal Annual Savings: Pe;'sonnel Time: 18.66% Personnel Cost: $6,304
 

ascription:
 

is application tracks action taken on foreign personal property. The basic file currently
 
asides on the IBM 370 at SER/DM. The project here would be to transfer the file to the OIS
 
(stem, convert the programming to BASIC and enhance the search, analysis and report
 
?neration capabilities. (Currently the final version of the reports are produced
 
inually.)
 

is data base will be tied into the Vehicular Property file and the Real Property file,
 
'oviding an integrated overseas property management control system.
 

t
 



APPLICATION FACT SHEET
 

pplication Title(s): List of Vehicular Property
 

Designation Code: MO/OM/OPM
 

orpose: Tracks actions taken on motor vehicles
 

issociated Missions: b (2); (8)
 

eports Generated: 	 Agency Report on Motor Vehicle Data Listing of Vehicular Standardization
 
Plans
 
Briefing Paper on Real, Personal and Vehicle Property
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
3sition Number Days Per Orienta- Program- Implementation
 
Title Required Position tation Design ming and Testing Documentation
 

1 20 2 4 8 4 	 2
 

1 20 2 4 8 	 4 2
 

)tal Annual Savings: Personnel Time: 8.66% 	 Personnel Cost: $3,929
 

!scription:
 

iis application tracks actions taken on motor vehicles stationed abrudu. mei basic file
 
rrently resides on the IBM 370 at SER/DM. The project here would be to transfer the file
 
the OIS system, convert the programming to BASIC and enhance the search, analysis and
 

?port generation capabilities. (Currently the final version of the reports are produced
 
nually.)
 

iis data base will be tied into the Property Disposal and Acqusition file and the Real
 
operty file, providing an integrated overseas property management control system.
 



APPLICATION FACT SHEET
 

Designation Code: MO/OM/OPM
 

pplication Title(s): List of Real Property
 

urpose: Tracks action taken on real property abroad
 

sociated Missions: b (2); (8)
 

eports Generated: Inventory of Real Property
 
Briefing Paper on Real, Personal and Vehicle
 
Property
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase
 
Dsition Number Days Per Orienta- Program- Implementation
 
Title Required Position tation Design ming and Testing Documentation
 

SA 1 20 2 4 8 4 2
 

P 1 20 2 4 8 4 2
 

Stal Annual Savings: Personnel Time: 9.66% Personnel Cost: $3,704
 

escription:
 

his application tracks actions taken on real property abroad. The basic file currently
 
asides on the IBM 370 at SER/DM. The project here would be to transfer the file to the
 
IS system, convert the programming to BASIC and enhance the search, analysis and report
 
eneration capabilities. (Currently the final version of the reports are produced
 
anually.)
 

iis data base will be tied into the Vechicular Property file and the Property Disposal and
 
:quisition file providing an integrated overseas property management control system.
 



APPLICATION FACT SHEET
 

Designation Code: MO/UM/OPM
 

iApplication Title(s): Handbook 23
 

IPurpose: To rapidly make and distribute changes in Handbook 23 to field staff
 

Associated Missions: b (5)
 

Reports Generated: Handbook 23
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase 
Position Number Days Per Orienta- Program- Implementation 
Title Required Position tation Design miny and ,esting Documentation 

SA 1 10 1 2 4 2 1 

P 1 10 1 2 4 2 1
 

total Annual Savings: Personnel Time: 0% Personnel Cost: $U
 

escription:
 

his application will allow for changes in the handbook to be rapidly made and distributed
 
igency wide. A "history" file will be maintained so that the predecessor rules of a current
 
ule may be easily traced (e.g., in response to a FOI request).
 

earch capability will be made available, reducing staff time to locate the relevant
 
ortions of the handbook for a given si'.;uation. The entire applicaton will be
 
ser-friendly, the update operation procedures search toward clerical usage.
 



APPLICATION FACT SHEET
 

Designation Code: MO/OM/UPM
 

Application Title(s): General Office
 

Purpose: Aid in preparation of reports, documents, letters, etc.
 

Nssociated Missions: All
 

Reports Generated: N/A
 

DISTRIBUTION OF DEVELOPMENT PERSONNEL BY TYPE AND DAYS REQUIRED
 

Total Distribution of Days by Operational Phase 
)osition Number Days Per Orienta- Program- Implementation 
Title Required Position tation Design ming and Testing Documentation 

SA N/E N/L N/E N/E N/E N/E N/E
 

P N/E N/E N/E N/E N/E N/E N/E
 

rotal Annual Savings: Personnel Time: N/E Personnel Cost: N/E 

)escri pti on: 

She General Office application provides word processing capability for the office
 
nvironment. The "electronic" files are located and searched much more rapidly than
 
,rdinary ones. Further, revision or copying of word processed text files can be done in one
 
enth the time of comparable manual techniques. Thus productivity can be expected to
 
ncrease simply by virtue of reduced personnel time to accomplish these type of tasks. This
 
pplication will be tailored to conform to the needs and filing scheme of this area.
 

I 



APPENDIX C
 

MISSION STATEMENTS
 



Records Management Branch (SER/MO/CRM/RM)*
 

(a) Chief serves as the AID Records Management Officer.
 

(b) Is responsible for managing the AID worldwide records
 
management program; i.e.,
 

1. Coordinates development and monitors implementation of
 

records management systems to ensure compliance with the Federal Records
 
Act of 1950, as amended.
 

2. Manages the AID files program.
 

3. Develops and maintains guidelines and standards for
 

written communications systems.
 

4. Establishes systems and facilities for the storage,
 
retrieval, and disposition of AID and other related documents.
 

5. Oversees implementation and continuation of systematic
 
review of declassification of Agency classified records in compliance
 
with E.O. 12065.
 

6. Manages the AID Records Depository (vault).
 

7. Develops, promotes, and conducts training classes, both in
 
Washington and overseas, to improve AID performance int he files and
 
correspondence management areas.
 

(c) Maintains liaison with the National Archives and Records
 
Service (NARS) regarding records management improvement efforts for
 

implementation within AID.
 

(d) In collaboration with the Policy and Procedrues Staff,
 
develops and maintains policy and procedures in the areas of
 
correspondence preparation, communications techniques, and records
 
filing and disposition.
 

(3) Justifies and initiates procurement or leasing and operational
 
maintenance of facsimile equipment ensuring compatibility with existing
 

equipment, budgets for and validates cost of services and equipment.
 

General Services Division (SER/MO/GS)
 

The General Services Division provides logistical support services
 
covering emergency preparedness, safety, and fire prevention programs,
 

real and personal pdroperty management, administrative purchasing, and
 
building management for AID/W offices, and to overseas Missions on
 
special zemporary duty travel assignments. Th 1livision Chief is
 
assisted by a Se-ety Officer who administers the emergency planning
 
program for AID/W as part of the overall U.S. Continuity of Government
 
Program; supervists emergency preparedness, safety, and fire prevention
 
programs within AID/W; prepares procedures, selects and trains wardens,
 
promotes programs, and conducts periodic drills, tests, and/or safety
 



inspections. Insures that environmental health and safety standards are
 
met and that Occupational Safety and Health Administration (OSHA)
 
regulations are carried out. The Division Chief is further assisted by
 
a small staff which manages the program relating to the issuance and
 
control of parking permits within Government-wide mandates and joint
 
directives and developed in coordination with Department of State
 
representatives; prepares a significant portion of the Operating Expense
 
Budget; and manages control over purchases of expendable supplies from
 
General Services Administration (GSA) self-service 5torage.
 

Administrative Purchasing Branch (SER/MO/GS/AP)
 

(a) Develops and recommends operating policies and regulations for
 

administrative purchasing services both in AID/W and overseas.
 

(b) Purchases Mission vehicles and administers the centralized
 
owrldwide vehicle procurement program; purchases Mission telephone
 
equipment.
 

(c) Purchases Mission household furnishings, related appliances,
 
and representation items and services directly, if the cost is under
 
$10,000 (excluding shipping charges) or, regardless of amount, if
 
procurement is made under a Federal Supply Schedules or other indefinite
 
delivery contract; or recommends sources for the purchase of such items.
 

(d) Procures commodities and services against indefinite delivery
 
contracts executed by SER/CM, the Department of State, or the GSA,
 
regardless of amount.
 

(e) Procures (with certain exceptions set forth below), all "small
 
purchases" (under $10,000) for supplies and services, including:
 

1. Administrative supplies, equipment, and support services
 
for the Agency.
 

2. Rental of nachines and equipment.
 

3. Subscriptions to periodicals, technical publications,
 

books, and reporting services.
 

4. Use of commercial commercial conference and meeting
 
facilities, and honoraria for the services of speakers.
 

(Note: Exceptions to theh above general rule are:
 
services for the Bureau for Development Support, Office of
 
International Training (DS/IT), services and
 
computer-related equipment for the SER Office of Data
 
Management (SER/DM), and written reports to be supplied as
 
an end product, all of which are procured by SER/CM
 
regardless of amount; and emergency disaster relief
 
procurements which are made by the Bureau for Private and
 
Development Cooperation, Office of U.S. Foreign Disaster
 
Assistance, (PDC/OFDA) or SER/CM).
 



(f) In emergency or exceptional situations procures project
 

and program commodities.
 

Building Management Branch (SER/MO/GS/BM)
 

(a) Manages and admin'hters the AID/W Real Property Program;
 
develops and establishes policies, procedures, and standards therefore;
 
prepares reports on the AID/W Real Property Program in compliance with
 
regulatory, statutory, and AID directives.
 

(b) Develops master space plans; manages, allocates, and controls
 
all AID/W space; prepares budget estimates and approves expenditures for
 
space rentals and building management services pursuant to P.L. 92-313
 
on Federal funding; negotiates with GSA on acquisition and leasing
 
arrangements; evaluates requirements and approves alterations and
 
modifications to AID/W facilities and general building services; acts in
 
liaison with functional specialists in the Department of State, GSA, and
 
other agencies on building and space management matters.
 

(c) Collaborates with the Overseas Management Division on matters
 
of mutual interest and in providing TDY assistance to Missions
 
reequiring expertise in space management.
 

(d) Manages telephone operations for AID/W; reviews and approves
 
requirements for telephone service and equipment; develops directives
 
and procedures, evaluates equipment and system utilization for
 
compliance with appropriate directives; examines telephone company
 
billings for accuracy and propriety of charges; reviewes long-distance
 
billings; coordinates certification of official calls and identification
 
of unofficial calls; coordinates with Department of State on publication
 
of telephone directories for quarterly issues.
 

(e) Provides, acquires, or controls a diversity of office services
 
in support of AID/W requirements (e.g., guard services, GSA charge
 
plates, dining room passes, shuttle transportation, arrangement for
 
conference rooms, and various prequisites).
 

Information Coordination Staff (SER/MO/GS/IC)
 

(a) Coordinates utilization of the Division's internal 
information
 
control systems and related equipment established to facilitate
 
management of the entire range of Division activities. In this regard,
 
formulates internal Division guidance and oerating procedures for data
 
compilation, input, storage and retrieval.
 

(b) Conducts and reconciles physical inventories (annually or as
 
otherwise directed) of all AID/W personal property.
 

Personal Property Management Bianch (SER/MO/GS/PPM)
 

(a) Manages and administers the AID/W personal property program;
 
develops and establishes policies, procedures, and standards therefore.
 



(b) Operates/manages AID/W warehouse; receives, stores, issues, and
 
disposes of AID/W personal proerty; requisitions replacement items as
 
needed.
 

(c) Conducts physical counts of segments of AID/W personal
 
property, i.e., during relocation of offices, (or as otherwise directed)
 
and adjusts property records as to changes in location. Performs a
 
continuing review of personal property authorization and utilization,
 
and maintains accountable inventory records of all AID/W nonexpendable
 
property.
 

(d) Performs and/or arranges procurement for, preventive
 
maintenance, emergency repairs, and servicing of office equipment,
 
furniture, and furnishings.
 

(e) Acts in liaison with officials in GSA and other Federal and
 
state agencies concerning the AID/W personal property program.
 

(f) Prepares reports on the AID/W personal property program in
 
compliance with regulatory, statutory, and AID directives.
 

(g) Collaborates with the SER/MO Overseas Property Management Staff
 
on matters ofo mutual interest.
 

(h) Predicated on information received from the Office of Contract
 
Management (SER/CM), directs disposition of nonexpendable property
 
acquired by contractors in the performance of AID contracts, upon
 
termination of such contracts.
 

Overseas Property Management Staff (SER/MO/OM/OPM)
 

(a) Develops policy guidelines, establishes operating standards and
 
procedures for effective management of AID property overseas; assists in
 
advising and counseling Missions in the establishment, implementation,
 
and provision of improved property management services.
 

(b) Develops and administers, with the technical assistance of
 
SER/DM, a computerized management information system for AID real,
 
personal, and vehicular property overseas; and, with the technical
 
assistance of SER/MO/PAV and SER/MO/CRM, a central repository of
 
Essential Property Records from Overseas (EPRO).
 

(c) Monitors, advises, and assists in the acquisition,
 
standardization, utilization, accountability, disposition of personal
 
property overseas.
 

(d) Monitors compliance in the acquisition, leasing, and management
 
of ovreseas real property; maintains the official AID repository for
 
deeds and leases.
 

(e) Establishes AID standards and monitors compliance for the
 
acquisition, standardization, operation, maintenance, and disposal of
 
AID-owned, U.S. Government motor vehicles.
 



f) Assists in evaluating the effectiveness of Mission organization
 
and services through periodic on-site review and analysis of their
 
property management activities and capabilities; collaborates with the
 

SER/MO/OM Regional Management Officers in providing TDY assistance to
 
Missions requiring expertise in property management.
 

(g) Acts in liaison with functional specialists in the Department
 
of State, USICA, GSA, and other agencies in formulating and changing
 
joint State/AID/USICA overseas real and personal property regulations.
 

(h) Prepares annual, periodic, or special reports (for internal or
 

external use) concerning AID real, personal, and vehicular property
 
overseas fromt he computerized management information system, EPRO,
 
and/or Mission documents.
 

(i) Coordinates, as appropriate, with the Personal Property Branch
 
of the General Services Division on matters of mutual or Agency-wide
 
interest.
 

Regional Management Division (SER/MO/OM/RM)
 

The Division consists of a group of three senior Regional Management
 

Officers (RMO) (Africa, Latin America and the Caribbean, and Asia/Near
 
East) and assistants. Each RMO reports directly to the Assistant
 
Director for Overseas Management in carrying out the following functions
 
within his/her assigned area of responsibility.
 

(a) Initiates, participates in developing, and disseminates Agency
wide administrative management policies, procedures, and programs as
 

they affect overseas operations; advises and counsels Missions in the
 
establishment, implementation, and provisions of improved administrative
 
management services.
 

(b) Performs temporary duty as necessary to assure adequate
 
evaluation, guidance, and assistance to senior management officials in
 
the field; provides and coordinates all administrative amangement TDY
 
assistance to Missions in his/her region including substitution for
 
field management personnel during emeigencies or temporary absence from
 
post.
 

(c) Evaluates the effectiveness of mission organization and
 
services through periodic on-site review and analysis of their
 
administrative management activities and capabilities.
 

(d) Provides expert guidance to Missions and nonregional activities
 

in the resolution of the full range of administrative operational,
 
and/or emergency problems with respect to real personal property
 

acquisition, utilization, and disposition; construction, renovation,
 

and/or capital improvements; emergency evacuation; and disaster relief.
 

(e) Provides professional leadership, guidance, and assistance to
 
the Geographic Bureaus and nonregional activities in the development of
 
administrative management support systems, methods, and operatioinal
 



details that may be required in the planning and implementation of
 

overseas programs.
 

(f) Provides primary professional guidance and support for all
 
administrative management personnel overseas; briefs and debriefs
 
incoming and outgoing executive officers, general service officers, and
 
other Mission personnel, as appropriate.
 

(g) As the primary professional backstop for administrative
 
management personnel in his/her region, advises and assists the SER/MO
 
Deputy Direct who functions as a member of the AID Foreign Service
 
Personnel Assignment Board to determine assignments and transfers on a
 
worldwide basis; based on knowledge of Mission requirements and
 
individual qualifications, recommends career development training,
 
reassignment, and rotation of personnel.
 

(h) Reviews and analyzes various Mission reports and documents,
 
such as the Annual Budget Submission (ABS) and the Mission Operating
 
Budget (MOB), to ensure adequacy and suitability of proposed funding
 

levels for administrative and logistical support; reviews and evaluates
 
proposed allowance levels (Official Residence Ey-enses and
 
Representation) requested by Mission DirectorF .n~d other AID principal
 
representatives, and recommends approval, disapproval, or adjustment by
 
AA/SER.
 

(i). Reviews and analyzes Foreign Affairs Administrative Support
 
(FAAS-CORE/DAS) arrangements and participants with FM in preparing
 
guidelines for planning, evaluating, negotiating, and implementing FAAS
 
budgets; reviews FAAS charges for propriety. Initiates corrective
 
action as necessary.
 

(j) Reviews and analyzes all Mission requests for acquisition
 
and/or construction of real property under Section 636(c) of the FAA as
 
amended; evaluates need in relation to availability of funds; and
 
recommends approval or disapproval as appropriate.
 

(k) Backstops Joint and Combined Administrative Operations (JAO and
 
CAMO) overseas; evaluates existing or proposed operations through
 
on-site observation and/or review of pertinent documents and reports;
 
recommends establishment/disestablishment or negotiates changes as
 

appropriate; in cooperation with the Geographic Bureau and the
 
Department of State, assists in assuring adequate staffing and logistic
 
support, and in resolving administrative management and operational
 
problems.
 

(1) Reviews, analyzes, and takes action if appropriate in response
 
to recommendations by the Auditor General (AG) and the General
 
Accounting Office (GAO) as they affect administrative and logistical
 
support operations overseas. Provides technical advice and assistance
 
to the AG in planning and conducting audits of such functional
 
activities and operations.
 

(m) Participates in review of agreements with AID recipient
 
countries to ensure that bilaterial agreements include the necessary
 



privileges and immunities, and that other agreements provide for
 
appropriate levels of personal support services for AID or AID-sponsored
 
personnel.
 

* All mission statements are as they appear in AID, Organization
 

Handbook (No. 17), 1981.
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PART 2
 

COMPLETED SURVEY PACKETS
 



ARA CORPF.ATION 

PROJECT Requirements 

CURRENT SYSTEM (4 

PROPOSED SYSTEM 0 

REPORT NAME & NUMJBER 

Listing of Classified 

Material Reviewed
 

AID Films Listing 


Automation of Index 


to Shelf Lists
 
(Form 5-45)
 

Annual Summary of 

Reccrds Holdings
 

Emergency Disposal 

of Records
 

Donation of Records 


Handbook 21 


Analysis 

FREQUENCY 


PREPARED BY 


Annually 


As time permit 


As time permit 


Annually 


Annually 


Annually 


As Needed 


INVENTORY OF REPORTSOFI 

Area: SER/M0/CRM/RM 


DISTRIBUTED TO NUMBER OF ESTIMATED PAGES 
METHOD LINES/PG PEAKCOPIES AVERAGE 

GSA,ISOO 
 2 2 N/E
 

MO/CRM/RM N/E N/E N!E 


MO/CRM/RM N/E N/E 
 N/E 


GSA,NARS 2 1 1
 

GSA,NARS 2 
 1 1
 

GSA,NARS 
 2 1
 
Transferring
 

Unit
 

Agency wide
 

PHASE I-DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY: Group Operations, Inc. 

PURPOSE - COMMENTS 

Project in progress.
 
400 boxes of films to code.
 

Project in progress.
 

Form A2051 7176 



CURRENT ISSUES
 

Office Report Title Comments 

MO/CRM/RM Listing of Classified Material Reviewed - More sophisticated search capability is needed. 
Currently restricted to 6 categories. 

- More time on work processor for input is required. 

AID Films Listings N/A - Under development. 

Automation of Index to Shelf Lists N/A - Under development. 

Annual Summary of Record Holdings Current procedures adequate. 

Donation of Records Current procedures adequate. 

Handbook 21 Current procedures adequate. 

"2:
 



Office: SER/ MO/CRM/RM

General Flow of: Listing of Classified Material Reviewed
 

Inte ewee: A.M. Teague
 

Historical AID AID Records 
 2 sources of records to be reviewed.
 
Records not at Boxed at
 
NARS NARS
 

CRM/RM 
 Separate classified from unclassified records.
 
Review classified records for declassification.
 
Prepare worksheet indicating status of record after
 
classification review.
 
Have updated information entered on word processor.
 

IS00 Recieves annual report on status of classification review.
 

Th 



CARA CORPORATION 

REPORT SPECIFICATION WORKSHEET - Part 1 
PROJECT Requirements Analysis
 

PHASE I - DATE 12/31/81 

CURRENTSYSTEM K) PHASE II - DATE N/A 
PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER Listing of Classified Material Reviewed
 

PURPOSE 
IS00 reporting requirement 

FREOUENCY 
 Annual ly
 

CUTOFF CRITERIA mber 30 

DISTRIBUTED TO  (No. OF CoPOfI 

0 

METHOD OF DELIVERY/TRANSMISSION/MEDIA
Memo 

FORM TYPE FORM SIZ E NO, OF PARTS 

ESTIMATED PAGES [LjNES/PAE
AVG. 2 PEAK 

REPORT RETENTION 

SECURITY Unclassified
 

PRINTING SEQUENCE PAGE BREAI(S PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: 
DATE: 

Form A2.052 7/76 



_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

4infj~~PAGE 1 OF1
 
:CARA REPORT SPECIFICATION WORKSHEET - Part 2CORPORATION 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PHASE II - DATE N/A 

REPORT NAME & NUMBER PREPAREDaY Group Operations, Inc. 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
______ ____________ ______DESCRIPTION _ _ _ _ _ _ _ _ _ _ 

N/A 

Form A2-053 7/76 



CARA CORPC)iATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 
PAGE _ OF 

PROJECT Requirements 

PROPOSED SYSTEM 0 

Analysis 

LISTING OF DOCUMENTS UNDER REVIEW 

PHASE I - DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT 
DB/FILE STATUS 

IN DB/FILE EW 
REPORT NUMBER INPUT NUMBER 

Date of Document
 

Security of 

Classification 

Copy Number
 

Originating Agency
 

Original Location
 

Box Number
 

Date Forwarded for
 
Review 

Office Where
 
Forwarded for Review
 

Name of Person to
 
Whom Forwarded
 

Telephone Number
 

Title or Subject of
 
Document
 

Form A2-057 7/76 



CARA CORP:OATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PAGE 1 OF 

PROJECT Requirements Analisis PHASE I-DATE 12/31/81 

PROPOSED SYSTEM 0 List of Reviewed Documents PREPArED BY N/A 

DATA ELEMENT I 
DB/FILE STATUS 

BFL E 

REPORT NUMBER INPUT NUMBER 

Date of Document 

Type of Document 

Telegram Reference umber 

Originating Activit3 
or Office 

Subject or Title 

Name or Author 

Previous Classification 

Date Declassified or 

New Classification 

Downgrad d 

Date Extension of 
Classification Apprcved 

Review or Declassify 

)ate of Next Review 

Sr Declassification 

ame of Reviewer 

Office which Conduct d Review 

AID/W Office or Overseas Mis ion 
Location or WNRC Ac:ession N mber 

Box Number 

Form A2-057 7/76 



PAGE 1 OF 1 

CARA CORPC RATION 

PROJECT Requirements Analysis 

CURRENT SYSTEM (M 

PROPOSED SYSTEM 0 

INVENTORY OF SOURCE/INPUT DOCUMENTS 

PHASE I-DATE 12/31/81 

PHASE II- DATE N/A 

PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME 
- DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOUHCE OF 
INFORMATION 

DISTRIBUTED TO EST. WKLY. VOL._________PURPOSE 

METHOD AVERAGE PEAK 
- COMMENTS 

Documents to keview NARS,AID 
Offices 

CRM/RM 

Listing of Documents 
under Review 

CRM/RM CRM/RM 

Listing of Reviewed 
Documents 

CRM/RM CRM/RM 

Form A2-054 7176 



1 PAGE __OF 
OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 

CA3J=L CDOR ATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM (M PHASE II- DATE N/A 

PROPOSED SYSTEM 0 
PREPAREDBY: Group Operations, Inc. 

ANNUAL PAYROLL COSTS PERCENTDEPARTMENT NAME NUMBER NUBRUTILI- PERSONNEL COMMENTS 
JOB REOD. FRINGE PESONLTITLE/DESCRIPTION-

- TT RT -E SALARY BENEFITS TOTAL ZATION COST TOTAL 

CRM/RM Management Analyst 1 75 $28,472
 
GS-12
 

CRM/RM Management Assistant 1 75 $19,632
 
GS-9
 

CRM/RM Management Assistant 2 17 $ 7,276
 
GS-7
 

TOTAL 4 $55,380
 

Form A2-ONI 7/74 



-- 

1 1PAGE OF 
OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 

SCAPLA CO}I=IF4ATION 

PHASE I-DATE 12/31/81
PROJECT Requirements Analysis 


PHASE I - DATE N/ACURRENT SYSTEM EI 


PROPOSED SYSTEM D
 
PREPAREDBY: Group Operations, Inc. 

UTILI- TOTAL TOTAL 
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COMMENTB 

- EQUIPMENT TYPE - RE('D RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

IBM System 6 1 20 $526 

Form A2-069 7/76 



General Flow of: AID Films Listing 
Office: 

Interviewee: 

SER/ MO/CRM/RM 

A.M. Teague 

NARS MISSIONS 2 sources of AID Films 

CRM/RM Compile listing of film information. 
Enter information onto word processor. 



CARA CORPORATION 

REPORT SPECIFICATION WORKSHEET - Part 1 
PROJECT Requirements Analysis
 

PHASE I - DATE 12/31/81
 

CURRENT SYSTEM 
 QJ PHASE II - DATE N/A
 
PROPOSED SYSTEM D 
 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER AID Films Listing
 

PURPOSE 
 To establish a 
current inventory of AID films.
 

FREQUENCY As time permits
 

CUTOFF CRITERIA 

DISTRIBUTED TO - (No. OF COPIES) 

METHOD OF DELIVERY/TRANSMISSION/MECIA 

FORM TYPE FORM SIZE "NO, OF PARTS 

ESTIMATED PAGES LINES/PAGE
AVG. PEAK 
REPORT RETENTION N/A 

40"
 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER CMMENT eing implemented
 

USER APPROVAL DATE: 

Form A2*052 7/76 

\,
 



PAGE l OFi 

CARA C RpORATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PHASE II - DAT E N/A 

REPORT NAME& NUMBER AID Films Listing PREPARED BY Group Operations, Inc. 

FIELD NAME LENGTH OUTPUT EDI SOURCE FIELD DESCRIPTION 
_______ DESCRIPTION 

Number Assigned inventory number
 

Title Title of film 

No. of copies
 

Box No.
 

Form A2-053 776 



1 PAGE 1 OF 

CAA CORP0ATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PREPARED BY N/A 

DB/FILE STATUS REPORT NUMBER INPUT NUMBER 

DATA ELEMENT LE NEW 

Number 

Title 

No. of Copies 

Box No. 

Form A2-057 7/76 



CAiA COPPi:ATION 

PROJECT Requirements 

CURRENTSYSTEM 0 

PROPOSED SYSTEM 17 

Analysis 

INVENTORY OF SOURCE/INPUT DOCUMENTS 
PAGE OF 

PHASE I-DATE 12/31/81 

PHASE II-DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
- DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOURCE OF 
INFORMATION 

DISTRIBUTED TO EST. WKLY. VOL. 
_________PURPOSE

METHOD AVERAGE PEAK - COMMENTS 

AID Films CRM/RM NARS,Missions N/A 

Form A2-54 7/70 



1 PAGE 1 OF 
OPERATING PERSONNEL REQUIREMENTS

CAR=A r_.COR P0RCAT IO0N 

PROJECT Requirements Analysis 

CURRENTSYSTEM EM 

PROPOSED SYSTEM 0-

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTSFRINGE
-O TITLEIDESCRIPTION - AEO°" SALARY BENEFITS TOTAL 

CRM/RM Management Assistant 1 
GS-7 

- COST WORKSHEET 

PHASE I-DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY: Group Operations, 

PERCENTUTILI- PERSONNEL COMMENTS 
ZATION COTTOTAL 

50 $10,700 

Inc. 

TOTAL $10,700 

Form A2-O" 7/76 



PAGE' OF 1 

- COST WORKSHEETOPERATING EQUIPMENT REQUIREMENTS 
CARlA C0)R:C3P:ATIC)j 

PHASE I--DATE 12/31/81PROJECT Requirements Analysis 

PHASE I - DATE N/ACURRENT SYSTEM E3 
PROPOSED SYSTEM 07 PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL 

DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COMMENT 
- EQUIPMENT TYPE - REOD RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

N/E N/E
IBM System 6 


Form A2-059 7/76 



Office: SER/MO/CRM/RM 
General Flow of: Automation of Index to Shelf Lists (Form 5-45) 

Interviewee: A. Teague 

CRM/RM Codes the AID 5-45 form information onto a word processing file. 



LW CARA CORPORATION 

REPORT SPECIFICATION WORKSHEET -Part 1 

PROJECT Requirements Analysis 
 PHASEI - DATE 12/31/81
 

CURRENT SYSTEM K) 
 PHASE II- DATE N/A
 

PROPOSED SYSTEM 0 
 PREPARED BY GrOup Operations, Inc. 

REPORT NAME & NUMBER 

Automation of Index to Shelf Lists
 

PURPOSE 
 To enable CRM/RM to machine search for specific
 
retired records requested by AID offices, Federal
 

aqencies and members of the general public.
 

FREQUENCY 
 As time permits
 
CUTOFF CRITERIA N/A 

DISTRIBUTED TO - (No. OF WIYAES) 

METHOD OF DE LIVE RY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LNSPAGE
AVG. PEAK 
REPORT RETENTION 

N/A
 

SECURITY Unclazsified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

In development
 

USER APPROVAL: DATE: 

Form A2.052 7/76 



PAGE 1 OF I 

CARaA C0RpORATION REPORT SPECIFICATION WORKSHEET - Part 2
 

PHASE I - DATE 12/31/81
PROJECT Requirements Analysis 


PHASE II - DATE N/APROPOSED SYSTEM D 

REPORT NAME & NUMBER Automation of Index to Shelf Lists PREPAREDBY Group Operations, Inc. 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
DESCRIPTION __ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Originating Office or 

Mission
 

Division/Branch
 

Inclusive Years
 

Calendar or Fiscal
 

Security Classification
 

WNRC Accession Number
 

Box Number(s)
 

Country
 

Country
 

Country
 

Country
 

Country
 

Retention Data
 

Type of Record/Subject/l itle 

Type of Record/Subject/title 

Type of Record/Subject/litle 

Type of Record/Subject/litle
 

Type of Record/Subject/litle
 

Form A2-053 7176 



4i ,PAGE 1 OF 

CARA CORPORATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis PHASEI-DATE 12/31/81 

PROPOSED SYSTEM C PREPARED BY N/A 

DATA ELEMENT I 
DB/FILE STATUS 

BFL E 

REPORT NUMBER INPUT NUMBER 

Originating Office 

or Mission 

Division/Branch 

Inclusive Years 

Calendar or Fiscal 

Security Classification 

WNRC Accession Numter 

Box Number(s) 

Country 

Country 

Country 

Country 

Country 

Retention Data 

Type of Record/Subjct/Title 

Type of Record/Subjct/Title 

Type of Record/Subjct/Title 

Type of Record/Subjct/Title 

Form A2-057 7/76 



A1 PAGE 1 OF 1 

CARA CORPFRATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM ED PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL. PURPOSE - COMMENTS 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

Request to Store or CRM/RM AID Bureaus NARS
 
Destroy Records
 
(AID Form 5-45)
 

Form A24064 7/76 



PAGE
OPERATING PERSONNEL REQUIREMENTS- COST WORKSHEET OF 

CARA CORPORATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM V PHASE II - DATE N/A
 

PROPOSED SYSTEM 0
 
PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT
RFRINGE UTILI- PERSONNEL COMMENTS 

ZA TIO N COST T OT A L T_ T LE___ _ -- _E OD " SALAR Y BE N E F IT S T O T A L --__ _ _ _ _ R_ _ _O _ _ 

CRM/RM Management Analyst 1 20 $7,593
 
GS-12
 

TOTAL $7,593
 

Form A2-06 7/76 



PAGE 1 OF 1 
OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 

CA1A CX3OR IFATION 

PHASE I-DATE 12/31/81PROJECT Requirements Analysis 


PHASE II - DATE N/ACURRENT SYSTEM E3 


PROPOSED SYSTEM 0
 
PREPAREDBY: Group Operations, Inc. 

UTILI- TOTAL TOTAL 
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COMMENTS 

- EQUIPMENT TYPE - REOD RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

IBM System 6 1 10 $263 

Form A2-059 7/76 



Office: SER/MlO/CRM/RM
 
Annual Summary of Record Holdings
General Flow of: 


Interviewee: A.M. Teague 

CRM/RM 

Field Staff 
I 

CRM/RM 

Transmit instructions to field staff on report format of record holdings. 

Update the record holding report from last year and return. 
File new version for next year's inventory. 

Consolidate report and submit it to NARS. 

NARS 



CARA CORPORATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis 
 PHASE I - DATE 12/31/81 

CURRENT SYSTEM K PHASE II - DATE N/A
 
PROPOSED SYSTEM El 
 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER 
 Annual Summary of Record Holdings
 

GSA-AN- 1119
 
PURPOSE 

-
Inform NARS of records management status.
 
- Track gross inefficiencies in records management.
 

FREQUENCY Annual ly 
CUTOFF CRITERIA 30 

DISTRqUTEO TO - ,No. OF CO'W ' (2) 

METHOD OF DE LIVE RY/TRANSMISSION/ME DIA 

FORM TYPE FORMSIZE f NO. OF PARTS 

ESTIMATEDAVG. PAGES PEAK LINES/PAGE("NSPC 
REPORT RETENTION No Limit 

SECURITYSECURITYU n classified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT Approximately 100 reporting groups contribute to report.
 

USER APPROVAL: DATE: 

Form A2.052 7/76 



j, ( PAGE 1 OF 

CARIA CORRORjATiOr DAT 
DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PHASE I- DATE 12/31/81
PROJECT Requirements Analysis 

PREPARED BY N/APROPOSED SYSTEM 0 

INPUT NUMBERDB/FILE STATUS REPORT NUMBER 
DATA ELEMENT I BFL E 

N/A 

Form A2-057 7/76 



PAGE 1 OF 1 

CARA CORATION 

PROJECT Requirements Analysis 

CURRENTSYSTEM 0 

PROPOSED SYSTEM 0 

INVENTORY OF SOURCE/INPUT DOCUMENTS 

PHASE I-DATE 12/31/81 

PHASE II-DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
- DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOURCE OF 
INFORMATION 

DISTRIBUTED TO EST. WKLY. VOL._________PURPOSE 

METHOD AVERAGE PEAK 
- COMMENTS 

Memo from Field Staff Field Staff Filing 
Cabinets 

CRM/RM 

Form A2-054 7/76 



1 A fPAGE 1OF 

a~CARA CXORP0RATION 
OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 

PROJECT Requirements Analysis 

CURRENTSYSTEM G2 

PROPOSED SYSTEM 0-

PHASE I-DATE 12/31/81 

PHASE I - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
- J06 TITLEIDESCRIPTION 
- _____ TLE___S__ITIO 

-
__-- _ 

NUMBER 
REWD. 
RE__D. 

ANNUAL PAYROLL COSTS 
FRINGE 

SALARY BENEFITS TOTAL 

PERCENT 
UTILI-

ZATION 
PERSONNEL COMMENTS 

CRM/RM Management Analyst 
GS-12 

1 3 $1,139 Supervision 

CRM/RM Management Assistant 
GS-7 

2 6 $2,568 Compilation of Forms 

TOTAL 3 $3,707
 

Form A2058 7/76 



PAGE1 OFL 
OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 

CA CORF)CX4ATIOrNJ 

PHASE I--DATE 12/31/81
PROJECT Requirements Analysis 


CURRENT SYSTEM E3 PHASE I - DATE N/A
 

PROPOSED SYSTEM [ PREPARED BY: Group Operations, Inc.
 

UTI LI- TOTAL TOTAL 

DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS UTIONZA'N MOTALMONTHLY AONAL
ANULCMMll 

- EQUIPMENT TYPE -- RED RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

N/A
 

Form A2-059 7/7 



Office: SER/MO/CRM/RM
 
General Flow of: Emergency Disposal of Records 

Interviewee: A.M. Teague 

Mission 

I 
CRM/RM 

Reports unusual occurrence to records 

Fills out appropriate form 

GI 
GSA 



L _CCA C0RRIATION 

REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements 

CURRENTSYSTEM K1 

PROPOSEDSYSTEM 0 

Analysis PHASEI -

PHASE II -

PREPAREDeY 

DATE 12/31/81 

DATE N/A 

Group Operations, Inc. 

REPORT NAME 

PURPOSE 

& NUMBER Emergency Disposal of Records 

GSA-AR-1I095 

Notify GSA/NARS of record losses. 

FREQUENCY 
As required.


CUTOFF CRITERIA As immediately after occurrence of loss 
as possible. 

DISTRIBUTED TO - (No. OF COPIES) 

GSA/NARS
 

METHOD OF DE LIVERY/TRANSMISSION/ME DI A 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PAGE
AVG. PEAK 
REPORT RETENTION 3 years 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: 
DATE: 

Form A2 052 7/76 



4 PAGE 1OF 

CARA CR3PORATION REPORT SPECIFICATION WORKSHEET -

PROJECT Requirements Analysis 

PROPOSED SYSTEM C] 

REPORT NAME & NUMBER 

Part 2 

PHASE I - DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY Group Operations, Inc. 

FIELD NAME 
_____________________ 

LENGTH 
______ 

OUTPUT EDIT SOURCE 
DESCRIPTION___________________________ 

FIELD DESCRIPTION 

N/A 

Form A2-053 7/76 



CA APAGE 

CRAcORPRA~rO DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 
1 OF 

PROJECT Requirements 

PROPOSED SYSTEM 0 

Analysis PHASE I-DATE 

PREPARED BY 

12/31/81 

N/A 

DB/FILE STATUS 
INDB/FILE 

NEW 

REPORT NUMBER INPUT NUMBER 

N/A 

FomA-0777
 



PAGE 1 OF I 
CARA CORPROATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

PHASE ItI- DATE N/A
CURRENT SYSTEM ED 

PROPOSED SYSTEM 07 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO E *..WKLY. VOL. PURPOSE - COMMENTS 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

Memo from mission Mission AID Mission CRM/RM Informs CRM/RM of record losses
 
Officer
 

Form A2054 7/76 



1 ]
4!!1 PAGE 1 O 

CAR CO3RP0ATION OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET P 

PROJECT Requirements Analysis 

CURRENTSYSTEM E 

PROPOSED SYSTEM 0 

PHASE I-DATE 12/31/81 

PHASE I - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTM.:NT NAME NUMBERDEAT.:TNMUBRUTILI-
- JO TITLE/DESCRIPTION - RED. 

__________________________ 

ANNUAL PAYROLL COSTS 

SALARY FRINGE 
SAARY BENEFITS TOTAL 

PERCENT 

ZATION 
ZAON 

PERSONNEL 

COST TOTAL 
CSTTL 

CMENTS; 

CRM/RM Management Analyst 
GS-12 

1 .03 $11 

TOTAL 
 $11
 

Form A2-058 7/76 



[1 ; PAGE'1 OF 1 
PA-

OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 
o -C~AR:A CC)I::R::OR::ATIO)N 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

UTI LI- TOTAL TOTAL 

DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATIOdZAIN OTALMONTHLY TOTALC
ANNUAL 1 o1mIallm 

- EQUIPMENT TYPE - REOD RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

N/A
 

Form A2-059 7/76 



Office: SER/MO/CRM/RM
 

General Flow of: Donation of Records
 
Interviewee: A.M. Teague
 

AID Office or Outside Agency Prepares notification that it either requires records
 
held by another unit or is required to transfer
 
records to another unit. Either the receiving or
 
donating unit may intitiate the request.
 

Transferring Unit
 

GSA/NARS 
 Approves records transfer and notifies parties involved.
 

Donating Receiving Unit Transfer begins upon receipt of approval.
 
Unit
 



__CARA CCIOIMIATIO REPORT SPECIFICATION WORKSHEETN 

- Part 1 

PROJECT Requirements Analysis 
 PHASEI - DATE 12/31/81
 

CURRENTSYSTEM K] PHASE II - DATE N/A 
PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER 

Donation of Records
 

GSA-AR- 1096
 
PURPOSE
 

Request approval from GSA/NARS for transfer of records.
 

FREQUENCY As needed,
 

CUTOFFCRITERIA Set by law. 

DISTRIBUTED TO - (No. OF COPIES)GSA/NARS, Transferring Unit
 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE NO, OF PARTS 

ESTIMATED PAGES 

1 LINES/PACE
AVG. PEAK 
REPORT RETENTION 

3 years 

SECURITY Unclassified
 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

I 
USER COMMENT 

USER APPROVAL: 
J DATE; 

Form A2.052 7/76 



PAGE 1 OF 1 

CARA CORPORATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0] PHASE II - DATE N/A 

REPORT NAME & NUMBER PREPARED BY Group Operations, Inc. 

FIELD NAME 
______ ____________ 

LENGTH 
______DESCRIPTION 

OUTPUT EDIT 
__ 

SOURCE 
_ _ _ _ _ _ __ _ _ _ _ _ _ _ 

FIELD DESCRIPTION 
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

See Report 

Form A2-053 776 



PAGE 1 OF 

CAPA C:RI)RATioNj DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis PHASE I -DATE 12/31/81 

PROPOSED SYSTEM 0 PREPARED BY N/A 

DATA ELEMENT 
DB/FILE STATUS 

IN 08/FILE NEW 

REPORT NUMBER INPUT NUMBER 

N/A 

Form A2-057 7/76 



I PAGE 1 OF 

CAPA CO:POPATION INVENTORY OF SOURCE/INPUT DOCUMENTS
 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

PHASE II- DATE N/A
CURRENTSYSTEM 21 


PROPOSED SYSTEM D
 
PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL. _______PURPOSE 	 - COMMENTS 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

See Report Form 	 GSA/NARS forwards approval
 
on original request form.
 

I> 	 Form A2-054 7/76 



1PAGE OFiL VCARA OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENTSYSTEM ( PHASE Il - DATE N/A
 

PROPOSED SYSTEM 03
 
PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME DEATETNMNMMSERUBRUTI ANNUAL PAYROLL COSTS PERCENTLI- PIERSONNEL COMMilENTS; 
-JOB TITLE/DESCRIPTION - REO'D. FRINGE TTILC 

A al st ISALARYCRna /Re enM BENEFITS TOTAL ZATION COST TOTAL 

CRM/RM Management Analyst .03
 
GS-12 

TOTAL 
 $11
 

Form A2-051 7/n6 



PAGE1 OFL 

OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 

CARA COPO ATION',J 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM KI PHASE II- DATE N/A 

PROPOSED SYSTEM 0 
PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL 

DEPARTIMENT NAME NUMBER MONTHLY EQUIPMENT COSTS U TIONZAIN MOTHLMONTHLY ANNALANNUAL CORKU"N 
-EDUIPENT TYE -- RE(D RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

N/A
 

Form A2-059 7/7 



General Flow of: Update of Handbook 21 
Office: 

Interviewee: 

SER/MO/CRM/RM 

A.M. Teague 

CRM/RM Periodic review of Handbook 21, with drafting of revisions if required. 

SER/MPP Review draft language. If not acceptable requests further drafts. 
If draft is acceptable, initiates distribution process. 



S CARlA CORPURCATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis
 
PHASE I - DATE 12/31/81 

CURRENT SYSTEM K PHASE II- DATE N/A
 
PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER AID Handbook 21 

PURPOSE
 

FREQUENCY As required.
 

CUTOFF CRITERIA N/A
 

DISTRIBUTED TO - (No, OF COPIES) 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE 
 NO. OF PARTS 

ESTIMATED PAGES __ LINES/PAGE
AVG. 
 PEAK
 
REPORT RETENTION 

Until revision.
 

SECURITY Unclassified.
 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: DATE; 

Form A2.052 7/76 



PAGE 1 OF 1 

CARA C CP RATION REPORT SPECIFICATION WORKSHEET 

PROJECT Requirements Analysis 

PROPOSED SYSTEM 0] 

REPORT NAME & NUMBER 

- Part 2 

PHASE I - DA-F 12/31/81 

PHASE II - DATE N/A 

PREPARED BY Group Operations, Inc. 

FIELD NAME LENGTH OUTPUT EDIT
DESCRIPTION 

SOURCE 
_______ 

FIELD DESCRIPTION 

See AID Handbook 21 

Form A2-053 71/7 



!CAFt IA 

COPOATIN DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 
PAGE 1 OF 1 

PROJECT Requirements 

PROPOSED SYSTEM 0 

Analysis PHASEI-DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT I 
DB/FILf 
BFL 

STATUS 

E 

REPORT NUMBER INPUT NUMBER 

N/A 

Form A2-057 7/76 



PAGE 1 OF 1 
CARA CORP )RATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM G PHASE II- DATE N/A 

PROPOSED SYSTEM 0] PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST.WKLY.VOL. - COMMENTS_________PURPOSE 

- WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 
- OCUMENT NAME & NUMBER 

Handbook 21
 

Form A2054 7176 



A PAGE 1OF1 
______ OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 

CARA CO3RPOJATIOr.J 

PROJECT Requirements Analysis PHASE I -DATE 12/31/81 

CURRENTSYSTEM GO PHASE II- DATE N/A 
PROPOSED SYSTEM 07 PREPAREDBY: Croup Operations, Inc. 

OEPA.rENT NAME NUBER-JOSTTERT N REOD.JOG ITLEDESCIPTIN-FRINGE 
ANNUAL PAYROLL COSTS PERCENT 

UTILI- PERSONNEL COWENTS 
- _______ TL________TO_--_RO__. SALARY BENEFITS TOTAL ZATION COST TOTAL 

CRM/RM Sup Mgt Analyst 25 $11,285 
GS-13 

CRM/RM Management Analyst 3 8 $ 9,111 
GS-12 

CRM/RM Management Analyst 3 8 S 7,602 
GS-11 

CRM/RM Clerk Typist 1 17 $ 2,625 
GS-4 

TOTAL 8 $30,623
 

Form A2-O5 7/76
 



PAGE1 OF1 
' -_T NOPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 

CtACX3RPCJ=4ATI0N 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENTSYSTEM 91 PHASE I - DATE N/A 

PROPOSED SYSTEM 13 PREPARED BY: Group Operations, Inc. 

UTI LI- TOTAL TOTAL 

DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COMMENTS 
- EQUIPMENT TYPE - REO'D RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

N/A 

F-m A2-059 7/76 



CARA CCPORATION INVENTORY OF REPORTS -

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 
CURRENT SYSTEM 1 PHASE I - DATE N/A 

PROPOSED SYSTEM El Area: SER/MO/GS PREPAREDBY: Group Operations, Inc. 

REPORT NAME I NUMBER FREQUENCY DISTRIBUTED TO NUMBER OF ESTIMATED PAGES PURPOSE - COMMENTS 
PREPARED BY METHOD LINES/PG COPIES AVERAGE PEAK 

Tracking of Obligated and 
Confirmed Expenditures By 
Budget Categories 

Daily SER/MO/GS N/E N/E N/E Procedures to support report are 
being implemented at this time. 

Form A2-051 7176 



CURRENT ISSUES
 

Office Report Title 	 Comments
 

SER/MO/GS 	 Tracking of Obligated and Confirmed Would like ability to track monies by budget
 

Expenditures By Budget Categories sub-category.
 



Office: SER/MO/GS
 
General Flow of: 	 Tracking of Obligated and Confirmed Expenditures
 

by Budget Categories Interviewee: Y. Gaines
 

GS/AP GS/BM Other AID Branches Forward requisition request.
 

SER/MO/GS Assign an obligation number.
 

MO/GS/AP Assigns a purchasing agent to process request.

I This process results in approval/disapproval of requisition request.
 

SER/MO/GS 
 If approved, confirms money is available/not available at this time
 
to make purchase.
 

MO/GS/AP If money available, initiates purchase.
4If money not available, places purchase in a hold status.
 

Vendor 	 If purchase is initiated the Vendor is sent the purchase order.
 

MO/GS/AP 	 Notified of work completed by Vendor and cost of job.
 

SERiMO/GS 	 Notified of cost to date of job through MO/GS/AP.
 
Maintains monthly running totals of obligated and spent monies
 
by budget categories.
 



SCARA&COR::PORATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECTRequirements Analysis 
 PHASE I - DATE 12/31/81
 

CURRENTSYSTEM E] 
 PHASE II - DATE N/A
 

PROPOSED SYSTEM 0 
 PREPARED By Group Operations, Inc. 

REPORT NAME & NUMBER 
Tracking of Obligated and Confirmed Expenditures
 
by Budget Categories.
 

PURPOSE 
 Exert fiscal control 
over budget for SER/MO/GS.
 

FREQUENCY 
 Monthly
 
CUTOFF CRITERIA Last day of each month.
 

DISTRIBUTED TO - (No. OF COPIES)
SER!MO/GS
 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 

FORM TYPE j FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PAGE 
AVG. WE PEAK 
REFORT RETENTION 

N/A
 

SECURITY 
 Unclassified
 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 
 The monies tracked are restricted to those allocated
 

to SER/MO/GS, Portions of the trackinq system are
 
now being implemented.
 

USER APPROVAL: 
 DATE:
 

Form A2.052 7/76
 



PAGE 1 OF 1 

CA A COPFC) RATION REPORT SPECIFICATION 

PROJECT Requirements Analysis 

PROPOSED SYSTEM 0 

REPORT NAME & NUMBER 

WORKSHEET - Part 2 

PHASE I - DATE 12/31/81 

PHASE II - DATE N/A 

PREPAREDBY Group Operations, Inc. 

FIELD NAMEFIELD__NAME_ _ 
LENGTHENGTH OUTPUT EDIT

DESCRIPTION 
SOURCE FIELD DESCRIPTION 

N/A 

Form A2-053 7176 



PAGE 1 OF 1
 

CARA CORPORATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis 

PROPOSED S fSTEM 0 

PHASE I - DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT I 
DB/FILE STATUS 
BFL E 

REPORT NUMBER INPUT NUMBER 

N/A 

Form A2-057 7176 



PAGE 1 OF 1 

CARIA CDRPO)ATION 

PROJECT Requirements Analysis 

CURRENTSYSTEM 0 

PROPOSED SYSTEM 0 

INVENTORY OF SOURCE/INPUT DOCUMENTS 

PHASE I-DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
- DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOURCE OF 
INFORMATION 

DISTRIBUTED 
METHOD 

TO EST. WKLY. VOL._________PURPOSE 

AVERAGE PEAK 
- COMMENTS 

Request for Work 
Authorization 

Originating 
Office (AID) 

SER/MO/GS 

Purchase Order MO/GS/AP SER/MO/GS, 
Vendor 

Miscellaneous Obligation 
Document 

SER/MO/GS SER/MO/GS 

List of Obligation 
Categories 

SER/MO SER/MO/GS 

Cumulative Obligation 
Record 

SER/MO/GS SER/MO/GS 

Obligation Report to 
SER/MO Budget Officer 

SER/MO/GS SER/MO 

Form A^2-44 7/76 



PAGE 1 OF 1 
OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 

CARA CORPORATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENT SYSTEM C& PHASE II- DATE N/A 

PROPOSED SYSTEM 0- PREPARED BY: Group Operations, Inc.
 

ANNUAL PAYROLL COSTS PERCENT 

-JTITLEIDESCRIPTION- RE'D. FRINGE UOLTPONL 
DEPARTMENT NAME NUMBER NUBRUTILI- PERSONNEL CMENTS 

SALARY BENEFITS TOTAL ZATION COST TOTAL 
-- ______TT___E _______________--___O__. 

MO/GS Special Assistant 1 80 $25,339
 
GS-11
 

TOTAL 1 $25,339
 

Farm A2-0" 7116 



PAGE' OF'OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 
CAFIA CO3RFCRATION 

PROJECT Requirements Analysis 
 PHASE I-DATE 12/31/81 

CURRENT SYSTEM El PHASE II - DATE N/A 
PROPOSED SYSTEM 0 

PREPARED BY: Group Operations, Inc. 

UTILI-


DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION TOTAL TOTAL
 - - MONTHLY ANNUAL
EUIPMENT TYPE - COIMMENT1REOD RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

QI 1 N/E N/E
 

_ 

Form A2-050 7/76 



PAGE 1 OF 1CARA CORPORATION 	 INVENTORY OF REPORTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM 0 PHASE I - DATE N/A 

PROPOSED SYSTEM 0 	 Area: SER/MO/GS/AP PREPARED BY: Group Operations, Inc. 

FREQUENCY DISTRIBUTED TO NUMBER OF ESTIMATED PAGESREPORT NAME & NUMBER PROE-CMET 

PREPARED BY METHOD LINES/PG COPIES AVERAGE PEAK 

AID Workload Monthly 	 SER/CM 3 N/E N/E 

Budget Report Weekly 	 SER/MO, 3 N/E N/E Under Development
 
SER/MO/GS
 

Control Log Status Daily 	 MO/GS/AP 3 N/E N/E
 

Daily Requisition Log Daily 	 MO/GS/AP N/A N/E N/E
 

Procurement Status Monthly 	 MO/GS/AP 3 N/E N/E
 

P'irchase Order History
 
Status Monthly MO/GS/AP 3 N/E N/E
 

Report on Procurement by
 
Civilian Executive
 
Agencies Semi-Annually SER/CM 	 3 N/E N/E
 

Requisition Control Log Daiiy 	 MO/GS/AP N/A N/E N/E
 

Summary of Contract
 
Actions of $10,000
 
or Less Quarterly SER/CM 	 3 N/E N/E
 

Vendor Master Address
 
List As Required MO/GS/AP N/A N/E N/E
 

Subscription and
 
Periodical List As Required MO/GS/AP N/A N/E N/E
 

/Form A2.051 7/76 



CURRENT ISSUES 

Office Report Title Comments 

MO/GS/AP AID Workload Report Current procedures adequate. 

Budget Report Current procedures adequate. 

Control Log Status Current procedures adequate. 

Daily Requisition Log Current procedures adequate. 

Procurement Status Current procedures adequate. 

Purchase Order History Status Current procedures adequate. 

Report on Procurement by 
Civilian Executive Agencies Current procedures adequate. 

Requisition Control Log Current procedures adequate. 

Summary of Contract Actions 
of $10,000 or Less Current procedures adequate. 

Vendor Master Address List Current procedures adequate. 

Subscription and Periodical 
List Current procedures adequate. 



Office: SERI MO/GS/AP
 
General Flow of: AID Workload Report
 

Interviewee: E. Freeman
 
G. Proctor
 

AID Bureau Division or Branch Completes and forwards a Supplies/Equipment/Services (SES) Requisition.
 

GS/AP If not 
a valid request, then returned to originating office.
 
If a valid request then:
 
* - A control number is assigned 
* - The SES is assigned to a Purchasing Agent to process the request. 
* - A Purchase Order Number is assigned and the Purchase Order 

is researched.
 
* - The Purchasing Officer then approves or disapproves the Purchase
 

Order based on data supplied by the assigned Purchasi1 g Agent.
 
If Approved
 

AID Warehouse MO/FM Vendor
 
(Optional)
 

Requesting 
 Upon completion of Purchase Order terms, sends formal notification
 

Office to MO/GS/AP.
 

MO/CS/AP *Notifies SER/FM of completion of Purchase Order.
 

SER/FM
 

*Indicates points in the processing of Requisitions and Purchase Orders where data is entered onto the Q1.
 



CARA CORPORATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

CURRENTSYSTEM L PHASE II - DATE N/A 
PROPOSED SYSTEM 0 PREPARED BY Group Operations, 

REPORT NAME NU-MBER AID Workload 

Inc. 

PURPOSE Provide a summary of workload flow through MO/GS/AP 

FREQUENCY Monthly 

CUTOFF CRITERIA 

DISTRIBUTED TO - (No. OF COPIES) SER/CM 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 
Memo 

FORM TYPE FORM SIZE 

ESTIMATED PAGES 
AVG. PEAK 
REPORT RETENTION 

N/A 

SECURITY 
Unclassified 

PRINTING SEQUENCE PAGE BREAKS 

LINES/PACE 

PAGE RE-SEQUENCE 

NO. OF PARTS 

SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: ClATE: 

Form A2-052 7/76 

\ ' 



[i i PAGE 1 OF 1 

CARA CORPORATION REPORT SPECIFICATION WORKSHEET - Part 2 

PHASE I - DATE 12/31/81
PROJECT Requirements Analysis 


PHASE II - DATE N/APROPOSED SYSTEM 0 


REPORT NAME & NUMBER AID Workload Report PREPARED By Group Operations, Inc.
 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
________ ________________DESCRIPTION _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

From: To: 

PO Issued:
 

No. Orders
 

No. Items By Mission and Domestic Category
 

Value
 

Furniture
 

Value
 

Form A2-053 7176 



PAGE OF 

fCARA C0pC)R:ATINj DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis PHASE I -DATE 12/31/81 

PROPOSED SYSTEM Q PREPARED BY N/A 

INPUT NUMBERDB/FILE STATUS REPORT NUMBER 
DATA ELEMENT NOBFILE,.EW 

From: To:
 

PO Issued:
 

No. Orders
 

No. Items
 

Value
 

Furniture
 

Value
 

Form A2-057 7/76 

http:NOBFILE,.EW


PAGE 1 OF 1 

CARA CORPCATION 	 INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis 	 PHASE I-DATE 12/31/81 

CURRENT SYSTEM [ 	 PHASE I - DATE N/A 

PROPOSED SYSTEM 0 
PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL. 
_________PURPOSE 	 - COMMENTS 

- WHEN AVAILABLE INFORMATION METHOD AVERAGE 	 PEAK - DOCUMENT NAME & NUMBER 

Suppl ies/Equi pment/ Originating MO/GS/AP
 
Services Requisition AID area
 

Purchase Order MO/GS/AP 	 MO/GS/PPM,
 
Originating
 
AID area,
 
SER/FM,
 
Vendor
 

Form A2-Q64 7176 



PAGE 1OF1 
CARA CORPOCRATION 

PROJECT Requirements Analysis 

CURRENTSYSTEM ( 

PROPOSED SYSTEM 03 

OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 

PHASE I-DATE 12/31/81 

PHASE I - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER 
- JOB TITLEIDESCRIPTION - RE. 
- _____ TL__D___ RIrl___--_RE__D._SALARY 

GS/AP Prct Asst 1 
GS-6 

GS/AP Prct Clk Typing 1 
GS-5 

ANNUAL PAYROLL COSTS 
FRINGE 

BENEFITS TOTAL 

PERCENT 
UTILI-

ZATION 

16 

16 

PESONE 
PERSONNELCOMMENTS 

COST TOTAL 

$3,081 

$2,764 

Total 2 $5,845 

;.r Form A24-0 7/76 



~PAGE 1OF1 
OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET P 

CAR:A COP0RATIN 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE I1-DATE N/A 

PROPOSED SYSTEM 0- PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL 
DEPARTMENT NAME EQIMN NUMBERYE-RO MONTHLY EQUIPMENT COSTS ZATIONAIN OTALMONTHLY TOTALANNUAL COMGENT3 

- EQUIPMENT TYPE- RE'D RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

Ql 2 8 $912 

Form A2-069 7/76 



Office: SERI MO/GS/AP
 
General Flow of: Budget Report
 

Interviewee: E. Freeman
 
G. Proctor
 

AID Bureau Division or Branch 	 Completes and forwards a Supplies/Equipment/Services (SES) Requisition.
 

GS/AP 	 If not a valid request, then returned to originating office.
 
If a valid request then:
 
* - A control number is assigned 
* - The SES is assigned to a Purchasing Agent to process the request. 
* - A Purchase Order Number is assigned and the Purchase -Order 

is researched.
 
* - The Purchasing Officer then approves or disapproves the Purchase
 

Order based --n data supplied by the assigned Purchasing Agent.
 
If Approved
 

AID Warehouse MO/FM Vendor
 
(Optional)
 

Requesting 	 Upon completion of Purchase Order terms, sends formal notification
 

Office 	 to MO/GS/AP.


'I 
MO/GS/AP 	 *Notifies SER/FM of completion of Purchase Order.
 

SER/FM
 

*Indicates points in the processing of Requisitions and Purchase Orders where data is entered onto the QI.
 



SCAlA CORIPOR ATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

CURRENT SYSTEM KI PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER 

Budget Report 
PURPOSE Tr;;.rke t;tI nf Ohligated Monies
 

FREQUENCY
 

CUTOFF CRITERIA 

DISTRIBUTED TO - (No. OF COPIES) SER/MO. SER/MO/GS
 

METHOD OF nELIVERY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PAGE 
AVG. 
 PEAK 
REPORT RETENTION N/A 

SECURITY 
llnr]_Sifipd 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: DATE: 

Form A2.052 7/76 



PAGE 1 OF 1 

CARA CORPORATION REPORT SPECIFICATION 

PROJECT Requirements Analysis 

PROPOSED SYSTEM [] 

REPORT NAME & NUMBER 

WORKSHEET - Part 2 

PHASE I - DATE 12/31/81 

PHASE II - DATE N/A 

PREPAREDDY Group Operations, Inc. 

FIELD NAME 
____________ ____ ____ _ 

LENGTH 
__ ____ 

OUTPUT EDIT 
DESCRIPTION __ 

SOURCE 
_ _ _ _ _ _ __ _ _ _ _ _ _ 

FIELD DESCRIPTION 
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

N/A 

Form A2-053 7/76 



PAGE OF 

CAR: A C:poRATION 

PROJECT Requirements Analysis 

PROPOSED SYSTEM C 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PHASE I-DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT I 
DB/FILE STATUS 

BFL E 

REPORT NUMBER INPUT NUMBER 

N/A 

Form A2-057 7/76 

-if 



~PAGE 1 OF 1 

CARA CR 0RATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENTSYSTEM 0 PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL._________PURPOSE - COMMENTS 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

Supplies/Equipment/ 
Services Requisition Originating 

AID area MO/GS/AP 

Purchase Order MO/GS/AP MO/GS/PPM, 
Originating 
AID Area, 
SER/FM, 
Vendor 

Form A2-054 7176 



PAGE 1 OF 1 
OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 

CARA CORPORATION 

PROJECT Requirements Analysis PHASE I -DATE 12/31/81 

CURRENTSYSTEM ( PHASE I - DATE N/A 

PROPOSED SYSTEM C0 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT 

-JOB TITLEIDESCRIPTION - REO'D. 
NUBRUTILI-

SALARY FRINGEBENEFITS TOTAL ZATION 

PERSONNEL 

COST TOTAL 

COMMENTS; 

GS/AP Prct Asst 1 16 $3,081 
GS-6 

GS/AP Prct Clerk .yping 1 16 $2,764 
GS-5 

Total 2 $5,845 

Form A2-0$8 7/76 



PAGE1 OF1 

OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 
CAFIA COR=P0ATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENT SYSTEM 1I PHASE II - DATE N/A
 

PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc.
 

UTI LI- TOTAL TOTAL 

DEPARTMENT NAME NUBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COENTS 
- EQUIPMENT TYPE - AOD RENT (BU ") MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

Q1 2 8 $912
 

Form A2-u5O 7176 



Office: SER/MO/GS/AP
General Flow of: Control Log Status 


Interviewee: E. Freeman
 
G. Proctor
 

AID Bureau Division or Branch Completes and forwards a Supplies/Equipment/Services (SES) Requisition.
 

GS/AP 
 If not a valid request, then returned to originating office.
 
If a valid request then:
 
* - A control number is assigned
 
* - The SES is assigned to a Purchasing Agent to process the request.
 
* - A Purchase Order Number is assigned and the Purchase Order
 

is researched.
 
* - The Purchasing Officer then approves or disapproves the Purchase
 

Order based on data supplied by the assigned Purchasing Agent.
 
If Approved
 

AID Warehouse MO/FM Vendor
 
(Optional)
 

Requesting 
 Upon completion of Purchase Order terms, sends formal notification
 
Office to MO/GS/AP.


'I
MO/GS/AP 
 *Notifies SER/FM of completion of Purchase Order.
 

SER/FM
 

*Indicates points in the processing of Requisitions and Purchase Orders where data is entered onto the QI.
 



CAPA CORPORATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis 
 PHASE I - DATE 12/31/81 

CURRENTSYSTEM 
El PHASE II - DATE N/A
 
PROPOSED SYSTEM D PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMB3ER 

Control Log Status
 

PURPOSE 
 Track Progress of Requisitions and Purchase Orders
 

FREQUENCY Daily
 

CUTOFF CRITERIA
 

DISTRIBUTED TO - (No.OF COPIES)
MO/rS/AP 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PACE
AVG. PEAK 
REPORT RETENTION N/A
 

SECURITY 
I Inrl Asi-fied 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL7 
DATE:
 

Form A2-052 7/76 



PAGE 1 OF 1 

CARA CCORPOATION REPORT SPECIFICATION WORKSHEET - Part 2 

PHASE I - DATE 12/31/81PROJECT Requirements Analysis 


PHASE II - DATE N/APROPOSED SYSTEM O 


REPORT NAME & NUMBER Control Log Status PREPARED BY Group Operations, Inc.
 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
________________ _______DESCR IPTION _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

For
 

FROM: TO:
 

Log No.
 

Date of Req. Date of Requisition
 

Div. Office or Mission
 

Category
 

Date Assigned
 

REQ/OBL No.
 

Referred to Used if transferred to another division
 

P.O.'s Assigned
 

Completed Yorn Requisition Complete
 

Description and Remarks
 

Form A2-053 7/76 



PAGE 1 OF 

CARA CORPORATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis PHASE IDATE 12/31/81 

PROPOSED SYSTEM 0 

DATA ELEMENT I 

DB/FILE STATUS 

BFL E 

REPORT NUMBER 

PREPARED BY 

INPUT 

N/A 

NUMBER 

FOR 

FROM: TO: 

Log No. 

Date of Req. 

Div. Office or 
Mission 

Category 

Date Assigned 

Req/Obl. No. 

Referred to 

P.O.'s Assigned 

Completed York 

Description and 
Remarks 

Form A2-057 7/76 



IF, _.:PAGE 1 OF 

CARA CORPR ATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENT SYSTEM [ PHASE II-DATE N/A 

PROPOSED SYSTEM El PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO_________PURPOSEEST. WKLY. VOL. - COMMENTS 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

Supplies/Equipment/
 
Services Requisition Originating
 

AID Area MO/GS/AP
 

Purchase Order MO/GS/AP MO/GS/PPM,
 
Originating
 
AID area,
 
SER/FM,
 
Vendor
 

Form A2-054 7176 



1 PAGE 1 OF 

CAIF rcORPOATION 
OPERATING PERSONNEL REQUI REMENTS - COST WOR KSHEET 

PROJECT Requirements Analysis PHASE I -DATE 12/31/81 

CURRENTSYSTEM (M PHASE I -DATE N/A 

PROPOSED SYSTEM 0PREPARED BY: Group Operations, Inc. 

-J 

DEPARTMENT NAME 

TITLIE/SCRIrON-

NUMBER 

REO'D. 

ANNUAL PAYROLL cOSTS 
FRINGE 

SALARY BENEFITS TOTAL 
PERCENT

UTILI-
ZATION 

PERSONNEL 
COSTTOTAL 

COMENTS 

GS/AP Prct Asst 1 16 $3,081 
GS-6 

GS/AP Prct Clerk Typing 1 16 $2,764 
GS-5 

Total 2 $5,845 

oFm A2-O 7/76 



1 ~PAGE'1 OF 

CARFA COCRIRATION 

OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 

PROJECT Requirements Analysis 

CURRENT SYSTEM E3 

PROPOSED SYSTEM 0 

PHASE I-DATE 12/31/81 

PHASE II- DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
- EQUIPMENT TYPE -

NUMBER 
REOrD 

MONTHLY EQUIPMENT COSTS 
RENT (BUY) MAINTENANCE TOTAL 

UTILI-
ZATION__-

HRS. % 

TOTAL 
OTALMONTHLY 

EQUIP. COST 

TOTAL 
TOTALANNUAL 

EQUIP. COST 
C~lllMENkT3 

Q1 2 8 $912 

Form A2-069 7/76 



Office: SER/ MO/GS/AP
 
General Flow of: Daily Requisition Log
 

Interviewee: E. Freeman
 
G. Proctor
 

AID Bureau Division or Branch Completes and for-,ards a Supplies/Equipment/Services (SES) Requisition.
 

GS/AP If not a valid request, then returned to originating office. 
If a valid request then: 

- A control number is assigned
* - The SES is assigned to a Purchasing Agent to process the request. 
* - A Purchase Order Number is assigned and the Purchase Order 

is researched. 
* - The Purchasing Officer then approves or disapproves the Purchase 

Order based on data supplied by the assigned Purchasing Agent. 

If Approved 

AID Warehouse MO/FM Vendor
 
(Optional)
 

Requesting Upon completion of Purchase Order terms, sends formal notification
 

Office to MO/GS/AP.
 

MO/GS/AP *Notifies SER/FM of completion of Purchase Order.
 

SER/FM
 

*Indicates points in the processing of Requisitions and Purchase Orders where data is entered onto the QI.
 



iCAPA COPOPATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECTRequirements Analysis PHASE I - DATE 12/31/81 

CURRENTSYSTEM El PHASE II - DATE, N/A 

PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER Daily Requisition Log 

PURPOSE 
 Maintain list of new requisitions entered
 

onto the computer system
 

FREQUENCY Daily
 

CUTOFF CRITERIA 

DISTRIBUTED TO - (No. OF COPIES) 

MO/GS/AP
 

METHOD OF DELIVERY/TRANSMISSIONMEDIA 

FORM TYPE FORM SIZE NO.OF PARTS 

ESTIMATED PAGES LINES/PACE 
AVG. 
 PEAK
 
REPORT RETENTION N/A
 

SECURITY Unclassified
 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL DATE
 

Form A, 352 7/76 



_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

U/I 

PAGE 1 OF 1 

CARA CC)Rp RATION REPORT SPECIFICATION WORKSHEET - Part 2
 

PHASE I - DATE 12/31/81
PROJECT Requirements Analysis 


PHASE II - DATE N/APROPOSED SYSTEM C0 


REPORT NAME& NUMBER Daily Requisition Log PREPAREDBY Group Operations, Inc.
 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
_ 

____ __________ ____ ___ ___ ___ DESCRIPTION 

Control No.
 

P.O. Line No.
 

Description
 

Quantity
 

Price
 

Discount %
 

Discount Amount
 

Form A2-053 71/76 



PAGE 1 OF 
IARAC CORPORATION 

PROJECT Requirements Analysis 

PROPOSED SYSTEM 0 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PHASE I-DATE 

PREPARED BY 

12/31/81 

N/A 

DB/FILE STATUS 
DATA ELEMENTINC/FL 

NE 

REPORT NUMBER INPUT NUMBER 

Control No. 

P.O. Line No. 

Description 

Quantity 

U/I 

Price 

Discount % 

Discount Amount 

Form A2-057 7/76 



4 i PAGE OF 

CARA COR:PORATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM EM PHASE I - DATE N/A 

PROPOSED SYSTEM 0l 
PREPARED BY: Group Operations, Inc. 

PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL.DEPARTMENT NAME _________PURPOSE - COMMENTSAVERAGE PEAK - WHEN AVAILABLE INFORMATION METHOD 
- DOCUMENT NAME & NUMBER 

Supplies/Equipment/ Originating MO/GS/AP
 
Services Requisition AID area
 

Purchase Order MO/GS/AP MO/GS/PPM,
 
Originating
 
AID area,
 
SER/FM,
 
Vendor
 

Form A2-054 7/76 



PAGE 1 OF 1 
OPERATING PERSONNEL REQUI.EMENTS - COST WORKSHEET
 

CARA COPCFRATION 

PROJECT Requirements Analysis PHASE I -DATE 12/31/81 

CURRENTSYSFM C9 PHASE I! - DATE N/A 

PROPOSED SYS T M 0PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME
-JSTTEDSRPIN-R(.

-JOTITLEDESCRIPTION-

NUMBER 

REO'D. 

ANNUAL PAYROLL COSTSj RNEUTILI-FFRINGE 
SALARY BENEFITS TOTAL 

PERCENTUTL-
ZATION 

PERSONNELCOST TOTAL COMMENTSC)ET 

GS/AP Prct Asst 12 $2,311 
GS-6 

GS/AP Prct Clerk Typing 12 $2,073 
GS-5 

Total 2 $4,384 

5-r Form A2o 7/74 



FiPAGE 1OF1
 

OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 
CARA CORPCRATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE I - DATE N/A 

PROPOSED SYSTEM 0] PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTA 

DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COMMEwT 
- EQUIPMENT TYPE - REOD RENT (BUY) MAINTENANIE TOTAL HRS. % EQUIP. COST EQUIP. COST 

Q1 2 6 $684
 

Form A2-059 7/76 



Office: SER/ MO/GS/AP
 
General Flow of: Procurement Status
 

Interviewee: E. Freeman
 
G. PrQctor
 

AID Bureau Division or Branch 	 Completes and forwards a Supplies/Equipment/Services (SES) Requisition.
 

GS/AP 	 If not a valid request, then returned to originating office.
 
If a valid request then:
 
* - A control number is assigned 
* - The SES is assigned to a Purchasing Agent to process the request. 
* - A Purchase Order Number is assigned and the Purchase Order 

is researched.
 
* - The Purchasing Officer then approves or disapproves the Purchase
 

Order based on data supplied by the assigned Purchasing Agent.
 

If Approved
 

AID Warehouse MO/FM Vendor
 
(Optional)
 

Requesting 	 Upon completion of Purchase Order terms, sends formal notification
 

Office 	 to MO/GS/AP.
 

MO/GS/AP 	 *Notifies SER/FM of completion of Purchase Order.
 

SER/FM
 

*Indicates points in the processing of Requisitions and Purchase Orders where data is entered onto the QI.
 



CAPA COPPI~OI:ATION REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis 
 PHASEI - DATE 12/31/81 

CURRENTSYSTEM K] PHASE II - DATE N/A 

PROPOSED SYSTEM P PREPARED BY Group Operations, Inc. 

REPORT NAME 8 NUMBER 

Procurement Status
 

PURPOSE 
 Track monies obligated to procurement categories
 

FREQUENCY Monthly
 

CUTOFF CRITERIA 

DISTRIBUTED TO - (No. OF COPIES) MO/GS/AP 

METHOD OF DE LIVE RY/TRANSMISSION/ME DIA 

FORM TYPE FORM SIZE jNO. OF PARTS 

ESTIMATED PAGES LINES/PAGE
AVG. -PEAK
 
REPORT RETENTION' 
 N/A 

SECURITY Unclassified 

PRINTING ,SEQUENCE PAGE BREAKS PAGE RE-SEOUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: DATE: 

Form A2052 7/76 



PAGE 1 OF I 

CARA CORPORATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PHASE II - DATE N/A 

REPORT NAME &NUMBER Procurement Status PREPARED BY Group Operations, Inc. 

F:-LD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 

FROM: TO: 

Type Action 

No. Orders 

Total Amount 

Object Class Commodity Type 

No. Items Number of Line Items 

No. Orders Number of Purchase Orders 

Form A2-053 7176 



PAGE 1 OF
 

CARA CORP-ORATION 

PROJECT Requirements 

PROPOSED SYSTEM 0 

Analysis 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PHASE I -DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT I 
DB/FILE STATUS 

BFL E 

REPORT NUMBER INPUT NUMBER 

FROM: TO: 

Type Action 

No. Orders 

Total Amount 

Object Class 

No. Items 

No. Orders 

Form A2-057 7/76 



4 F,=PAGE 

CARA CORPORATION INVENTORY OF SOURCE/INPUT DOCUMENTS 
OFI 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM M PHASE II-DATE N/A 

PROPOSED SYSTEM 11 PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME 
DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOURCE OF_______ 

INFORMATION 
DISTRIBUTED TO________PURPOSE 

METHOD 
EST. WKLY. VOL. 

AVERAGE PEAK 
- COMMENTS 

Supplies/Equipment/ 
Services Requisition 

Originating 
AID area 

MO/GS/AP 

Purchase Order MO/GS/AP MO/GS/PPM, 
Originating 
AID area, 
SER/FM, 
Vendor 

form A23,4 7176 



PAGE 1 OF 1 

C --IA C WCLTION 

PROJECT Requirements Analysis 

CURRENT SYSTEM M 

PROPOSED SYSTEM 0] 

OPERATING PERSONNEL REQUIREMENTS - COST WOR KSHEET 

PHASE I-DATE 12/31/81 

PHASE I - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME NUMBERDEATETNM UBRUTILI-

JOSTITLEDESCRIPTION- REWD 
- __J____TTLE______R__T___-- _RE__. 

GS/AP Prct Asst 1 
GS-6 

GS/AP Prct Clerk Typing 1 
GS-5 

SALARY 

ANNUAL PAYROLL COSTS 

FRINGE 
BENEFITS TOTAL 

PERCENT 

T-
ZA'ION 

12 

12 

PERSONNEL 
COST TOTAL 

$2,311 

$2,073 

COMMENTS 

Total 2 $4,384 

Form A2-OS 7/76 



PAGE 1 OF 1 
OPERATING EQUIPMENT REQUI REMENTS - COST WORKSHEET 

CA COJFtCV:R:ATI0N 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE II - DATE N/A 

PROPOSED SYSTEM 0l 
PREPARED BY: Group Operations, Inc. 

UTILI-
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS _________- ZATION TOTALMONTHLY TOTALANNUAL COII4ENT3 

- EQUIPMENTTYPE- REOD RENT (BUY) MAINTENANCE TOTAL H %S. EQUIP. COST EOIUIP. COST 

Q1 2 6 $684
 

Form A2-069 7/76 



Office: SER/ MO/GS/AP
 
General Flow of: Purchase Order History Status
 

Interviewee: E. Freeman
 

G. Proctor
 

AID Bureau Division or Branch Completes and forwards a Supplies/Equipment/Services (SES) Requisition.
 

GS/AP 	 If not a valid request, then returned to originating office.
 
If a valid request then:
 
* - A control number is assigned 
* - The SES is assigned to a Purchasing Agent to process the request. 
* - A Purchase Order Number is assigned and the Purchase Order 

is researched. 
* - The Purchasing Officer then approves or disapproves the Purchase 

Order based on data supplied by the assigned Purchasing Agent. 

If Approved 

AID Warehouse MO/FM Vendor
 
(Optional)
 

Requesting 
 Upon completion of Purchase Order terms, sends formal notification
 
Office to MO/GS/AP
 

MO/GS/AP 	 *Notifies SER/FM of completion of Purchase Order.
 

SER/FM
 

*Indicates points in the processing of Requisitions and Purchase Orders where data is entered onto the QI.
 



I CAliA COPllPOPCAT ICN 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

CURRENT SYSTEM El PHASE II - DATE N/A 

PROPOSED SYSTEM E3 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER 

Purchase Order History Status
 

PURPOSE Track status of purchase orders by Purchasing Agent
 

FREQUENCY 

CUTOFF CRITERIA 

Monthly 

DISTRIBUTED TO - (No. OF COPIES) 

MO/GS/AP 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 

FORM TYPE 

ESTIMATED PAGES 
AVG. 

REPORT RETENTION 

SECURITY 

PEAK 

FORM SIZE 

N/A 

Unclassified 

LINES/PAGE 

NO. OF PARTS 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

II 

USER COMMENT 

USER APPROVAL: DATE: 

Form A2-052 7/76 

1*'t 



4 PAGE 1 OF 1 

CARA CORPORATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM C- PHASE II - DATE N/A 

REPORT NAME& NUMBER Purchase Order History Status PREPAREDBY Group Operations, Inc. 

FIELD NAME LENGTH 
______ 

OUTPUT EDIT
DESCRIPTION 

SOURCE 
_______ 

FIELD DESCRIPTION 

FOR: 

FROM: TO: From, to Date of Report 

P.O. No. P.O. # 

Log No. Control Number Assigned to Requisition 

Div. Office or Mission Requesting Office 

REQ/OBL No. Obligation No. 

Issued to Vendor 

Del. Time Delivery Time Promised 

Rec. Date Receiving Date 

Port Date Date Shipped 

Fol. Date Followup Date 

CTD Completed (Yes/No) 

Description and Remarks 

Form A2-O53 7/76 



PAGE 1 OF
 

CARA {C{Z) ATIONI DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PREPARED BY N/A 

DATA ELEMENT I 
DB/FILE STATUS 

BFL E 

REPORT NUMBER INPUT NUMBER 

FOR: 

FROM: TO: 

P.O. No. 

Log No. 

Div. Office or 
Mission 

REQ/OBL No. 

Issued to 

Del. Time 

Rec. Date 

Port Date 

Fol. Date 

CTD 

Description and 
Remarks 

Form A2-057 7176 



PAGE 1 OF 1Ti= 
CAFtA COPRPATION 	 INVENTORY OF SOURCE/INPUT DOCUMENTS 

PHASE I-DATE 12/31/81
PROJECT Requirements Analysis 


PHASE I - DATE N/A
CURRENT SYSTEM 0 

PROPOSED SYSTEM 0 
PREPAREDBY: Group Operations, Inc. 

DISTFIBUTED TO EST. WKLY. VOL.
DEPARTMENT NAME PREPARED BY SOURCE OF I 	 PURPOSE - COMMENTS

METHOD AVERAGE PEAK 
- WHEN AVAILABLE INFORMATIONNAME & NUMBERDOCUMENT 

Suppl i es/Equi pment/ Originating MO/GS/AP
 
Services Requisition AID area
 

Purchase Order MO/GS/AP 	 MO/GS/PPM,
 
Originating

AID area,
 
SER/FM,
 
Vendor
 

Form A2-054 7/76 



PAGE 1 OF 1 
PERSONNEL REQUIREMENTS - COST WOR KSHEET 

CARA COPERATING 


PROJECT Requirements Analysis 
 PHASE I-DATE 12/31/81
 

CURRENTSYSTEM 1 
 PHASE Il - DATE N/A
 

PROPOSED SYSTEM 0 
 PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT 
DEPARTR UTILI- PERSONNEL COMMENTS- JOBTITLE/DESCRIPTION - REOD. FRINGE UII ESNE-- _____ TITL___ ___RI __ION _-- _ RE__D. SALARY BENEFITS TOTAL ZATION COST TOTAL 

GS/AP Prct Asst 1 
 12 $2,311
 
GS-6 

GS/AP Prct Clerk Typing 1 
 12 $2,073
 
GS-5
 

Total 2 
 $4,3C4
 

Form A2-M~ 7/75 



ffPAGE OF__ 
OPERATING EQUIPMENT REQUIREMENTS- COST WORKSHEET 

CARA CORPoRAIoN 

PROJECT Requirements Analysis PHASE I--DATE 12/31/81 

CURRENT SYSTEM ID PHASE II - DATE N/A 

PROPOSED SYSTEM 0 
PREPARED BY: Group Operations, Inc. 

MONTHLY EQUIPMENT COSTS L I- TOTAL TOTAL 

DEPARTMENT NAME NUMBER ZATION 
- EQUIPMENT TYPE - REO'D RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP.COST EQUIP.CMME 

Q1 2 6 $684 

Form A2-059 7176 



Office: SERI MO/GS/AP
 
General Flow of: Report on Procurement by Civilian Executive Agencies
 

Interviewee: E. Freeman
 
G. Proctor
 

AID Bureau Division or Branch 	 Completes and forwards a Supplies/Equipment/Services (SES) Requisition.
 

GS/AP 	 If not a valid request, then returned to originating office.
 
If a valid request then:
 
* - A control number is assigned 
* - The SES is assigned to a Purchasing Agent to process the request. 
* - A Purchase Order Number is assigned and the Purchase Order 

is researched. 
* - The Purchasing Officer then approves or disapproves the Purchase 

Order based on data supplied by the assigned Purchasing Agent. 

If Approved 

AID Warehouse MO/FM Vendor
 
(Optional)
 

Requesting 	 Upon completion of Purchase Order terms, sends formal notification
 

Office 	 to MO/GS/AP.
 

MO/GS/AP 	 *Notifies SER/FM of completion of Purchase Order.
 

SER/FM
 

*Indicates points in the processing of Requisitions and Purchase Orders where data is entered onto the QI.
 



SCAPA CORPOR ATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECTRequirements Analysis 
 PHASEI - DATE 12/31/81 

CURRENTSYSTEM X' PHASE II - DATE N/A 
PROPOSED SYSTEM 0 PREPARED eY Group Operations, Inc. 

-REPORTNAME& NUMBER Report on Procurement by Civilian
 

Executive Agencies
 
PURPOSE 
 Track civilian executive aency procurements
 

FREQUENCY 

CUTOFF CRITERIA 

Semi-Annually 

DISTRIBUTED TO - (No. OF COPIESSER/CM 

METHOD OF DE LIVE RY/TRANSMISSION/MEDIA 

FORM TYPE 

ESTIMATED PAGES 
AVG. 

REPORT RETENTION 
PEAK 

FORMSIZE 

LINES/PAGE 

NO, OF PARTS 

SECURITY 

PRINTING SEQUENCE 

Unclassified 

PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: DATE: 

Form A2.052 7/76 



PAGE 1 OF 1 

CARA C0RPJRATION REPORT SPECIFICATION WORKSHEET - Part 2 

PHASE I - DATE 12/31/81PROJECT Requirements Analysis 


PHASE II - DATE N/APROPOSED SYSTEM 0 

PREPAREDBY Group Operations, Inc.
REPORT NAME & NUMBER 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
DESCRIPTION _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

_____ _________ ____ ___ _ ____ 

N/A 

C.. Form A2.053 7/6 



PAGE 1 OF 

CAA CRPORATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis 

PROPOSED SYSTEM 0 

PHASE I-DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT I 

DB/FILE STATUS 

BFL E 

REPORT NUMBER INPUT NUMBER 

N/A 

Form A2-057 7176 



4 PAGE 1 OF I 

CARA CORPORATIcN 

PROJECT Requirements Analysis 

CURRENT SYSTEM (M 

PROPOSED SYSTEM 0 

INVENTORY OF SOURCE/INPUT DOCUMENTS 

PHASE I-DATE 12/31/81 

PHASE II - DATE N/A 

PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME 
DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOURCE OF_______ 

INFORMATION 
DISTRIBUTED TO________PURPOSE 

METHOD 
EST. WKLY. VOL. 

AVERAGE PEAK 
- COMMENTS 

Supplies/Equipment' 
Services Requisition 

Originating 
AID area 

MO/GS/AP 

Purchase Order MO/GS/AP MO/GS/PPM, 
Originating
AID area, 

SER/FM, 
Vendor 

Form A2064 7174 



- COST WORKSHEETREQUIREMENTSOPERATING PERSONNEL 
CARIA CORPOATioNq 

PROJECT Requirements Analysis 
 PHASE I-DATE 12/31/81
 

CURRENTSYSTEM 13 PHASE I - DATE N/A 
PROPOSED SYSTEM0 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT- EPRTENTN A FRINGE UTILI- PERSONNEL COMMENTS 
_ _ _ T O N _ _ SA LA R Y B E N EF IT S TO T A L ZA T IO N COS T TO TA L 

--__ _ T_ T L_ -._ _ _ _ _ _ _- _ _ _ _" 

GS/AP Prct Asst 1 1 $192
 
GS-6
 

GS/AP Prct Clerk Typing 1 1 $173
 
GS-5
 

Total 
 2 $365
 

FOrm A2-04 7/70 



1 1PAGE OF 
OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET -

CARA CORPORATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE II - DATE N/A 

PROPOSED SYSTEM 0 
PREPARED BY: Group Operations, Inc. 

UTI LI- TOTAL TOTAL 

DEPARTMENT NAME NUMBjER MONTHLY EQUIPMENT COSTS ZATION MOTHL AONAL 

- EUIPMENT TYPE -
- _____UI_____NT__" ___--

REODN 
_RE__R'D RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP- COST EQUIP. COST 

Q1 2 .5 $57
 

Fom A2-01 7/7 



Office: SER/ MO/GS/AP

Log
Requisition Control
General Flow of: 


Interviewee: E. Freeman
 
G. Proctor 

AID Bureau Division or Branch Ccmpletes and forwards a Supplies/Equipment/Services (SES) Requisition. 

GS/AP 	 If not a valid request, then returned to originating office.
 
If a valid request then:
 
* - A control number is assigned 
* - The SES is assigned to a Purchasing Agent to process the request. 
* - A Purchase Order Number is assigned and the Purchase Order 

is researched. 
* - The Purchasing Officer then approves or disapproves the Purchase 

Order based on data supplied by the assigned Purchasing Agent. 

If Approved 

AID Warehouse MO/FM Vendor
 
(Optional)
 

Requesting Upon completion of Purchase Order terms, sends formal notification
 
Office to MO/GS/AP.
 

MO/GS/AP 	 *Notifies SER/FM of completion of Purchase Order.
 

SER/FM
 

*Indicates points in the processing of Requisitions and Purchase Orders where data is entered onto the QI.
 



CARA CC)RRO ATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis 
 PHASE I - DATE 12/31/81 

CURRENTSYSTEM E] PHASE II - DATE N/A 
PROPOSED SYSTEM 0l PREPAREDBY Group Operations, Inc. 

REPORT NAME & NUMBER 

P~lgivkitin rConfrnl I nn 

PURPOSE 
Prnvid 
 hic 1nforwation on each Rpngiiiitinn prnrepspd
 

FREQUENCY 
 Daily
 

CUTOFF CRITERIA 

DISTRIBUTED TO - No. OF coR6YGS/AP 

METHOD OF DE LIVE RY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PAGE
AVG. PEAK 
REPORT RETENTION N/A 

SECURITY 

Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

Control Number
 

Date 

USER COMMENT 

USER APPROVAL- DATE: 

Form A2.052 7/76 



PAGE 1 OFI 

CARA C.)RPOATION REPORT SPECIFICATION WORKSHEET - Part 2 

PHASE I - DATE 12/31/81PROJECT Requirements Analysis 


PHASE II - DATE N/A
PROPOSED SYSTEM E-


REPORT NAME & NUMBER Requisition Control Log PREPARED BY Group Operations, Inc.
 

SOURCE FIELD DESCRIPTIONFIELD NAME LENGTH OUTPUT EDIT 
________ ________________DESCRIPTION __ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Control No.
 

Date of Request
 

Div. Office or Mission
 

ABR Abbreviation for Mission (M) or Domestic (D)
 

Category Category of Commodity (first 3 digits)
 

Date Assigned Date assigned to Procurement Officer
 

Procurement Officer Initials of Agent
 

Req/OBL No. Obligation Number (identifies division paging
 
costs)
 

)escri ption of Commodity
 

Form A2-053 7170 



PAGE 1 OF 

C4c.C-:0 :P0ATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT 

PROPOSED 

Requirements 

SYSTEM 0 

Analysis PHASE I-DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT 
DB/FILE STATUS 

IN DB/FiLE NEW 

REPORT NUMBER INPUT NUMBER 

Control No. 

Date of Request 

Div. Office or 
Mission 

ABR 

Category 

Date Assigned 

Procurement Officer 

Req/OBL No. 

Description 

Form A2-057 7/76 



,= PAGE 1 OF 1 

CARA CORPORATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM [ PHASE II - DATE N/A 

PROPOSED SYSTEM []PREPARED BY: Group Operations, Inc. 

________PURPOSEDEPARTMENT NAME PREPARED BY SOURCE_______ OF DISTRIBUTED TO EST. WKLY. VOL. - COMMENTS 
DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

Supplies/Equipment/ Originating MO/GS/AP
 
Services Requisition AID area
 

Purchase Order MO/GS/AP 	 MO/GS/PPM,
 
Originating

AID area, 
SER/FM, 
Vendor 

Form A2-064 7/76f-' 



l _PAGE 1 OF 1 
OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 

CARA -CPORATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENTSYSTEM IJ PHASE I - DATE N/A 

PROPOSED SYSTEM PREPAREDBY: Group Operations, Inc. 

NAME NUMBER ANNUAL PAYROLL COSTS PERCENTDEPARTMENT NUBRUTILV- PERSONNqEL COMOMNENT1S
 
-JOBTTLEDERRIPTION- REQ'D. ] FRINGE COST TOTAL
 

, TF E TO -ESALARY BENEFITS TOTAL ZATION
 

GS/AP Prct Asst 1 12 $2,311
 
GS-6
 

GS/AP Prct Clerk Typing 1 12 $2,073
 
GS-5
 

Total 2 $4,384
 

Form A2-006 7/76
N



1

PAGE OF1
 

OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 
CAR::A CORPORA=bTION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E" PHASE II-DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL 
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ________- ZATION OTALMONTHLY TOTALANNUAL COMEN11 
- EQUIPMENT TYPE - REQ"3 RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

Q1 
 2 6 $684
 

Form A2-059 7176 



Office: SER/ MO/GS/AP
 
General Flow of: Summary of Contract Actions of $1U,OUO or Less
 

Interviewee: E. Freeman
 
G. Proctor
 

AID Bureau Division or Branch 	 Completes and forwards a Supplies/Equipment/Services (SES) Requisition.
 

GS/AP 	 If not a valid request, then returned to originating office.
 
If a valid request then:
 
* - A control number is assigned 
* - The SES is assigned to a Purchasing Agent to process the request. 
* - A Purchase Order Number is assigned and the Purchase Order 

is researched. 
* - The Purchasing Officer then approves or disapproves the Purchase 

Order based on data supplied by the assigned Purchasing Agent. 

If Approved 

AID Warehouse MO/FM Vendor
 
(Optional)
 

Requesting Upon completion of Purchase Order terms, sends formal notification
 
Office to MO/GS/AP.
 

MO/GS/AP 	 *Notifies SER/FM of completion of Purchase Order.
 

SER/FM
 

*Indicates points in the processing of Requisitions and Purchase Orders where data is entered onto the QI.
 

JK 



K IFCARA CO:PP.:RATION 
REPORT SPECIFICATION WORKSHEET Part 1-

PROJECT Requirements Analysis 
 PHASEI - DATE 12/31/81 

CURRENTSYSTEM K] PHASE II - DATE N/A 
PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER 

Summary of Contract Actions of $10.000 or iess
 

PURPOSE
 
PUROESmmrip CnntrArt Actinns nf $1Oflfl) or 1 ess 

FREQUENCY uarterl v 

CUTOFF CRITERIA 

DISTRIBUTED TO - (No. OF COPIES)........ SER/CM
 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PAGEAVG. PEAK 

REPORT RETENTION N/A
 

SECURITY 
Unclassified
 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: 
DATE: 

Form A2.052 7/76 

'/ 



PACE 1 OF 1 

CARA COR::RATION REPORT SPECIFICATION WORKSHEET 

PROJECT Requirements Analysis 

PROPOSED SYSTEM El 

REPORT NAME & NUMBER 

- Part 2 

PHASE I - DATE 12/31/81 

PHASE II - DATE N/A 

PREPAREDBY Group Operations, Inc. 

FIELD NAME LENGTH 
_______ 

OUTPUT EDIT
DESCRIPTION 

SOURCE 
________ 

FIELD DESCRIPTION 

N/A 

Form A2-053 7/74 



PAGE 1 OF 

CARA CRPRATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements 

PROPOSED SYSTEM 0 

Analysis PHASEIDATE 

PREPAREDaY 

12/31/81 

N/A 

DATA_.LEMNT____ _ 

DB/FILE STATUS 
IN OB/FILE NEW 

REPORT NUMBER 

- -/-/ 

INPUT 

- --

NUMBER 

N/A 

Form A2-057 7/76 



49 PAGE 1 OF 1 

CAA C::PORiATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENTSYSTEM C9 PHASE I - DATE N/A 

PROPOSED SYSTEM 0 
PREPARED BY: Group Operations, Inc. 

DISTRIBUTED TO 
DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

DEPARTMENT NAME PREPARED BY SOURCE OF _________PURPOSEEST. WKLY. VOL.	 - COMMENTS 

Suppli es/Equi pment/ Originating MO/GS/AP
 
Services Requisition AID area
 

Purchase Order MO/GS/AP 	 MO/GS/PPM,
 
Originating

AID area,
 
SER/FM,
 
Vendor
 

Form A2404 7170 



Ad11 PAGE 1 OF 1 
___l,_ cOPERATING 

CARIA RATION 

PROJECT Requirements 

CURRENT SYSTEM 0 

PROPOSED SYSTEM 07 

Analysis 

PERSONNEL REQUIREMENTS - COST WOR KSHEET 

PHASE I -DATE 12/31/81 

PHASE I - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
- JOB TITLEIDESCRIPTION -

GS/AP Prct Asst 
GS-6 

GS/AP Prct Clerk Typing 
GS-5 

NUMBER 
REDD. 

1 

1 

ANNUAL PAYROLL COSTS 
FRINGE 

SALARY BENEFITS TOTAL 

PERCENT 
UTILI-ZATION 

1 

1 

PERSONNEL 
COST TOTAL 

$192 

$173 

COMMENTS 

Total 2 $365 

FOrm A3-O 7/76 



~PAGE 1 OF 1 
- COST WORKSHEET

OPERATING EQUIPMENT REQUIREMENTS 
CARA CORP0RATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENT SYSTEM 9] PHASE I - DATE N/A 

PROPOSED SYSTEM 0
 
PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL
 
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MOTHL AONAL
 

ANNUAL COMYPEE 'r
 
-MONTHLY 


RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

Q1 2 .5 $57 

FOrm A2-059 7/76 



Office: SERI MO/GS/AP
 
General Flow of: Vendor Master Address List
 

Interviewee: E. Freeman
 

G. Proctor
 

AID Bureau Division or Branch 	 Completes and forwards a Supplies/Equipment/Services (SES) Requisition.
 

GS/AP 	 If not a valid request, then returned to originating office.
 
If a valid request then:
 
* - A control number is assigned 
* - The SES is assigned to a Purchasing Agent to process the request. 
* - A Purchase Order Number is assigned and the Purchase Order 

is researched.
 
* - The Purchasing Officer then approves or disapproves the Purchase
 

Order based on data supplied by the assigned Purchasing Agent.
 
If Approved
 

AID Warehouse MO/FM Vendor
 
(Optional)
 

Requesting Upon completion of Purchase Order terms, sends formal notification
 
Office to MO/GS/AP.
 

MO/GS/AP 	 *Notifies SER/FM of completion of Purchase Order.
 

SER/FM
 

*Indicates points in the processing of Requisitions and Purchase Orders where data is entered onto the QI.
 



CARA CORPORATION 

REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECTRequirements Analysis PHASE I - DATE 12/31/81 

CURRENTSYSTEM E PHASE II- DATE N/A 

PROPOSED SYSTEM D PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER 

Vendor Master Address List
 

PURPOSE 
Oat Z ile nf Vendor Name- and Addrp;pr 

FREQUENCY
 As reoired 
CUTOFF CRITERIA 

DISTRIBUTED TO - (No. OF COP S/AP 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PAGE 
AVG. PEAK 
REPORT RETENTION N/A
 

SECURITY 

Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL DATE: 

Form A2052 7/76 



1 PAGE 1 OF 

CARA CC3Pi ,FPOPAN REPORT SPECIFICATION WORKSHEET 

PROJECT Requirements Analysis 

PROPOSED SYSTEM 0 

REPORT NAME & NUMBER Vendor Master Address List 

- Part 2 

PHASE I - DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY Group Operations, Inc. 

FIELD NAME 
________________ 

LENGTH 
_______DESCRIPTION 

OUTPUT EDIT 
__ 

SOURCE 
_ _ _ _ _ _ _ _ _ _ _ _ _ 

FIELD DESCRIPTION 
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Vendor No. 

Vendor Name and Address 

Form A2-053 7/76 



PAGE 1 OF 1 

CARA CORP RATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis PHASE I -DATE 12/31/81 

PROPOSED SYSTEM O PREPARED BY N/A 

DATA ELEMENT I 

DB/FILE STATUS 

BFL E 

REPORT NUMBER INPUT NUMBER 

Vendor No. 

Vendor Name and 
Address 

Form A2-057 7/76 



PAGE OFI 

CARA CORPORATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM 0 PHASE I - DATE N/A 

PROPOSED SYSTEM0 PREPAREDBY: Group Operations, Inc. 

DISTRIBUTED TO EST. WKLY. VOL.
DEPARTMENT NAME PREPARED BY SOURCE OF 

- COMMENTSDOCUMENT NAME &NMBPURPOSE 
DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHO!. AVERAGE PEAK 

Supplies/Equipment/ Originating MO/GS/AP
 
Services Requisition AID area
 

Purchase Order MO/GS/AP MO/GS/PPM,
 
Originating
 
AID area,
 
SER/FM,
 
Vendor
 

Form A2) 4 7176 



PAGE 1OF
 
CARA COFRPDPAMTION OPERATING PERSONNEL REQUIREMENTS - COST WOR KSHEET
 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E PHASE II - DATE N/A 

PROPOSED SYSTEM 0PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT
 
FRINGE UTILI- PERSONNEL COENTU


-JO TITLE/DESRIPTION- REOD. 
SA LA R Y B EN E F ITS TOT A L ZATION COST TOTAL 

_ --____ T_T L_ _ _ _ _ _ _ _ _ _ __o_ _-- _ _ _ _ _ . 

GS/AP Prct Asst 1 $192
 
GS-6
 

GS/AP Prct Clerk Typing 1 $173
 
GS-5 

Total 2 $365
 

fOrI AV)" 7/76 



1 PAGE' OF 

- COST WORKSHEETREQUIREMENTSOPERATING EQUIPMENT 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENTSYSTE6 E3 FHASE 11- DATE N/A
 

PROPOSED SYSTEM 0 
PREPARED BY: Group Operations, Inc. 

UTI LI- TOTAL TOTAL
 
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION 
 OTAL TOTAL 

- OSMN YE-ROD________- MONYHLY ANNUAL COINT3 
- EQUIPM TYPE REO RENT (BUY) MAINTENANCE TOTAL HRS. I% EQUIP. COST EQUIP. COST__ENT -


Q1 2 .5 $57 

& , Form A2-069 7/76 



Office: SERI MO/GS/AP
 
General Flow of: Subscription and Periodical List
 

Interviewee: E. Freeman
 
G. Proctor 

AID Bureau Division or Branch Completes and forwards a Supplies/Equipment/Services (SES) Requisition. 

GS/AP 	 If not a valid request, then returned to originating office.
 
If a valid request then:
 
* - A control number is assigned 
* - The SES is assigned to a Purchasing Agent to process the request. 
* - A Purchase Order Number is assigned and the Purchase Order 

is researched.
 
* - The Purchasing Officer then approves or disapproves the Purchase 

Order based on data supplied by the assigned Purchasing Agent. 

If Approved 

AID Warehouse MO/FM Vendor
 
(Optional)
 

Requesting Upon completion of Purchase Order terms, sends formal notification
 
Office to MO/GS/AP.
 

MO/GS/AP 	 *Notifies SER/FM of completion of Purchase Order.
 

SER/FM 

*Indicates points in the processing of Requisitions and Purchase Orders where data is entered onto the QI.
 



CARA CORPORATION 

REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECTRequirements Analysis 
 PHASE I - DATE 12/31/81 

CURRENTSYSTEM K) PHASE II - DATE N/A 
PROPOSED SYSTEM [ PREPARED BY Group Operations, Inc. 

REPORT NAM& NUMBER Subscription and Periodical List 

PURPOSE Data File at Subscriptions and Periodicals on order
 

FREQUENCY As Required 

CUTOFF CRITERIA 

DISTRIBUTED TO - (No. OF COPIES) MO/GS/AP 

METHOD OF DE LIVERY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PAGE 
AVG. PEAK 
REPORT RETENTION 

N/A 

SECURITY 
Un[lasified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

rUSER APPROV L: DATE: 

Form A2.052 7/76 



PAGE 1 OF 1 

CARA CFICPOARATION REPORT SPECIFICATION WORKSHEET - Part 2 

PHASE I - DATE 12/31/81PROJECT Requirements Analysis 


PHASE II - DATE N/APROPOSED SYSTEM 0 


REPORT NAME& NUMBER Subscription and Periodical List PREPAREDBY Group Operations, Inc.
 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
________ ____ ____ ____ _ __ ____ DESCRIPTION__ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Report for Division
 

FROM TO
 

Description
 

Vendor Name
 

P.O. Number
 

Units
 

Start Date
 

Expiration Date
 

Total Amount
 

Total For:
 

Subscriptions:
 

Units:
 

Amount:
 

Form A2.053 7176 



PAGE 1 OF 

CARA Co~pORAT IoN 
DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PREPARED BY N/A 

DATA ELEMENT 
DB/FILE STATUS 

IN DB/FILE 1 W 
REPORT NUMBER INPUT NUMBER 

Report for 

FROM TO 

Description 

Vendor Name 

P.O. Number 

Units 

Start Date 

Expiration Date 

Total Amount 

Total For: 

Subscriptions: 

Units: 

Inount: 

Form A2-057 7/76 



PAGE OFL 

-CARA 	 INVENTORY OF SOURCE/INPUT DOCUMENTSCORPPOATION 

PROJECT Requirements Analysis 	 PHASE I-DATE 12/31/81
 

PHASE II - DATE N/ACURRENT SYSTEM I@ 

PROPOSED SYSTEM 01 
PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO_________PURPOSEEST. WKLY. VOL. - COMMIENTS 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

Supplies/Equipment/ Originating MO/GS/AP
 
Services Requisition AID area
 

Purchase Order MO/GS/AP 	 MO/GS/PPM,
 
Originating
 
AID area,
 
SER/FM,
 
Vendor
 

Form A2-054 7116 



PAGE 1 OF 1 - COST WORKSHEETREQUIREMENTS1AZI C:XRPC)RAT.:X, OPERATING PERSONNEL 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM (M PHASE II - DATE N/A
 

PROPOSED SYSTEM [IPREPAREDBY: Group Operations, Inc.
 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT 
COT TOTAL
 

JTITLIEIDECRIPTION - RED. 

-- - CTOR FRINGE UTILI- PERSONNEL COMMENTS 

SALARY BENEFITS TOTAL ZATION 

GS/AP Prct Asst 1 1 $192
 
GS-6
 

GS/AP Prct Clerk Typing 1 1 $173
 
GS-5
 

Total 2 $365
 

Fw-m A2-MW 7fl 



PAGE 1 OF I 
OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 

CAPLA CXDPCRATI0N 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENT SYSTEM EJ PHASE I - DATE N/A
 

PROPOSED SYSTEM 0
 
PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL 

DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COMEtm 
- EQUIPMENT TYPE - REO'D RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

Q1 2 .5 $57 

Form A2-059 7/76 



PAGE 1 OF1LC:ARA CDPC)F= :JATION INVENTORY OF REPORTS 

PROJECT Requirements Analysis 
 PHASE I-DATE 12/31/81 
CURRENT SYSTEM Q PHASE II- DATE N/A 

PROPOSED SYSTEM SER/MO/GS/BM PREPAREDBY: Group Operations, Inc. 

REPORT NAME & NUMBER 
FREOUENCY DISTRIBUTED TO NUMBER OF ESTIMATED PAGES 

PREPARED BY METHOD LINES/PG COPIES AVERAGE PEAK 
PURPOSE - COMMENTS 

List of Reimbursable Work GS/B , SER/MO/qS 1 10 10 
Authorizations Ongoing 

Budget Estimated f,, Annually SER/H.O 1 I I 
Leased Property 

Personnel Strength Report Semi-Annually SER/"O 1 I I 
Across all Buildings or as 

requested. 

Personnel Strength Report Annually fSA 1 1 1 
By Leased Buildings 

Occupancy Report Annually GSA 1 1 1 

Personnel Index As requested SEP/1O 1 "I/E NI/E NIumber people in office by Building. 

Space Index As requested SER/M1O I .,/F N/E Square footage of office by Building. 

,Z Form A2-051 7/76 



CURRENT ISSUES 

Office Report Title Comments 

MO/GS/BM List of Reimbursable Work 
Authorizations 

Would like information on monies spent as work proceeds in 
order to exert stronger fiscal control. 

Budget Estimated for Leased 
Property 

Efficiency would he improved if data was put on a computer. 
Then, historical comparisons could be made for budget 
purposes. Also, rental changes due to increases/decreases 
of space could be dynamically calculated. 

Personnel Strength Reports 
Across all Buildings The memo requesting personnel staff levels should provide 

for a standardized reporting format. 

Personnel Strength Reports 
By Leased Buildings 

Current procedures adequate. 

Occupancy Report Current procedures adequate. 

Personnel Index Current procedures adequate. 

Space Index Current procedures adequate. 



Office: SER/MO/GS/BM
 
General Flow of: List of Reimbursable Work Author izations
 

Interviewee: J. Russell
 

AID Division or Branch Complete a request for Supplies/Equipment/Services Requisition (SES).
 

MO/GS/BM Receives SES request and records the time and date received in the tracking log. 
Initiates the Request for Work Authorization (RWA). An .1O/GS/BMstaffer is assigned 
to process the RWA. One copy is sent hack to initiating office, with the name of 
the responsible MO/GS/BM staffer and the register number assigned in the tracking log. 
Typically the 11O/GS/BM staffer must visit the RWA site request to: 1) verify the 
floor plan; 2) learn the exact location and specifications for the RWA request; and 
3) make an on-site evaluation of its worth. 
The estimated cost and RWA is forwarded for approval. If cost is less than $100, 
GSA approves the request under a blanket order. If the cost is greater than $100, 
each RWA is evaluated separately by GSA. 

GSA Approves or disapproves RWA request. 
If disapproved, MO/GS/BM usually reapplies by either submitting a lower cost, 
or a fuller
 
explanation of the need for the RWA.
 



CARA CORPORATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECTRequirements Analysis 

CURRENTSYSTEM E 

PROPOSED SYSTEM 0 

PHASE I -

PHASE II -

PREPARED BY 

DATE 12/31/81 

DATE N/A 

Group Operations, Inc. 

REPORT NAME & NUMBER 
List of Reimbursable Work Authorizations 

PURPOSE The progress of requested RWA's 

FREQUENCY 
 Twicp a month or on request, 
CUTOFF CRITERIA N/A
 

DISTRIBUTED TO - (No. OF COPIES) SER/MO/GS 

METHOD OF DE LIVE RY/TRANSMISSION/ME DIA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES INES/PAGE
AVG. 1 PEAK 
REPOR' RETENTION 

N/A 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOT,,LS 

Building Number
 

RWA (Work) Order
 

Date of Request
 
USER COMMENT 

USER APPROVAL DATE: 

Form A2-052 7/76 



PAGE 1 OF 1 

CARA CORP:ORATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PHASE II - DATE N/A 

REPORT NAME & NUMBER PREPAREDBY Group Operations, Inc. 

FIELD NAME i LENGH OUTPUT EDIT SOURCE FIELD DESCRIPTION 

LENGTH DESCRIPTION ________ 

Work Order Number Register tracking number assigned to RWA.
 

Date of Work Order
 

BY Title of requesting person.
 

Source Requesting office title.
 

BLDG/Room 
 Place where work is to be done.
 

Code 
 Type of work.
 

Item Specific work required.
 

Public Building Service/
 

Purchase Order
 

Date 
 Date estimate is made.
 

E Cost 
 Estimated cost.
 

Date approved By MO/GS/BM.
 

Follow 
 Comments on follow-up review of work performed.
 

Completion 
 Date completed or word "complete."
 

Form A2-053 7/76 



PAGE 1 OF 

L~CASACORPORATION 
DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis 

PROPOSED SYSTEM (j 

PHASE I - DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT I 
DB/FILE STATUS 
BFL E 

REPORT NUMBER INPUT NUMBER 

Work Order Number 

Date of Work Order 

BY 

Source 

Buil ding/Room 

Code 

Item 

Public Building 
Service/Purchase 
Order 

Date 

E Cost 

Date Approved 

Fol I ow 

Completion -

Form A2-057 7/76 



PAGE 1 OF 1 
C-^AR CO3RPO: TION 

PROJELT Requirements Analysis 

CURRENT SYSTEM X 

PROPOSED SYSTEM 0I 

INVENTORY OF SOURCE/INPUT DOCUMENTS 

PHASE I-DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY: Group Operations, Inc. 

-

DEPARTMENT NAME 
DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOURCE OF_______ 

INFORMATION 
DISTRIBUTED TO________PURPOSE 

METHOD 
EST. WKLY. VOL. 

AVERAGE PEAK 
- COMMENTS 

Request for Work 
Authorization 

Suppl ies/Equipment/ 
Services Requisition 

Farm A2-054 7/76 



PAGE OF 1 
OPERATING PERSONNEL REQUIREMENTS - COST WGRKSHEET 

CARA CORPORATION 

PROJECT Requirements Analysis PHASE I -DATE 12/31/81 

CURRENT SYSTEM C9 PHASE II - DATE N/A 

PROPOSED SYSTEM 0-
PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT PFTILG Jra-. PERSONNEL COMMENTS - JO TITLID-Rrr ON- RECYD. SALARY BENEFITS TOTAL ZATION COST TOTAL 

GS/BM Building Mgt Spcl

GS-11 1 
 100 $31,674
 

GS/BM Management Ass't
 
GS-10 2 25 $14,414
 

GS/BM Clerk Typing

GS-5 1 1';. $17,275
 

TOTAL 4 $63,363 

I Form A2-0561 7176 



1PAGE OF1 
REQUIREMENTS - COST WORKSHEET - P-O- OPERATING EQUIPMENT 

CAACOR::ORATIONJ 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENT SYSTEM E3'I PHASE II- DATE N/A
 

PROPOSED SYSTEM 0
 
PREPARED BY: Group Operations, Inc. 

UTIMLI- TOTAL TOTAL
 

DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COENTI 
- EUIPMENT TYPE - REOD RENT IBUY) MAINTENANCE TOTAL HRS. I EQUIP. COST EOUIP. Cosr" 

IBM1 System 6 .5 $13.
 

Form A2-0Sg 7ns 



General Flow of: Budget Estimates for Leased Property
 

Office: SER/MO/GS/BM
 

Interviewee: G. Martin, J. Benson
 

GSA Notifies U.S. Agencies of the Standard Level User Charge (SLUC) to rent space. 

MO/GS/BM Computes estimates of projected rent charges, based on current rates. 
The building rental rate equals (the Type of Building) times (Annual Cost) times (Amount of Space). 

SER/MO Receive budget estimates for space rental. 



ICAlRA CORPlOPATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis PHASEI - DATE 12/31/81 

CURRENTSYSTEM K} PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER Budget Estimates for Rental of Buildinqs. 

PURPOSE
 

FREQUENCY Annual ly 
CUTOFF CRITERIA June 30 

DISTRIBUTED TO - (No. OF COPIES)SER/MO 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 

Memo
 

FORM TYPE IFORMSIZE NO. OF PARTS
 

ESTIMATED PAGEb 
 LINES/PA E 
AVG. PEAK 
REPORT RETENTION 

N/A
 

SECURITY Unclassi fied 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: DATE: 

Form A2.052 7/715 



PAGE 1 OF 1 

CARA CORP ATION REPORT SPECIFIkATION WORKSHEET -

PROJECT Requirements Analysis 

PROPOSED SYSTEM 01 

Part 2 

PHASE I - DATE 

PHASE Ii - DATE 

12/31/81 

N/A 

REPORT NAME &NUMBER PREPARED BY Group Operations, Inc. 

FIELD NAME LENGTH 
_______ 

OUTPUT EDIT
DESCRIPTION 

SOURCE 
________ 

FIELD DESCRIPTION 

N/A 

Form A2-053 7/76 



PAGE 1 OF 1 

PROEC 

PROJECT Requirements 

AnalysisI~rsiDATA ELEMENT REQUIREMENTS 

Analysis 

- ANALYSIS MATRIX 

PHASEI-DATE 12/31/81 

PROPOSED SYSTEM Q-3 PREPARED BY N/A 

DATA ELEMENT I 
DB/FILE STATUS 

BFL E 

REPORT NUMBER INPUT NUMBER 

Type of Space 

N/A 

Form A2-057 7/76 



rl l :PAGE 1OF1 
CARPA CO:POPATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM IM PHASE II- DATE N/A 

PROPOSED SYSTEM 0] PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL._________PURPOSE - COMMENTS 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

Standard Level User GSA Government 
Charge Agencies 

2--- Form A2-064 7/76 



PAGE 1 OF 1 

CARA CORPORATION 
OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 

PROJECT Requirements Analysis 

CURRENT SYSTEM V9 

PROPOSED SYSTEM 0PREPARED 

PHASE I-DATE 12/31/81 

PHASE II - DATE N/A 

BY: Group Operations, Inc. 

DEPARTMENT NAME 

- JOB TITLE/DESCRIPTION -

NUMBER 

REO'D. 

ANNUAL PAYROLL COSTS 
NUBRUTILI-

FRINGESALARY BENEFITS TOTAL 

PERCENT 

ZATION 

PERSONNEL 
COSTP ONLCOST TOTAL 

COMMENTS 

GS/BM Management Asst 
GS-9 

1 .4 $115 

TOTAL 
 $115
 

Form A2-01W 7/76 



AA 
CA;;A CAF30RTIO)N 

OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 
PAGE1 OF1 

PROJECT Requirements 

CURRENT SYSTEM El 
FROPOSED SYSTEM 0] 

Analysis PHASE I-DATE 12/31/81 

PHASE II -DATE N/A 

PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME 
- EOUMENT TYPE -

NUMBER 
REQD 

MONTHLY EQUIPMENT COSTS
____TLY EUIPMENT COTS 
RENT (BUY) MAINTENANCE TOTAL 

JTILI-
_ZATION 

HRS. % 

TOTALMONTHLY 
EQUIP. COST 

TOTAL
ANNUAL 

EQUIP. COST 
COMENTS 

N/A 

Form A2.09 7/76 



Office: SER/MIO/GS/BM
 
General Flow of: 


MO/GS/BM 


AID Bureau 

Administrative
 
Officers
 

HO/GS/BM 


ISection.
 

SER/MO 


Personnel Strength Reports Across All Buildings
 
Interviewee: G. Martin, J. Benson
 

Request personnel levels by category of person (e.g., full-time, part-time, etc.)
 

Supply requested data.
 

Personnel levels are reconciled with staffing levels obtained from AID Personnel Management
 

Receives report.
 



-
 CAPA COPPOP:AT ION REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECTRequirements Analysis PHASE I - DATE 12/31/81 

CURRENT SYSTEM K] PHASEIf - DATE N/A 

PROPOSED SYSTEM [ PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER 

Personnel StrenQth Report
 

PURPOSE Used to determine the space required to house AID personnel.
 

FREQUENCY Two times per year or as requested 

CUTOFF CRITERIA Two weeks from request. 

DISTRIBUTED TO - (No. OF COPIES) 
SER/MO
 

METHOD OF DELIVERY/TRANSMISSION/MEDIA Memo 

FORM TYPE j FORMSIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PAGE 
AVG. PEAK 
REPORT RETENTION N/A
 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

Bureau 

Type of People 

USER COMMENT 

USER APPROVAL: j DATE; 

Form A2-Ob2 7/76 



________ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

PAGE 1 OF1 

CARA COPORATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM C[ PHASE II - DATE N/A 

REPORT NAME & NUMBER PREPARED BY Group Operations, Inc. 

SOURCE FIELD DESCRIPTIONFIELD NAME LENGTH OUTPUT EDIT 
_ __ __ ________ ________DESCRIPTION__ 

N/A
 

Form A2-063 7176 



1 PAGE 1 OF 

PROJECT -Requirements 

PROPOSED SYSTEM 0 

Analysis 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 
PHASE I -DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT 
DB/FILE STATUS 

INDB/FILE NEW i 
REPORT 

i!f 
NUMBER 

1 1 
INPUT NUMBER 

N/A 

Form A2.057 7/76 



PAGE 1 OF 1 

CARA C RPORATION 

PROJECT Requirements Analysis 

CURRENTSYSTEM [ 

PROPOSED SYSTEM 0 

INVENTORY OF SOURCE/INPUT DOCUMENTS 

PHASE I-DATE 12/31/81 

PHASE I - DATE N/A 

PREPARED BY: Group Operations, Inc. 

-

DEPARTMENT NAME 
DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOURCE OF 
INFORMATION 

DISTRIBUTED TO 
METHOD 

EST. WKLY. VOL. 
AVERAGE PEAK 

PURPOSE - COMMENTS 

Memo from Personnel 

Management 
SER/PM MO/GS/BM 

Memo from Bureau 
Administrative Officers AID Bureaus ;,O/-S/BM 

Form A2-054 7176 



CARA COR:ORATION 

OPERAT!NG PERSONNEL REQUIREMENTS - COST WORKSHEET 

PROJECT Requirements Analysis 

CURRENTSYSTEM 0 

PROPOSED SYSTEM D 

PHASE I-DATE 12/31/81 

PHASE I - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME NUBERDEARMETNAEGUME 
- J06 TITLE/IDESCRIPTION - REO'D. 

________________________ _____ 

_ANNUAL 

SALARY -

PAYROLL COSTS 

FRINGE 
BENEFITS TOTAL 

PERCENTUTILI-

ZATION 
ZAIN 

PERSONNEL 

COSTTOTAL 
CSTOL 

COMM EINTS 

GS/BM Management Asst 
GS-10 

2 .8 $462 

TOTAL z $462 
Form A2-O" 7/76 



I 
OPERATING EQUIPMENTREQUIREMENTS- COST WORKSHEET 

PAGE 1 OF 1 

CARA CORPO ,ATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE II -DATE N/A 

PROPOSED SYSTEM 07 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME - EQUIPMENT TYPE - NUMBERREO'D 
-

MONTHLY EQUIPMENT COSTS 
RENT (BUY) MAINTENANCE TOTAL 

UTI LI-
ZATION 
- -

HRS. % 

TOTALMONTHLY 
EQUIP. COST 

TOTALANNUAL 
EQUIP. COST 

CWMNTS 

N/A 

Form A2-069 7176 



Office: SER/.o,/GS/BM
 
General Flow of: 


MO/GS/BM 


AID Bureau 

Administrative
 
Officers in the
 
affected building.
 

4 
MO/GS/BM 


GSA
 

Personnel Strength Reports by Leased Buildings
 

Interviewee: G. Martin, J. Benson
 

Request current/authorized personnel 
levels for a particular building by grade, supervisory
 
or non-supervisory, etc.
 

Supply requested data.
 

Completes and forwards report.
 



CARA CORPORATION 

REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis 
 PHASE I - DATE 12/31/81 

CURRENTSYSTEM K PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER Personnel Strength Report (Leasing) 

PURPOSE 
 Provide information relevent to renewal of lease for a
 

given building. 

FREQUENCY 
 As lease expires on a building.
 

CUTOFF CRITERIA Prior to lease expiring on a building.
 

DISTRIBUTED TO - (No. OF COPIES) GSA 

METHOD OF DELIVERY/TRANSMISSIONMEDIA 

Memo 

FORM TYPE JFORM SIZE N.OF PARTS
 

ESTIMATED PAGES 1 EKLINES/PACE
AVG. 1 PEAK 

REPORT RETENTION 

SECURITY Unclassified. 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: 
DATE: 

Form A2.052 7/76 



4 PAGE 1OF1 
CARA CORPORATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM - PHASE II - DATE N/A 

REPORT NAME & NUMBER PREPARED BY Group Operations, Inc. 

FIELD NAME LENGTH OUTPUT EDIT 
DESCRIPTION __ 

SOURCE 
_ _ _ _ _ _ __ _ _ _ _ _ _ _ 

FIELD DESCRIPTION 
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

N/A 

Form A2463 7176 



SC -RC =ObATO I N PAGE 1 OF 1AC 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis PHASE DATE 12/31/81 

PROPOSED SYSTEM 0 PREPARED BY N/A 

DATA ELEMENT 
DB/FILE STATUS 

INDB/FILE NEW 
RPORT NUMBER INPUT NUMBER 

N/A 

Form A2-057 7176 



PAGE OF 

CARA CORPORATION 

PROJECT Requirements Analysis 

CURRENT SYSTEM C9 

PROPOSED SYSTEM C] 

INVENTORY OF SOURCE/INPUT DOCUMENTS 

PHASE I-DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
- DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOURCE OF 
INFORMATION 

DISTRIBUTED TO EST. WKLY. VOL._________PURPOSE 

METHOD AVERAGE PEAK 
- COMMENTS 

Memo from AID Bureau 
Administrative Officers 

AID Bureaus MO/GS/BM 

Form A2-054 7/76 



IF, 
OF


OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET PAGE 
PAGE1 OF1tE~CARLA CORPORATION 

PROJECT Requirements Analysis 
 PHASE I-DATE 12/31/81
 

CURRENTSYSTEM G2 PHASE If - DATE N/A 
PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

ANNUAL PAYROLL COSTS PERCENT 
DEPARTNENT UTILI- PERSONNEL COETS 

- J013TITLE/DESCRIPTIGN - REO'D. FRINGEUTh-- _____ ITLI___.____RI______-_ REOO. PESNLSALARY BENEFITS TOTAL ZATION COST TOTAL 

GS/B, Management Asst 1 
 .4 $115
 
GS-10
 

TOTAL 
 $115
 

Form A2-05 7/76 



PAGE OF 

rCAR::A CORPOR: C1=ATIO)N
 OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET
 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENT SYSTEM E3 PHASE I - DATE N/A
 

PROPOSED SYSTEM 0
 
PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COMEPT 

- EQUIPMENT TYPE - REQrD RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

N/A
 

Form A2-059 7176 



Office: SER/MO/GS/BM

General Flow of: Occupancy Report
 

Interviewee: G. Martin, J. Benson
 

NO/GS/BM Request personnel levels by category of person (e.g., 
full-time, part-time, etc.)


I1 
AID Bureau Supply requested data.
 
Administrative
 
Officers
 

MO/GS/BM Personnel levels are reconciled with staffing levels obtained from AID Personnel 
Management

Section.
 

(SA Receives report.
 



iCARA CORqPORATION 

REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 
CURRENTSYSTEM El PHASE II - DATE N/A 
PROPOSED SYSTEM 0 PREPARED eY Group Operations, Inc. 

REPORT NAME & NUMBER 

Occupancy Report 

PURPOSE Report AID staffing levels by building.
 

FREQUENCY Annually 

CUTOFF CRITERIA 

DISTRIBUTED TO - 'No. OF COPIES) GSA 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 
Memo 

FORM TYPE FORMSIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PAG 
EAVG. PEAK 

REPORT RETENTION 
N/A
 

SECURITY Unclassified. 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: 
DATE:
 

Form A2,052 7/76 



PAGE I OFi 

CARA CC)RPATION REPORT SPECIFICATION 

PROJECT Requirements Analysis 

PROPOSED SYSTEM El 

WORKSHEET - Part 2 

PHASE I 

PHASE II 

- DATE 

- DATE 

12/31/81 

N/A 

REPORT NAME & NUMBER PREPARED BY Group Operations, Inc. 

FIELD NAME LENGTH OUTPUT EDIT 
_______________________DESCRIPTION__________________________ 

SOURCE FIELD DESCRIPTION 

N/A 

Form A2-03 7176 



Pl;_ 1 oFLAGE 

CARA CORiPORATIOj DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements 

PROPOSED SYSTEM Q 

Analysis PHASE I -DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ! LEMENT 
DB/FILE STATUS 

NDB/FILE NEW 
REPORT NUMBER INPUT NUMBER 

N/A 

Form A2-057 7/76 



1 = PAGE 1 OF 1 

CARA CORP0iATION 

PROJECT Requirements 

CURRENT SYSTEM C9 

PROPOSED SYSTEM 0 

Analysis 

INVENTORY OF SOURCE/INPUT DOCUMENTS 

PHASE I-DATE 12/31/81 

PHASE II- DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOURCE OF 
INFORMATION 

DISTRIBUTED TO EST. WKLY. VOL._________ 

METHOD AVERAGE PEAK 
URPOSE - COMMENTS 

Memo from Personnel 
Management 

SER/P4 MO/rS/BM 

Memo from Bureau 
Administration Officers AID Bureaus mO/(S/n M 

Form A2-064 7/76 



ii OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET PAGE 1OFCARA CORPORATION 


PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENTSYSTEM E PHASE I - DATE N/A 

PROPOSED SYSTEM 0PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
- JOB TITLEIDESCRIPTION -
- _____TITLE/_E____PTION_-- _ 

NUMBER 
REWD.
RE__D. 

ANNUAL PAYROLL COSTS 
FRINGE

SALARY BENEFITS TOTAL 
PERCENT]

UTILI-
ZATION 

PERSONNEL
COST TOTAL 

COMMENTS 

GS/BM Management Asst 1 .4 $115 
GS-1O 

TOTAL 
 $115 

ForM A2-0" 7/16 



PAGE' OF1
 
-OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 

CAiA CORPO ATIC"N 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE I - DATE N/A 

PROPOSED SYSTEM 0 
PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL 
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS TIONCOm 

- EQUIPMENT TYPE - REOD RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

N/A
 

Form A2-O15 7/76 



Office: SERI/Mf /Bf3
Index
Personnel
General Flow of: 


Interviewee: G. Martin, J, Benson 

MO/MS/9M Request personnel levels by category of person (e.g., full-time, part-time, etc.) 

I1
AlP Bureau 
Administrative 
Officers 

Supply requested data. 

MO/GS/BM Personnel levels 

Section. 

are reconciled with staffing levels obtained from Aln Personnel Management 



CAR COR::PORIATION 

REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis 
 PHASEI - DATE 12/31/81 
CURRENTSYSTEM 
X 
 PHASEII - DATE N/A 
PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER 

Personnel Index 

PURPOSE Track number of AID staff by area and rank. 

FREQUENCY 
 As renuested. 

CUTOFF CRITERIA 

DISTRIBUTED TO - (No. OF COPIES) SER/MO 

METHOD OF DE LIVE RY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PAGE
AVG. PEAK 
REPORT RETENTION N/A 

-SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: 
DATE: 

Form A2-052 7/76 



4FPAGE 
CARcA CORPC)RATION REPORT SPECIFICATION WORKSHEET 

PROJECT Requirements Analysis 

PROPOSED SYSTEM 0] 

REPORT NAME & NUMBER 

- Part 2 

1 OF 

PHASE I - DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY Group Operations, 

1 

Inc. 

FIELD NAME LENGTH OUTPUT EDITDESCRIPTION SOURCE 
________ 

FIELD DESCRIPTION 

N/A 

Form A2-053 7/76 



'C A R COPAGE 1 OF 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis 

PROPOSED SYSTEM Q 

PHASE I-DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT I 
DB/FILE STATUS 

BFL E 

REPORT NUMBER INPUT NUMBER 

N/A 

Form A2-057 7176 



PAGE 1 OF 1 
CARA CO:POR::tATION 

PROJECT Requirements Analysis 

CURRENT SYSTEM Q9 

PROPOSED SYSTEM [I 

INVENTORY OF SOURCE/INPUT DOCUMENTS 

PHASE I-DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
- DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOURCE OF 
INFORMATION 

DISTRIBUTED 
METHOD 

TO EST. WKLY. VOL._________PURPOSE 

AVERAGE PEAK 
- COMMENTS 

.emo from AID Bureau 
Administrative Officers 

AID Bureau 

Administrative 
Office 

,-O/rS/Bm 

Form A2-054 7/76 



C
R A CCR PQPATIO)N 

~j!If~PAGE
OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 

1OF1 

PROJECT Requirements 

CURRENTSYSTEM (M 

PROPOSED SYSTEM 0] 

Analysis PHASE I-DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
-JOBTTLE/DE RIPTION-TTLF____________ON_--

NUMBER 

REOD.___OD. 

ANNUAL PAYROLL COSTSNUBRUTI 

FRINGESALARY BENEFITS TOTAL 

PERCENTLI-

ZATION 

PE RSONNE L 

COST TOTAL 

CMENTS 

GS/BM Management Asst 
GS-1O 

1 20 $11,532 

$11,532
 

Form A2-O 7/1 



AACO _OPERATING 
SCARA CORPORATI0N 

EQUIPMENT REQUIREMENTS - COST WORKSHEET PAGE1 OF 1 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM 19I PHASE I - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

UTI LI- TOTAL TOTAL 

DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COENT 
- EQUIPMENT TYPE - REQrD RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

N/A 

Fo-m A2-059 7/76 



General Flow of: Space Index 
Office: 

Interviewee: 

SERA n/GS/BM 

G. Martin, J. Benson 

"O/GS/RM Visit AID office to verify space usage levels in each huildinq. 

AID offices 

MO/GS/BM Calculate square footaqe of each office by building. 

-p 



L CARA CORPOIATION REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis 
 PHASEI - DATE 12/31/81 

CURRENTSYSTEM X] PHASE II - DATE N/A 
PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME& NUMBERSpace Index 

PURPOSE 
 Iaintain current levels of square feet by office.
 

FREQUENCY As requested.
 

CUTOFF CRITERIA 

DISTRIBUTED TO - (No. OF COPIES) SER/MO 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 

F O R M S I Z EFOMTYE 
NO. OF PARTS 

ESTIMATED PAGES 
iLINES/PAG 

EAVG. PEAK 
REPORT RETENTION N/
 

SECURITY Unclassified. 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: 
DATE: 

Form A2.052 7/76 



CARlA COPCPRATION REPORT SPECIFICATION WORKSHEET - Part 2 

PAGE 1 OF 1 

PROJECT Requirements Analysis 

PROPOSED SYSTEM 0 

PHASE I 

PHASE II 

- DATE 

- DATE 

12/31/81 

N/A 

REPORT NAME &NUMBER PREPARED BY Group Operations, Inc. 

FIELD NAME LENGTH 
______ 

OUTPUT EDITDESCRIPTION SOURCE FIELD DESCRIPTION 

MI/A 

Form A2-053 7/76 



PAGE OF 

CCARA COPPORATION 

PROJECT Requirements Analysis 

PROPOSED SYSTEM C 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PHASE I - DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT I 
DB/FILE STATUS 

BFL E 

REPORT NUMBER INPUT NUMBER 

N/A 

C-i
 

Form A2-057 7/76 



PAGE 1 OF 1 

CARA CCRPCRATION INVENTORY OF SOURCE/INPUT DOCUMENTS
 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENTSYSTEM (@ PHASE II - DATE N/A
 

PROPOSED SYSTEM0
 PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL.______PURPOSE - COMMENTS 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

N/A 

Form A2-054 7/76 



Jl~j!IKDIIIRPAGE 1OF1 
CAR COPSCARI=A CORPURA TION OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET
 

PROJECT Requirements Analysis 
 PHASE I -DATE 12/31/81
 

CURRENTSYSTEM I& 
 PHASE I - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

ANNUAL PAYROLL COSTS PERCENT
 

DEPARTMENT NAME NUMBER 
 PENTONERN CNNUME-JOBTITLEJDESRIPVON- REWD. FRINGE PERSONNELS
 
- TLP-D SALARY BENEFITS TOTAL ZATION COST TOTAL
 

GS/BM Management Asst 2 
 20 $11,532
 
GS-10
 

TOTAL 2 
 $11,532
 

IForm A3O-U 7/76 



PAGE1 OF' 
OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 

CARA CORPORATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENT SYSTEM El PHASE I - DATE N/A
 

PROPOSED SYSTEM 0
 
PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL 
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION ANNUAL COMIMENTII-EUPETTP- EDMONTHLY 

RENT (BUY) MAINTENANCE TOTAL HRS. I % EQUIP. COST EQUIP. COST 

N/A 

1~J Form A2-059 7/76 



LC CRC:RATioN INVENTORY OF REPORTS1 OF 1 

PROJECT Requirements Analysis 
PHASE I-DATE 12/31/81 

CURRENT SYSTEM 4 
PHASE I1- DATE N/A 

PROPOSED SYSTEM 0 AREA: SER/rIO/GS/IC 
PREPARED BY: Group Operations, Inc. 

REPORT NAME & NUMBER 
FREQUENCY DISTRIBUTED TO NUMBER OF ESTIMATED PAGES 

PREPARED BY METHOD LINESIPG COPIES AVERAGE PEAK 
PURPOSE - COMMENTS 

Carpet and Drape Mainten- At Least GS/BM 60 2 50 
ance Report Monthly 

AID Handbook 20 As Required SER/MP 1 

Audit of Telephone Bills Monthly GS/BT 60 3 1 3/4" Administrative heads receive the 
portion of the report applicable 
to their area. 

Status of Mission FurniturE Monthly, or MO/GS, 60 3 3 
as Needed GS/AP 

Status of Parking Permits Annually MO/GS 60 5 38 Each copy reflects a different 

sort sequence. 
Telephone Directory Quarterly Agency Wide 70 1 photo 

ready 
SO Sorted by alphabet and organiza

tion. 

Furm A2-051 7/76 



CURRENT ISSUES
 

Office Report Title Comments 

r4O/GS/IC Carpet and Drape Maintenance Report Update time could be maximized if MO/GS/Bi would pro
vide a number of work orders together, rather than on 
a one-at-a-time basis. 

Handbook 20 More efficiency could be obtained if: 
(1) Modern WP editing features were available; 
(2) A word dictionary were available; 
(3) WP equipment were compatible with SER/MO/DMs; and 
(4) Branches did more extensive ed',ting on changes 

prior to forwarding them to MO/GS/IC. 

Audit of Telephone Bills Would prefer local access to GSA telephone billing tape 
since: 

(i) Currently three-four week delay from MO/GS/DM 
receipt of tape to printout arriving at MO/GS/IC; and, 

(2) When new types of sorts are requested from i40/GS/DM, 
the delay between request and retrival can be up to 
six weeks. 

Status of Mission Furniture Budget totals (e.g., costing factors) are not possible on 
the System 6. With a fore user-friendly system, MO/GS/AP 
could probably maintain this report using their own staff. 

Status of Parking Permits Currently restricted to ascending sorts. 
to sort in descending order. 

Would be useful 

Telephone Directory Advanced WP capability is required to reduce editing time 
leading to a camera-ready copy. 



Office: SER/MO/GS/IC

Carpet and Drape Maintenance Report
General Flow of: 


Interviewee: Earl Sharp
 

AID Branch Outside GS 
 Submits a Request for Work Authorization (RWA) to install or clean carpet.
 

Bureau Administrative Officer 
 If approved, forwards request to SER/MO/GS.
 

MO/GS/Bil(--
 Receives RWA. 
 Initiates RWA if request is within SER/MO/GS. A work order

I is prepared and the informa in recorded.
 

MO/GS/IC Cumulative list of work orders 
is received, with subsequent updating of the
 
Carpet Maintenance File. Periodically prints out lists of carpets due for
 
cleaning, and forwards to MO/GS/BM.
 

MO/GS/BM 
 Receives list of carpets due for cleaning. May initiate an RWA on this
 
basis.
 



CAPA COR::P::Of:ATION REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

CURRENTSYSTEM X1 PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPAREDBY Group Operations, Inc. 

REPORT NAME & NUMB-E-R 

Carpet and Drape Maintena;cc Report. 

PURPOSE Track maintenance schedule of carpets and drapes based on 

installation date of last cleaning. 

FREQUENCY 
 Monthly . 

CUTOFF "RITERIA None. 

DISTRIBUTED TO (No. OF COPIESI 

MOIGSIRM 

METHOD OF DELIVERY/TRANSMISSION/MEDiA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PAGE
AVG. PEAK 
REPORT RETENTION 

SECURITY Unclassified. 

PRINTING SEQUENCE PAGE BREAKS PAGE RESEQUENCLI SUMMARY TOTALS 

USERCOMMENT New report. Procedure is still being implemented and refined.
 

USER APPROVAL; 
DATE: 

Form A2,052 7/76 



PAGE 1 OF 1 

CARA CC)R ATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PHASE II - DATE N/A
 

REPORT NAME& NUMBER Carpet and Drape Maintenance Report PREPAREDBY Group Operations, Inc.
 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 

Work Order Number 

Item Code C=Carpet, D=Drapes 

Action Code I=Install, C=Clean Drapes, S=Shampoo Carpet
 

Building
 

Room Number
 

Date of Work Order
 

Form A2-053 7/76 



PAGE 1 OF 

CARA CORiPC)ATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements 

PROPOSED SYSTEM M 

Analysis PHASE I-DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT 
__________________ 

Work Order Number 

DB/FILE STATUS 

IN 08/FILE NEW 

REPORT NUMBER INPUT NUMBER 

Item Code 

Action Code 

Building 

Room Number 

Date of Work Order 

Form A2-057 7/76 



PAGE OF 

CARA CORPORATION 

PROJECT Requirements Analysis 

CURRENT SYSTEM 0 

PROPOSED SYSTEM El 

INVENTORY OF SOURCE/INPUT DOCUMENTS 

PHASE I-DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
- DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOURCE OF 
INFORMATION 

DISTRIBUTED TO EST. WKLY. VOL._________PURPOSE 

METHOD AVERAGE PEAK 
- COMMENTS 

Work Order MO/GS/BM Aid Bureau MO/GS/IC 

Form A2-064 7176 



CARA COP:O ATION OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET PAGE 1 OF 1CARA 

PROJECT Requirements Analysis 
 PHASE I-DATE 12/31/81 
CURRENT SYSTEM (@ PHASE II - DATE N/A
 

PROPOSED SYSTEM 0 
 PREPARED DY: Group Operations, Inc. 

DEPARTMENT NAMEOpr o- TL D-EOsC NUMBER.FRINGE ANNUAL PAYROLL COSTS PERCENTCOMMENTSUTILI- PERSONNEL NT
 
- JOB TITLDERIPTION -
 REO'D. SALARY BENEFITS TOTAL ZATION COST TOTAL 

GS/IC 
GS-6 Prog Opns Asst 5 $962 

Total 
 $962
 

Form A2-O 7176 



4 PAGE 1 
OF1 

R OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 
CARAU CORF RATION 

PHASE I-DATE 12/31/81
PROJECT Requirements Analysis 


CURRENT SYSTEM ID PHASE II - DATE N/A 

PROPOSED SYSTEM 0
 
PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL 
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COMMENTS 

- EQUIPMENT TYPE - REOD RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

IBM System 6 1 5 $131 

Form A2-059 7176 



Office: SER/MO/GS/IC

General Flow of: AID Handbook 20
 

Interviewee: Earl Sharp
 

MO/GS/IC 

,1
Appropriate AID Branches-

Current edition is printed from IBM Systeml 6. 

Chapters distributed to appropriate branches for revisions as needed. 

MO/GS/IC <-- Revisions returned and edited. Edited text is typed onto IBM System 6. 

SER/MP Review edited text. Get clearance for change if effected unit is outside SER/MO. 

If not approved, sent back to branch or M0/GS/IC for changes. 

If approved, sent to MO/GS/PAB. 

M0/GS/PAB Initiate printing and distribution of posters. 



L CA CORP)ORR:ATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis 
 PHASE I - DATE 12/31/81 

CURRENTSYSTEM Kl PHASE II - DATE N/A 
PROPOSED SYSTEM 1- PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER 

AID Handbook 20
 

PURPOSE 
 Contains AID operating procedures.
 

FREQUF.NCY As needed.
 

CUTOFF CRITERIA Date 
 of function (mission) change or determined by SER/MP. 

DISTRIBUTED TO - (No. OF COPIES) 

Agency wide.
 

METHOD OF DE LIVE RY/TRANSMISSION/MEDI A 

FORM TYPE _ FORM SIZE NO. OF PARTS
 

ESTIMATED PAGES 
 LINES/PAG 
EAVG. PEAK 

REPORT RETENTION 

Until Revised.
 

SECURITY 
Unclassified.
 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

By subject.
 

USER COMMENT Typically two 
(2) updates per year.
 

USER APPROVAL 
DATE: 

Form A2 052 7/76 



PAGE 1 OF 1 

CARA CORP)RATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASEI - DATE 12/31/81
 

PROPOSED SYSTEM 0 PHASE II - DATE N/A
 

REPORT NAME & NUMBER PREPARED BY Group Operations, Inc.
 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
______ ____________ ______DESCRIPTION _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

See AID Handbook 20
 

Form A2-053 7176 



PAGE 1 OF 1 

CAA CORPD)iATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis 

PROPOSED SYSTEM C3 

PHASEI -DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT I 
DB/FILE STATUS 

BFL E 

REPORT NUMBER INPUT NUMBER 

See AID Handbook 20 

Form A2-057 7/76 



CARA CORP0RATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM (@ PHASE II - DATE N/A 

PROPOSED SYSTEM 0] PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL._________PURPOSE - COMMENTS 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

See AID Handbook 20 AID Branches Previous AID Agency-Wide 
Version of 
Handbook 20 

Form A2-054 7/76 



Af~i~PAGE 1OF1C- OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 

PROJECT Requirements Analysis 

CURRENT SYSTEM 0 

PROPOSED SYSTEM 0 

PHASE I-DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT P 

-JOSTITLEDESRIPTION-

GS/IC 
GS-9 Program Operations 

Specialist 

-
REWD. 
TL RTNR SALARY 

1$1,570 

FRINGE 
BENEFITS TOTAL 

UTILI-
ZATION 

6 

PERSONNELCOMMENTS 
COST TOTAL 

$,7 

GS/IC Program Operations 
Assistant 

8 1,712 

GS-IC 
GS-6 

Program Operations 
Assistant 

1 8 1,540 

TOTAL 3 $4,822 

-' Form A2-Q96 7/1 



1PAGE OF' 
-

OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 
CAF:IA CX3RP:RATI0Nr, 

PHASE I-DATE 12/31/81
PROJECT Requirements Analysis 


PHASE I - DATE N/ACURRENTSYSTEM E" 


PROPOSED SYSTEM 0
 
PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL 

DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ________- ZATION OTHLMONTHLY TOTALANNUAL COMENTS 
- EQUIPMENT TYPE - REOD RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

IBM System 6 2 8 $420
 

Fom A2-069 7/76 



General Flow of: 


GSA 


SER/10/BM 


I 


MO/GS/IC 


MO/GS/BM 


SER/MO/GS 


Office: SER/MO/GS/IC

Audit of Telephone Bills
 

Interviewee: Earl Sharp
 

Creates Telephone billing tape monthly.
 

Receives telephone billing tape and creates 
a printout using various subdivisions.
 
"Error" flags appear on printout, e.g., if call exceeds 10 minutes.
 

Printout is reviewed. Appropriate action is taken if calls appear to be for non
governmental purposes.
 

Recevies notification of portion of telephone bill which is legitimate and so should
 
be paid.
 

1. -' 
* I 



CARlA CORRIOCRATION REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECTRequirements Analysis PHASE I - DATE 12/31/81 

CURRENT SYSTEM EJ PHASE II - DATE N/A 
PROPOSED SYSTEM 0 PREPARED eY Group Operations, Inc. 

REPORT NAME & NUMBER 

Audit of Telephone Bills 

PURPOSE Audit telephone transactions for 
legitimate governmantal use.
 

FREQUENCY 
 Monthly. 
CUTOFF CRITERIA 22nd of each month. 

DISTRIBUTED TO - No. OF 

Other areas as required for verification purposes.
 
METHOD OF DELIVERY/TRANSMISSION MEDIA 

FORM TYPE IFORM SIZ E iNO OF PART 
S 

ESTIMATED PAGES LINES/PAE
AVG. N/F PEAK 
REPORT RETENTION 

SECURITY Unclassified
 

PRINTING SEQUENCE PAGE BREAKS PAGE RE SEQUENCE SUMMARY TOTALS 

By Bureau 
 Bureau
 
Type of Call
 

I J- 10 Minutes or Longer
 
USER COMMENT 

USER APPROVAL DATE: 

Form A2.052 7/76 

I 



PAGE 1 OF1 

CARA CORP RATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81
 

PROPOSED SYSTEM 1 PHASE II - DATE N/A 

REPORT NAME& NUMBER Audit of Telephone B lls PREPAREDBY Group Operations, Inc. 
OUTPUT EDIT 

FIELD NAME LENGTH DESRIPTION SOURCE FIELD DESCRIPTION 

Billing Account No. 
 Bureau designation.
 

Caller Phone No.
 

Place of Caller 

Date of Call 

Time Called
 

Phone Number Called
 

Place Called 

Length of Time
 

Amount Billed 

Flag Flags allowed are "long" (greater than 10 
minutes), "late" (after 5 p.m. on weekdays),
 
and "weekend" (during weekend).
 

Form A2-053 7/76 



'CI= PAGE 1 OF 

CORPOATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements 

PROPOSED SYSTEM Q 

Analysis PHASE I - DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT 
DB/FILE STATUS 

IN DB/FILE NEW 

REPORT NUMBER INPUT NUMBER 

Billing Account No. 

Caller Phone No. 

Place of Caller 

Date of Call 

Time Called 

Phone Number Called 

Place Called 

Length of Time 

Amount Billed 

Flag 

Form A2-057 7176 



PAGE 1 OF 1 

CARA CO PPOATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E) PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL. COMMENTS_________PURPOSE 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

GSA MagTape GSA Telephone Co. SER/DM
 

Form A2-054 7/76 



_ U _ PAGE 1 OF 1 

OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 
CARA CORPORII~aATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENTSYSTEM 0 
 PHASE I - DATE N/A
 
PROPOSED SYSTEM []
 PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT
 
-JOB TITLE/DESCRIPTION - REO'D. FRINGE UTIL- PCOMMENTS


ZATION COST TOTAL 
_________________________SALARY BENEFITS TOTAL AIN CS OA 

GS/IC Sup Prog Opns Spcl 
 10 $ 2,617
 
GS-9
 

GS/BM 
 100 26,177
 
GS-9 Comuunications Spcl
 

GS/IC Program Opns Asst 
 14 2,996
 
GS-7
 

TOTAL 
 $31,790
 



1 OF1Fi-PAGE 
OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 

-CARA CORPRATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE I - DATE N/A 

PROPOSED SYSTEM 0
 
PREPARED BY: Group Operations, Inc. 

D UTILI- TOTAL TOTAL 
DEPARTMENT NPEENT COSTS ZATION MONTHLY ANNUAL COMMENTS 
-- EQUIPENT TYPE - RED RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

IBM 370 N/E N/E Prints copy of tele
phone billing tape
 
supplied by GSA.
 

Form A2-059 7/76 



Office: SER/MO/GS/IC

Status of Mission Furniture
General Flow of: 


Interviewee: Earl Sharp
 

Mission 
 Initiates an overseas requisition for residence furniture.
 

MO/GS/AP MO/Purchasing prepares the purchase order.
 

Manufacturer Receives notification to make furniture to either ship directly
 
or to replace packer's stockpile.

Assigns a house number to furniture set.
 
Sends confirmation of unit completed and sent to packer to GS/AP
Packer 
 Receives notification to ship furniture.
 
Stockpiles furniture sets.
 
Notifies GS/AP of ship name and date to be shipped.
.S.Dispatch Receives notification of shipment date and ship.

Notifies GS/AP when actually shipped.


GS/AP 
 Enters status onto mission furniture file.
 



iCARA CORPORAT10ON 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECTRequirements Analysis PHASE I - DATE 12/31/81
 

CURRENT SYSTEM X 
 PHASE II - DATE N/A 
PROPOSED SYSTEM El PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER Status of Mission Furniture
 

PURPOSE Tracks location of household furniture lots.
 

FREQUENCY Monthly updates. 

CUTOFF CRITERIA N/A
 

DISTRIBUTED TO - (No. OF COPIES) 

Mn/ Mn/Ap 

METHOD OF DELIVERY;TRANSMISSION/MEDIA 

FORM TYPE _7 FORMSIZ E iNO. OF PART 
S 

ESTIMATED PAGES 
LNSPCAVG. IN S A EPEAK 

REPORT RETENT,10'N No 1limi t. 

SECURITY Unclassified. 

PRINTING E PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALSHouseClU nmber 
Shipping Purchase Order #
 

Replacement Purchase Order#
 
Mission number
 

USER COMMENT 

USER APPROVAL DATE; 

Form A2 052 7/76 



____ ____ ____ __ _ _ _ _ _ _ _ _ _ _ _ _ _ 

PAGE 1 OF 1 

CARA CORPORATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0l PHASE II - DATE N/A 

REPORT NAME &NUMBER Status of Mission Furniture PREPAREDBY Group Operatio-is. Inc. 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
____ ____ _ __ ____ DESCRIPTION __ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ 

Requestor 
 Mission #. 

Requisition # 

Date of Requisition
 

Purchase Order # 
 P.O. used to buy furniture from manufacturer.
 

Purchase Date
 

Cost
 

House Number
 

Location of Furnitur
 

Style of Furniture 

Color 

Size of Household 
 Bedroom size.
 

Vessel Shipped On
 

Shipment Date
 

Household # 
 H.H. set which replaces the one shipped from
 
stock.
 

Purchase Order 
 P.O. # for replacement household.
 

Form A2-053 7/76 



~~CARA IPAGEA1IONCORPORATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements 

PROPOSED SYSTEM C] 

Analysis PHASE I -DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT I 
DB/FILE STATUS 
BFL E 

REPORT NUMBER INPUT NUMBER 

Requestor 

Requisition # 

Date of Requisition 

Purchase Order# 

Purchase Date 

Cost 

House Number 

Location of 
Furniture 

Style of Furniture 

ol or 

Size of Household 

lessel Shipped on 
Shipment Date 

Household # 

Purchase Order 

Form A2-057 7/76 



PAGEl OF I 

CARA CORRRATION 	 INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis 	 PHASE I-DATE 12/31/81
 

CURRENT SYSTEM ] PHASE II-DATE N/A
 

PROPOSED SYSTEM
 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL. 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PURPOSE - COMMENTS 

Overseas Requisition Mission 	 MO/AP
 

Purchase Order MO/AP 	 Manufacturer
 
Packer,
 
U.S. Dispatcl
 

Remove From Stock MO/AP Packer
 

Notification of House #
 
assigned Manufacturer 	 MO/AP,Packer
 

Notification of Ship and
 
Shipment Date Packer MO/AP
 

Received in Stock Packer MO/AP
 

-Form A2-054 7/76 



________________________ 

PAGE OF
 
SCARAU CORPOLLATION OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET
CARA '-----44TION 

PROJECT Requirements Analysis 
 PHASE I-DATE 12/31/81
 

CURRENT SYSTEM (M PHASE I - DATE N/A
 

PROPOSED SYSTEM CPREPARED BY: Group Operations, Inc. 

ANNUAL PAYROLL COSTS PERCENT 
DEPARTMENT NAME NUMBER ANNUAL PAYRNLL 
 COMMENTS 

-JO TITLE/DESCRIPTION - REO'D. SALARY FRINGE ZATION COSTTOTAL
 
_____ SAARY BENEFITS TOTAL ZAIN CTTOL 

GS/IC 1 
 1$ 262
GS-9C 
 Program Operations

GS-9 Specialist
 

GS/IC Program Opns Asst 1 
 4 770
 
GS-6
 

TOTAL 2 $1,032
 

Form A2-OOP 7116 



= PAGE 1OF1 

CAR OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET4.WCARAU CORPORAUTION 
PHASE I-DATE 12/31/81PROJECT Requirements Analysis 


E3 PHASE II - DATE N/ACURRENT SYSTEM 

PROPOSED SYSTEM D PREPARED BY: Group Operations, Inc. 

UTIL4- TOTAL TOTAL 
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COENTU 

- EQUIPMENT TYPE - REOD RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

IBM System 6 1 4 $105 

Form A2-059 7/76 



Office: SER/MO/GS/IC
 
Status of Parking Permits
 General Flow of: 


Interviewee: Earl Sharp
 

SER Administrative Officers 	 Collect requests for parking permits.
 

~11 
SER/MO/GS 	 Parking permit request data is entered into word processor with
 

sorts performed by riders and mileage from home.
 
Listing is visually scanned for permit assignment priorities--with
 
subsequent assignment of permits.
 
The current listing of assigned permits is manually updated to reflect
 
deletions, additions, and updates.
 

MO/GS/IC 
 The new file of assigned permits is created on the word processor.

I 	 A sort by AID branch is performed.
 

SER/MO/GS 	 Notification is sent to branch administrators and to individuals
 
receiving permits.
 



CARA CORPORATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis 
 PHASE I - DATE 12/31/81 

CURRENTSYSTEM K] PHASE II- DATE N/A 
PROPOSED SYSTEM [j PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER 
Status of Parking Permits 

PURPOSE In the selection phase to 
provide a listing of applicants
 
sorted by relevant dimensions.
 

Tn fhp pnst-selectinn nhase tn
4 prnvi-- crncz-rpfprpncp 
listing of parking permit numbers to person(s) assigned. 

FREQUENCY Annual
 

CUTOFF CRITERIA January 1. 

DISTRIBUTED TO - (No. OF COPIES) 
DBTDE*Reuesting Applicants (1), Diviinn Chiof (2), urpaii 
Chiefs (2).
 

METHOD OF OELIVERY/TRANSMISSION,'NIEOIA 

FORM TYPE FORMASIZ 
E T-N, OF PART S 

ESTIMATED PAGES LINES/PAC 
E

AVG. 
 PEAK
 
REPORT RETENTIONAnulywth5ldto 


nry .
Anniiilly- with 9 ijpdatecs per y,-ar 

SECURITY 
Unclassified.
 

PRINTING SEQUENCE 3PAGEPAGE BREAKS RE-SEQUENCE SUMMARY TOTALS 

a.Carpools by number riders )ymileage 
to work.
 
b. Alphabetical
 
c. Handicapped only. 
 | d. Executives Only. 
 _ 

USER COMMENT 

*Each party receives only the portion of the listing 
relevant to their area of concern.
 

USER APPROVAL: 
DATE: 

Form A2.052 7/76 



_ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

PAGE 1 OF1 

CARA CGRP:DRATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 1"3 PHASE II - DATE N/A 

REPORT NAME& NUMBER Status of Parking Permits PREPAREDBY Group Operations, Inc. 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
________ ________ IPT ION __ _ _ ________DESCR _ _ _ _ _ _ _ _ 

Line Item #
 

Status 
 Driver code, executive, handicapped.
 

Permit #
 

Name of Rider/Driver 
 Last name first.
 

Organization/Office
 

Office Telephone #
 

Home Address
 

Zip Code
 

Car Make & Year
 

Car License
 

Part-Time Rider
 

# Riders in Pool
 

Miles to Work
 

•; Form A2-053 7/76 



PAGE 1 OF __ 

PROJECT 

AACRPCTION 

Requirements Analysis 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PHASE I - DATE 12/31/81 

PROPOSED SYSTEM C PREPARED BY N/A 

DATA ELEMENT I 
DB/FILE STATUS 

BFL E 

REPORT NUMBER INPUT NUMBER 

Line Item # 

Status 

Permit # 

Name of Rider/Drivey 

Organization/Office 

Office Telephone # 

Home Address 

Zip Code 

Car Make & Year 

Car License 

Part-Time Rider 

Riders in Pool 

4iles to Work 

Form A2-057 7176 



PAGE OF 

CARA COC)RROATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENT SYSTEM PHASE I - DATE N/A
 

PROPOSED SYSTEM [ PREPARED 
eY: Group Operations, Inc.
 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL. 
_________PURPOSE - COMMENTS

WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK - DOCUMENT NAME & NUMBER -

Application for Parking 

Permit Applicant SER/MO/GS
 

Listing of Applicants GS/IC SER/MO/GS Used for updating list.
 

Doctor's Statement of
 
Handicapped Medical Doctov 
 SER/IiO/GS
 

Form A2-054 7/176 



OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET PAGE OF 
CARA CORPORATION
 

PROJECT Requirements Analysis 
 PHASE I-DATE 12/31/81
 
CURRENT SYSTEM (M PHASE II - DATE N/A
 
PROPOSED SYSTEM 0
 PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT PERSONNEL - JOB TITLE/DESCRIPTION - REOD. FRINGE UTILI- PERSONNE
 
SALARY BENEFITS TOTAL ZATION COST TOTAL
 

MO/GS
GS-11 Special Assistant 
 17 $5,385 Processes applications, assigns


permit #s, maintains list of
 
adds/drops.
 

GS/IC Program Opns Asst 1 
 17 523 Keys data.
 
GS-6
 

GS-9 Sup Prog Opns Asst 1 2 3,274 Coordination. 

TOTAL 3 
 $9,182
 

Form A2-0W 7(17 



PAGE 1 OF 1 
- COST WORKSHEET

OPERATING EQUIPMENT REQUIREMENTS 
CORPCA .:A ATI )N 

PHASE I-DATE 12/31/81
PROJECT Requirements Analysis 


PHASE II-DATE N/ACURRENT SYSTEM E3 

PROPOSED SYSTEM Ii 	 PREPARED BY: Group Operations, Inc. 

UTILI-	 TTATOL 
TOTAL TOTAL

NMliBER MONTHLY EQUIPMENT COSTS TION 
DEPARTMENT NAME 	 COMENTIllZATION- MONTHLY ANNUAL - EQUIPMENT TYPE_-_ROD 
- EQIMENT TYPE -	 REOD RENT (BUY) MAINTENANCE TOTAL HRS. I% EQUIP. COST EQUIP. COST 

IBM System 6 1 	 17 $447 

Form A2-059 7/76 



Office: SER/HIO/GS/IC
 
General Flow of: Telephone Directory
 

Interviewee: Earl Sharp
 

GSJIC 
 Prints listing of current directory.

IGS/BM 
 Receives
I listing and farms out copies to bureaus for updating.
 

AID Bureau Admin. Officers 
 Changes are recorded and sent back.
 
GS/BM 
 Reviews cahnges--edits if necessary.
1, Arranges for alphabetic changeslips to be typed.
 

GS/IC <. 
 Updates alphabetic and organizational changes on System 6.
SIfmore changes Makes final draft.
 
required
 

SER/MP 
 Reviews changes.
 

GS/BM 
 Recevies approved version.
 

MO/PAB GSA,State
 
(Print Copies (Receive Alphabetic
 

Change Slips)
 



CAllA C0llPC)llATION\ 

REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

CURRENT SYSTEM KJ PHASEII - DATE N/A 
PROPOSED SYSTEM 0l PREPARED BY Group Operations, 

REPORT NAME & NUMhneDiERorn~rnirv= 4U HTelephone Directory 

PURPOSE List of AID membership and teleph)ne numbers by name and 

organizational structure. 

Inc. 

FREQUENCY 

CUTOFF CRITERIA 

Quarterly. 

DISTRIBUTED TO - (No. OF COPIES)
All of ATD. 

M;:-HOD OF DELIVERY/TRANSMISSION,/.EDIA 

rtinns nf (SA & ate. 

FORM TYPE F 

ESTIMATED PAGES 
AVG. PEAK 

REPORT RETENTION Q a t r y 

SECURITYUnclassified. 

AN'vZE ''NO 

LINES/PACE 

OF PARTS 

PRINTING SEQUENCE 

Alphabetic 

Organizational 

USER COMMENT 

PACE BREAKS PAGE RE.SEQUENCE SUMMARY TOTALS 

USER APPROVAL: 
DATE: 

Form A2.052 7/76 

tiAA 



~PAGE 1 OF1 

:CARACORPcRATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PHASE II - DATE N/A 

REPORT NAME & NUMBER Tel ephone Di rectory PREPARED BY Group Operations, Inc. 

A 
L 
P 
H 
A 
B 
E 
T 
I 
C 
A 
L 

FIELD NAME 

Last Name 

Middle Name 

First Name 

Organization 

Room Number 

Bldg. Number 

Office 

LENGTH 
______ 

OUTPUT EDIT
DESCRIPTION 

SOURCE 
_______ 

FIELD DESCRIPTION 

Telephone Number 

0 
R 
G 
A 
N 
I 
Z 
A 
T 
I 
0 
N 
A 
L 

,~-

Bureau 

Office 

Branch 

Title 

First Name 

Middle Initial 

Last Name 

Work Phone Number 
Home Phone Ntimhpr 

Form A2-053 7/75 



"CARA PAGE 1 OF 

A CORpfOATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis PHASEI-DATE 12/31/81 

PROPOSED SYSTEM 3 

DATA ELEMENT 

A Last Name 

L Middle NameP 

H First Name
 

A Organization
 
B 
E Room Number
 
T Bldg. Number
 
I 
C Office
 
A Telephone Number
 

0 Bureau
 
R Office
 
G 
A Branch
 
N Title
 
I 
Z First Name
 
A Middle Initial
 
T 
I Last Name
 
0 Work Phone Number
 
N 
A Home Phone Number
 
L 

PREPARED BY N/A 

I 
DB/FILE STATUS 
BFL E 

REPORT NUMBER INPUT NUMBER 

NOTE: The organizat onia 
ar'gr)up d a! on
fi e. 

elements 
1 xt 

Form A2-057 7/76 



INVENTORY OF SOURCE/INPUT DOCUMENTS 
CARA CORPORATION 

PROJECT Requirements Analysis 	 PHASE I-DATE 12/31/81
 

CURRENT SYSTEM 0 PHASE II-DATE N/A
 

PROPOSED SYSTEM 0]
 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL._________PURPOSE 	 - COMMENTS 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

Previous listing of GS/IC Disk File MO/GS/BM,AID
 
telephone directory
 

Alphabetic change slips GS/BM 	 Administrative GSA,STATE,
 
Officers MO/GS/IC
 

Organizational changes GS/BM 	 Administrative MO/GS/IC
 
Offi cers
 

Form A2054 7/76 



SCARA C:RP0ATIC)N 

filialPAG 

OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 
E 1OF1 

PROJECT Requirements 

CURRENT SYSTEM C9 

PROPOSED SYSTEM 0] 

Analysis PHASE I-DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAMEDERTN NUER ANNUAL PAYROLL COSTS
NUMBRFRINGE 

- TT R T -E SALARY BENEFITS TOTAL 

PERCENT 
UTILI-

ZATION 
PERSONNEL 

COST TOTAL 
COMMENTS 

MO/BM
GS-9 Communications 

Specialist 1 7 $ 1,570.5 

MO/GS 
GS-9 Program Operations 

Specialist 1 5 1,570. 

MO/GS 
GS-6 Program Opns. Asst. 1 33 7,062 

MO/GS
GS-7 Prog. Opns. Asst. 1 33 6,355 

TOTAL 4 
 $16,558
 

Form A2-O" 7/76 



1PAGE OF1 

OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 
CA;A CORF::RATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE II- DATE N/A 

PROPOSED SYSTEM 0 
PREPARED BY: Group Operations, Inc. 

UTIL- TOTAL TOTAL 
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT C__________________- OSTS ZATION OTALMONTHLY AONALANNUAL COMEITS 

- EQUIPMENT TYPE - REQ'D RENT (BUY) MAINTENANC: TOTAL HRS. % EQUIP. COST EQUIP. COST 

IBM System 6 2 8 $420 

Form A2-059 7/7f 



SINVENTORY 	 OF REPORTS PAGE 1 OF I 

PROJECT Requirements Analysis 
PHASE I-DATE 12/31/81 

CURRENT SYSTEM 0 

PHASE II- DATE N/A
 

PROPOSED SYSTEM 0 Area: SER/MO/GS/PPM 	 PREPAREDBY: Group Operations, Inc.
 

FREQUENCY DISTRIBUTED TO NUMBER OFREPORT NAME & NUMBER ESTIMATED PAGES
 
PREPARED BY 
 PURPOSE - COMMENTS 

METHOD LINES/PG COPIES AVERAGE PEAK 

Receiving New Stock MO/GS/PPM MO/GS/PPM 
 N/E N/E N/E
 

Credit Voucher Register MO/GS/PPM MO/GS/PPM 
 N/E N/E N/E
 

Returned Merchandise MO/GS/PPM MO/GS/PPM 
 N/E N/E N/E
 

Office Machine Repairs MO/GS/PPM MO/GS/PPM 
 1 1 1
 

Notice of Award 
 GSA r!O/GS/PPM 	 1 1 1
 

Personal Custody Property

Report MO/GS/PPM MO/GS/PPM 
 1 1 1
 

Personel Property Survey 	AID Originatirg
 
Office MO/GS/PPM 1 
 1 2
 

Transfer Order 
 GSA MO/GS/PPM 	 1 1 2
 

Form A2-051 7176 



CURRENT ISSUES 

Office Report Title Comments 

MO/GS/PPM Receiving New Stock Efficiency would be improved if more categories of information 
could be coded onto the Olivetti. For example, a running
inventory of all warehouse items could be maintained. Also 
the Olivetti cannot calculate, and so additions, subtractions, 
etc., must be done manually. 

Credit Voucher Register Same comment as above. 

Returned Merchandise Same comment as above. 

Office Machine Repairs 

Notice of Award 

Personal Custody Property Report 

Current procedures adequate. 

Current procedures adequate. 

Current procedures adequate. 

Personal Property Survey Report Current procedures adequate. 

Transfer Order Current procedures adequate. 



Office: SER/ MO/GS/PPM
 
General Flow of: Receiving New Stock
 

Interviewee: F. Nathaniel
 

GS/AP Transmits Purchase Order to MO/GS/PPM
 

MO/GS/PPM 
 Enter Purchase Order data onto Olivetti Computer, then process order, as supplies or
 
equipment are received by warehouse.
 

- If a partial shipment is received then:
 

- sign receipt and date it
 
- complete a Receiving Report if partial shipment does not complete order
 
- note partial receipt in Purchase Order Register.
 

- If a complete shipment is received then:
 

- sign receipt and date it
 
- complete the Receiving Report Register (different from Receiving Report)
 

FM Receives notification of merchandise received.
 



irCARlA COR::I::ATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECTRequirements Analysis 
 PHASEI - DATE 12/31/81
 

CURRENT SYSTEM El 
 PHASE II - DATE N/A
 

PROPOSED SYSTEM 0 
 PREPARED By Group Operations, Inc. 

REPORT NAME & NUMBER ReceivinqNew Stock 

PURPOSE 
 Track the receipt of new merchandise to MOiGS/PPM, with
 

particular emphasis on following partial shipments.
 

FREQUENCY Daily
 

CUTOFF CRITERIA N/A
 

DISTRIBUTED TO - (No. OF COPIES) 
MO/GS/PPM 

METHOD OF DE LIVE RY/TRANSMISSION/iMEDIA 

FORM TYPE 3FORMSIZE 	 NO. OFPARTS 

ESTIMATED PAGES 
AVG. 	

P LINES/PACE

PEAK
 

REPORT RETENTION N/A 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL DATE: 

Form A2.052 7/76 

vi', 



PAGE 1 OF 1 

CARA Cr-p-.A TION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81
 

PROPOSED SYSTEM C" PHASE II - DATE N/A 

REP.)RTNAME&NUMBER Internal Receiving Report PREPAREDBY Group Operations, Inr. 

OUTPUT EDIT
FIELD NAME LENGTH DESCRIPTION SOURCE FIELD DESCRIPTION 

Date Received
 

IRR Number
 

From OFC/RM/BLDG
 

Description of Property
 

Condition Unsatisfactory, Repairable or Ready for use.
 

Remarks
 

Form A2-053 7/176 



____ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

PAGE 1 OF 1 

CARA CRP{ic)RATIjN REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Reauirements Analysis PHASE I - DATE 12/31/81
 

PROPOSED SYSTEM 01 PHASE II - DATE N/A 

REPORT NAME & NUMBER Purchase Order Register Format PREPARED BY Group Operations, Inc. 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
____ ____ ____ ____ _ __ ____ DESCRIPTION__ _ _ _ _ _ _ _ _ 

Date of Requisition
 

Requisition Number
 

Description & Category
 

No. of line items
 

Purchase Order Number
 

Vendor
 

Follow Up 
 Note number of follow up calls to vendor.
 

Partial Delivery Date
 

"COMPLETE" or Date
 
Shipment was completed
 

Form A2-063 7176 



PAGE 1 OF 

CARA CC ATIO 

PROJECT Requirements 

PROPOSED SYSTEM 0 

Analysis 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

Olivetti Computer Input 

PHASE I - DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT 
________________ 

DB/FILE STATUS 

IN 08/FILE NEW-

REPORT NUMBER INPUT NUMBER 

Fprog Coltrcl N imber 

Nomenclature Nane znd/ r Item Number 

GRP Gr)up Number (itEm c assificati n) 

Date Received 

Document Pu-chase ()rde- N mbe' 

ACQ Quintity 

DIS Nunber di posd f 

Unit Cost 

Total Cost 

Quantity Balance 

Value of Balance 

Form Al-057 7/76 



PAGE 1 OF I 
CARA CORP0RATION 

PROJECT Requirements Analysis 

CURRENT SYSTEM 0 

PROPOSED SYSTEM 07 

INVENTORY OF SOURCE/INPUT DOCUMENTS 

PHASE I-DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
- DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOURCE OF 
INFORMATION 

DISTRIBUTED TO EST. WKLY. VOL._________PURPOSE 

METHOD AVERAGE PEAK 
- COMMENTS 

Suppl ies/Equipment/ 
Services Requisition MO/GS/AP MO/GS/PPM 

Purchase Order MO/GS/AP MO/GS/PPM 

Form A2054 7176 



PAGE OF
PERSONNEL REQUIREMENTS - COST WORKSHEETCAtACCRP)RTINOPERATINGCAPA CO~ATION 

PROJECT Requirements Analysis 
 PHASE I-DATE 12/31/81 
CURRENTSYSTEM Gg PHASE I - DATE N/A
 

PROPOSED SYSTEM 0]
 
PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENTDEPTENTAME N RFRINGE UTILI- PERSONNEL COMMENTS
 
--__O__TITLEDES ___PTIO _ _- _ REQ__ . SALARY BENEFITS TOTAL ZATION COST TOTAL
 

GS/PPM Gen Spl Spcl 1 
 30 $ 7,853
 
GS-9
 

GS/PPM Supply Clerk 1 80 $13,820
 
GS-5
 

TOTAL 2 521,673
 

Form A2-058 7176 



PAGE'1 OF 1 
-- OF 

OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 
CARA COFURATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM KI PHASE Il - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL
 

C"PARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS UTION MOTAL AONAL
ZAIN MONTHLY ANNUAL COMMIIKrTZ 
- EQUIPMENT TYPE - REO'D RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

Olivetti 30 $1,429
 

I Form A2-059 7/76 



Office: SER/MO/GS/PPM
 
General Flow of: Credit Voucher Register
 

Interviewee: F. Nathaniel 

AID Originating Office Forwards a Supplies/Equipment/Services (SES) Requisition. 

MO/GS/PPM 

AID Originating Office 
4, 

Enter information into the Credit Voucher Register.
Adjust warehouse inventory levels on printout. Once a month complete 
updates to Olivetti. 

Upon receipt of merchandise notify MO/GS/PPM by returning the signed 
SES forri. 

MO/GS'PPM 



CARlA CORlRORATION 

REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

CURRENT SYSTEM K] PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER Credit Voucher Register 

PURPOSE 
 Track outflow of merchandise from MO/GS/PPM to other
 

parts of AID.
 

FRLQUENCY Daily 
CUTOFF CRITERIA N/A 

DISTRIBUTED TO - (No. OF COPIES)M0/ GS /PPM 

METHOD OF DELI ERY/TRANSMISSIONJIMEr)IA 

FORM TYPE FORM SIZE NO.OFPATS 

ESTIMATED PAGES LINES/PACE
AVG. PEAK 
REPORT RETENTION N/A 

SECURITY Unclassified
 

PRINTING SEQUENCE PAGE BREAKS PAGE RE.SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: i DATE: 

Form A2.052 7/76 



_ _ _ _ 

4 PAGE 1 OF 1 

C:A RA C.C0)RPATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0] PHASE II - DATE N/A
 

REPORT NAME& NUMBER Credit Voucher Register PREPAREDBY Group Operations, Inc.
 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
________ ____ ____ ____ _ __ ____ DESCRIPTION__ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Date of Entry
 

Credit Voucher Number Control number, sequenced from beginning of
 

fiscal year. 

From SYM/RM/BLDG - 70
 

Description of Items
 

Delivery Date
 

Remarks or Date
 
Completed
 

Form A2-053 7/76 



1 'C- R A PAGE 1 OF 

CoRpOATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis 

PROPOSED SYSTEM 0 

PHASEI-DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT 
DB/FILE STATUS 

INI/IL E 
REPORT NUMBER INPUT NUMBER 

Fprog 

Nomencl ature 
GRP 

Control Nimbe" 

Name and/ r Item Numter 
Gr( up Numter it -i class ficati, n 

Date Received 

Document SE Numbet 

ACQ 

DIS 

Unit Cost 

Quantity 

Number di posd of 

Total Cost 

Quantity of Balance 

Value of Balance 

Form A2-057 7/76 



11=PAGE 1OFi 

CARA CX:PO:ATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENTSYSTEM IM PHASE I - DATE N/A
 

PROPOSED SYSTEM El
 PREPAR. BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL. 
_________PURPOSE - COMMENTS 

WHEN AVAILABLE INFORMATION FAETHOD AVERAGE PEAK 
- DOCUMENT NAME & NUMBER 

Supplies/Equipment/ AID Originatinc
 
Services Requisition Office MO/GS/PPM
 

&Form A2-054 7176 



____PAGE 1OF' .. OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 
L.ARA CCORPRATION 

PROJECT Requirements Analysis PHASE I -DATE 12/31/81
 

CURRENTSYSTEM 0 
 PHASE I - DATE N/A
 
PROPOSED SYSTEM 0
 PREPARED BY: Group Operations, Inc. 

DEPAIRTMENT NAME NUMAER ANNUAL PAYROLL COSTS PERCENTRPRMN NRNG UTI LI- PERSONNELCOMMENTS 
- JOB TITLE/DESCRIPTION - REC'D. FRINGE 

TOTAL ZATION COST TOTALSALARY BENEFITS 

GS/PPM Gen Spl Spcl 1 5 $1,309
 
GS-9
 

GS/PPM Supply Clerk 1 $ 864 
GS-5 

TOTAL 2 
 $2,173
 

A2-058 7/76\J( .,Form 



PAGE' OF1 

OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 
CARA C)RFCIRATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE II - DATE N/A 

PROPOSED SYSTEM EI PREPARED BY: Group Operations, Inc. 

UTI LI- TOATTL 

NUMBER MONTHLY EQUIPMENT COSTS ZATION TOTAL TOTALDEPARTMENT NAME 
- -~DZTO MONTHLY ANNUAL COMMENTS-____ E________TYPE___-EUIPMENTTYPE- RE'D RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EOIJIP. COST 

Olivetti 1 5 $238 

\t3 Form A2-059 7/71 



Office: SER/MO/GS/PPM
 
Returned Merchandise
 

General Flow of: 


AID Originating Office 


MO/GS/PPM 


[If merchandise 

is to be dis-

posed of] 


IFM 


GSA 


Interviewee: F. Nathaniel
 

Forwards a Supplies/Equipment/Services (SES) Requisition.
 

Assigns a control number to the SES request and pick up item(s).
 

If merchandise is in good condition then:
 

- accept it as part of the warehouse inventory
 
- enter information into the Internal Receiving Report
 
- correct level of warehouse inventory
 

Complete Report
 
of Excess Personal
 
Property and a
 
Memorandum Voucher
 

Take appropriate
 
action with
 
Olivetti
 

Notified of
 
merchandise
 
disposed of
 

Only notified
 
of disposal if
 
large quantities
 
are involved
 



CARA CORPORATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECTRequirements Analysis 
 PHASE I - DATE 12/31/81 

CURRENTSYSTEM El PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER 

Returned Merchandise
 

PURPOSE 
 Track incoming merchandise into MO/GS/PPM from other
 

parts of AID.
 

FREQUENCY Daily 

CUTOFF CRITERIA N/A 

OISTRIdUTED TO - iNo. OFCQIS)Sp 

METHOD OF DE LIVEr,Y/TRANSMISSION/MEDIA 

FORM TYPE 

ESTIMATED PAGES 
AVG. 
REPORT RETENTION 

PEAKN/A 

FORM SIZE 

LINES/PAGE 

NO. OF PARTS 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: 
I DATE 

Form A2.052 7/76 

1" 



1 PAGE 1 OF 

CAR A COPORATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM El PHASE II - DATE N/A 

REPORT NAME & NUMBER Receiving Report Register PREPAREDBY Group Operations, Inc. 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 

_______ DESCRIPTION 

Date Completed 

Requisition Number 

Purchase Order Number 

Type EXP (expendable) or MXP (non-expendable) 

Requestor Title of Office originating request. 

Valu. Cost 

Purchase Order Status Complete or Incomplete 

Remark 

Form A2-053 7176 



PAGE 1 OF 

CIARA ATON DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis 

PROPOSED SYSTEM Q 

PHASEI-DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT 
DB/FILE STATUS 

IN 08/FILE NEWL 

REPORT NUMBER INPUT NUMBER 

Fprog Coitrc1 Number 

Nomenclature 

GRP 

Date Received 

Nane End/( r Item Num)er 

Gr)up Number (itm c assifi ati n) 

Document 

ACQ 

DIS 

Qu ntity 

Number di pos _d of 

Unit Cost 

Total Cost 

Quantity of Balance 

Value of Balance 

Form A2-057 7/76 



A 
 PAGE 1 OF 1 

CAR:IA CC)PO TION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM (M PHASE Il - DATE N/A 

PROPOSED SYSTEM 0 PREPAREDBY: Group Operations, In. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO_________PURPOSEEST. WKLY. VOL. - COMMENTS 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

Supplies/Equipment/ AID Originatin MO/GS/PPM 
Services Requisition Office 

Form A2-54 7/76 



PAGE OF
CARACOR0RAIONOPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 


PROJECT Requirements Analysis 
 PHASE I -DATE 12/31/81 

CURRENT SYSTEM (M PHASE I - DATE N/A
 
PROPOSED SYSTEM 0]
 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENTDEPRTMENT RFRINGE UTILI- PERSONNEL COMMENTS
 
-- _____ TL_________FIO__-_R___D. SALARY BENEFITS TOTAL ZATION COST TOTAL
 

GS/PPM Gen Spl Spcl 
 1 15 $3,296 
GS-9 

GS/PPM Supply Clerk 1 5 864 
GS-5 

TOTAL 2 
 $4,790
 

Form A2-056 7176 



~PAGE I OF 1
 

OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 
.... 

CARA CO]RPORALTIONq 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENT SYSTEM E3 PHASE I -DATE N/A
 

PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

UTI LI- TOATTL
 

DEPARTMENT NAME 
 NUMBER MONTHLY EQUIPMENT COSTS ATIOd TOTAL TOTAL 
-_ EIE TP -MONTHLY ANNUAL COMMENTIEQUIPMENT TYPE - RED RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

Olivetti 1 15 $715 

Form A2-059 7176 



General Flow of: Office Machine Repairs 
Office: 

Interviewee: 

SER/MO/GS/PPM 

F. Nathaniel 

AID Originating Office Calls in repair request to MO/GS/PPM 

MO/GS/PPM 

Contractor 

Fill in machine repair request form. 
Check machine is in its "known" location. 
Notify contractor to implement repair. 

Completes Repair* 

* Note a repair is assumed completed by the contractor unless the originating office 
informs MO/GS/PPM to the contrary. 



CARA CORPORATION 

REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECTRequirements Analysis 
 PHASE I - DATE- 12/31/81 

CURRENT SYSTEM X1 PHASE II - DATE N/A 
PROPOSED SYSTEM 0 PREPARED By Group Operations, Inc. 

REPORT NAMF & NUMBER Office Machine Repairs
 

PURPOSE Initiate requested office machine repairs.
 

FREQUENCY Daily 
CUTOFF CRITERIA N/A 

DISTRIBUTED TO -(No. OF COPI G / P 

METHOD OF DIELIVE RY/TRANSM ISSION/ME CIA 

FORM TYPE FORM SIZE NO. OF PARTS
 

ESTIMATED PAGES
A V G.PE AKL IAVG. PEAK IN E S/P AG E 

REPORT RETENTION N/A 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: 
DATE: 

Form A2.052 7/76 



4 PAGE 1 OF 1 

CARA CORPORATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

FROPOSED SYSTEM 0 PHASE II - DATE N/A 

REPORTNAME &NUMBER Office Machine Repairs PREPARED BY Group Operations, Inc. 

FIELD NAME LENGTH OUTPUT EDIT SOURCE 
_______ DESCR IPTION ________ 

FIELD DESCRIPTION 

Control Number 

Office or Division 
Symbol 

Date 

Operator 

Bldg. Address 

Room Number 

Office Telephone 

Make 

Type 

SN 

Nature of Problem 

Vendor Called 

Time 

Date 

By 

Remarks 

Pasted By 

Date 

Remarks 

Form A2-053 7/76 



1 mCARA PAGE 1 OF 

CORPOATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PREPARED BY N/A 

DATA ELEMENT I 
DB/FILE STATUS 

BFL E 

REPORT NUMBER INPUT NUMBER 

N/A 

aAO 7 

Form A2-057 7/76 



PAGE 1 OF 1 

CARA CORPPRATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENTSYSTEM 0 PHASE II - DATE N/A
 

PROPOSED SYSTEM 0
 
PREPARED BY: Group Operations, Inc. 

PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL.DEPARTMENT NAME 
_________PURPOSE - COMMENTS 

WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 
- DOCUMENT NAME & NUMBER -

N/A 

Form A2054 7/76 



I OPERATING PERSONNEL REQUIREMENTS -COSTWORKSHEET PAGE OF 
AFLACAR r---ORATION 

PROJECT Requirements Analysis PHASE I -DATE 12/31/81 

CURRENT SYSTEM ( PHASE II - DATE N/A
 

PROPOSED SYSTEM 0 
 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME NIUMBER ANNUAL PAYROLL COSTS PERCENT 
- JOB TITLEDESCRIirrON - REOOD. FRINGESALARY BENEFITS TOTAL ZATION COST TOTAL 

GS/PPM Gen Spl Spcl 1 
 10 $ 2,618
 
GS-9 

GS/PPM Warehouse Worker 1 
 95 $16,411

GS-5 

TOTAL 
 2 
 $19,029
 

Form A2-058 7/76 



PAGE 1 OF' 
- COST WORKSHEET

OPERATING EQUIPMENT REQUIREMENTS 
CARA CORFPORATION 

PHASE I-DATE 12/31/81

PROJECT Requirements Analysis 


PHASE I - DATE N/A
CURRENT SYSTEM Ml 

PREPARED BY: Group Operations, Inc.PROPOSED SYSTEM 0 

UTI LI- TOTAL TOTAL 
C NTUZATION MONTHLY ANNUALNUMBER MONTHLY EQUIPMENT COSTSDEPARTMENT NAME 


-EQUIPMENT TYPE - REOrD RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST
 

$476
10
Olivetti 

Form A2-059 7176 



General Flow of: Notice of Award 
Office: 

Interviewee: 

SER/MO/GS/PPM 

F. Nathaniel 

MO/GS/PPM Initiates either a Report of Personal Property for sale or a Report 
of Excess Personal Property. The report is sent to GSA. 
Inventory levels are adjusted. 

GSA Receives inventory and auctions the merchandise. 
credited to AID via a Notice of Award. 

The money received is 

MO/GS/PPM Receives Notice of Award. 



CARA CORPORATION 

REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis PHASEI - DATE 12/31/81 

CURRENTSVSTEM KI PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER Notice of Award 

PURPOSE Transfer money to AID in exchange for property sold.
 

FREQUENCY As required.
 

CUTOFF CRITERIA 

DISTRIBUTED TO - (No. OF COPIES) 

MCTHOD OF DELIVERY/TRANSMISSIONMEDIA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PACE 
AVG. PEAK 
REPORT RETENTION N/A 

SECURITY Unclassified 

PRI 'JTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: 77DATE: 

Form A2052 7/76 



PAGE 1 OF 1 

CARA CC)RPC ATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0] PHASE II - DATE N/A 

REPORT NAME & NUMBER PREPARED BY Group Operations, Inc. 

FIELD NAME LENGTH OUTPUT EDITjDESCRIPTION SOURCE 
________ 

FIELD DESCRIPTION 

N/A 

Form A2-053 7176 



~PAGE 
~CACAd COFAPCpATIONPGE 

PROJECT Requirements Analysis 

PROPOSED SYSTEM 0l 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PHASE I -DATE 

PREPARED BY 

1 

1 

12/31/81 

N/A 

OF1 

O 

DATA ELEMENT I 
DB/FILE STATUS 
BFL E 

REPORT NUMBER INPUT NUMBER 

N/A 

Form A2-057 7/76 



PAGE 1 OF 1 
CARA CORPOPATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis 
 PHASE I-DATE 12/31/81
 

CURRENT SYSTEM (M PHASE I - DATE N/A
 

PROPOSED SYSTEM C1 
 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL. 
PURPOSE - COMMENTS 

- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

Report of Personal
 
Property for Sale MO/GS/PPM GSA
 

Report of Excess
 
Personal Property MO/GS/PPM GSA
 

Form A2-054 7/76
V- . 



OPERATING PERSONNEL REQUIREMENTS- COST WORKSHEET PAGEIOF 
CARA CO)RPORATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENTSYSTEM 0 PHASE II - DATE N/A 
PROPOSED SYSTEM 0" PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAMEDEPTENTN 
- JO_B TITLE/DERIPTION -

NUMRRE 
REO'D. 

ANNUAL PAYROLL COSTS 
FRINGE 

SALARY BENEFITS TOTAL 

PERCENT 
UTILI-

ZATION 
PERSONNEL 
COST TOTAL 

COMMENTS 

GS/PPM Gen Sup Spcl 2.5 $654 
GS-9 

TOTAL 
 $654
 

Form A2-058 7/76 



CARA COPERATINGO OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET PAGE OF 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM 91 PHASE 11 - DATE N/A 

PROPOSED SYSTEM C3 PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL 

DEPARTMENT NAME NUMBER MCWTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL CO[MIT 

- EQUIPMENTTYPE - IREQD RENT (BUY) MAINTENANCE TOTAL HRS. % MOTLNUAEQUIP. COST EQUIP. COST CE1 

Olivetti 5 $24 

Form A2-059 7/76 



Office: SER/MO/GS/PPM
 
General Flow of: Personal Custody Property Report
 

Interviewee: F. Nathaniel 

AID Originating Office Forwards Supplies/Equipment/Services Requisition, with request to 
assign merchandise to a specific individual. 

MO/GS/PPM Complete Personal Custody Property Report. 
Adjust warehouse inventory levels. 

Ar 



CARA CORPOATION 
REPORT SPECIFICATION WORKSHEET Part 1-

PROJECT Requirements Analysis 
 PHASE I - DATE 12/31/81 

CURRENTSYSTEM EJ PHASE 1i - DATE N/A 
PROPOSED SYSTEM El 
 PREPARED By Group Operations, Inc. 

REPORT NAME & NUMBER Personal Custody Property Report.
 

PURPOSE 
 Track merchandise assigned to specific individuals.
 

FREQUENCY As required.
 

CUTOFF CRITERIA 

DISTRIBUTED TO - (No. OF COPIES)
MO/GS/PPM
 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PAGEAVG. PEAK 

REPORT RETENTION N/A 

SECURITY Unclassified
 

PRINTINO SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER API,.OVA L: DATE: 

Form A2.052 7/76 



, jPAGE 1 OF 1 

CARA C pC0R:ATIQN REPORT SPECIFICATION WORKSHEET 

PROJECT Requirements Analysis 

- Part 2 

PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PHASE II - DATE N/A 

REPORT NAME & NUMBER PREPAREDBY Group Operations, Inc. 

FIELD NAME 
______ ____________ 

LENGTH 
______DESCRIPTION 

OUTPUT EDIT 
__ 

SOURCE 
_ _ _ _ _ _ __ _ _ _ _ _ _ _ 

FIELD DESCRIPTION 
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

N/A 

Form A2-053 7/76 



PAGE 1 OF 1 
IC ACO =FDPCATION 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements 

PROPOSED SYSTEM 0 

Analysis PHASEI-DATE 

PREPARED BY 

12/31/81 

N/A 

DB/FILE STATUS 

DATAELEENTIN DB/FILE NEW 

REPORT NUMBER INPUT NUMBER 

N/A 

Form A2-057 7/76 



PAGE - OF . 
CARA CORP0RATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Fequirements Analysis 
 PHASE I-DATE 12/31/81 

CURRENTSYSTEM 0 PHASE II-DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL.________PURPOSE - COMMENTS 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

Supplies/Equipment/ AID Originat- MO/GS/PPM
 
Services Requisition ing Office
 

Form A2-054 7/76 



], f Ill _ PAGE ]- OF 

~CARAczu: C__R31=I ,T ON OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENTSYSTEM (M PHASE Il - DATE N/A
 
PROPOSED SYSTEM 0-


PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT
 
-JOBTITLE/DESCRIPTION REWD. FRINGE UTILI- PERSONNEL COMMENTS
 

- Tr R r NR SALARY BENEFITS TOTAL ZATION 
 COST TOTAL 

GS/PPM Gen Spl Spcl 1 2.5 $654
 
GS-9 

TOTAL 
 $654
 

Form A2-0" 7rn 



PAGE OF 

OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 
rC,%R:A, C:)OR:I::O=ATIC)N 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM 91 PHASE I - DATE N/A 

PROPOSED SYSTEM 0" PREPAREDBY: Group Operations, Inc. 

UTI LI- TOTAL TOTAL 

DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL CONM 

- EQUIPMENT TYPE - REO'D RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

Olivetti 1 3.5 $167 

Fo-m A2-O09 7/76 



Office: SER/MO/GS/PPM
 
Personal Property Survey Report
General Flow of: 


Interviewee: F. Nathaniel
 

AID Originating Office Forwards a Personal Property Survey Report when an 
item of merchandise
 
Iis not locatable or damaged severely.
 

MO/GS/PPM 
 Receives report and forwards it to SER/.MO/GS for a decision on whether blame
4can be affixed for the loss.
 

SER/MO/GS 
 Decision on loss returned to MO/GS/PPM.
 

MO/GS/PPM Adjust inventory according to decision rendered.
 



CARI:A CORPOR:C::AT I ON REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECTRequirements Analysis PHASEI - DATE 12/31/81 

CURRENTSYSTEM K) PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME &NUMBER Personal Property Survey Report 

PURPOSE Decide status of unlocatable merchandise
 

FREQUENCY 

As required
 

CUTOFF CRITERIA N/A 

DISTRIBUTED TO - (No. OF CONbsGS/PPM' SER/MO/GS 

METHOD OF DELIVERY/TRANSMISSIONIMECIA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LINESPACEAVG. PEAK 

REPORT RETENTION N/A
 

SECURITY 
Unclassified
 

PRINTING SEQUENCE PAGE BREAKS PAGE RE SEQUENCE' SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL DATE. 

Form A2 052 7/76 



PAGE 1 OF_1 

rCARA CORpORATION REPORT SPECIFICATION WORKSHEET -

PROJECT Requirements Analysis 

Part 2 

PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PHASE II - DATE N/A 

REPORT NAME & NUMBER PREPARED BY Group Operations, Inc. 

FIELD NAME 
FIELD 

LENGTH 
NAME LENGTH 

OUTPUTPEDIT SOURCE 
DESCRIPTION__________________________ 

FIELD DESCRIPTION 

N/A 

Form A2-053 7176 



tPAGE J-_OF J 

CARA CORPORATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENT SYSTEM M PHASE I - DATE N/A
 

PROPOSED SYSTEM E-

PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL._________PURPOSE - COMMENTS 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

N/A 

Form A2-054 7/76 



l PAGE 1 OF 1 
- COST WORKSHEETOPERATING PERSONNEL REQUIREMENTS 

CARA CORP)RATION 

PROJECT Requirements Analysis 
 PHASE I-DATE 12/31/81
 

CURRENTSYSTEM (@ PHASE II - DATE N/A
 
PROPOSED SYSTEM 0
 

PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT COMMENTS- JOB TITLE/DESCRIPTION - REO'D. FRINGE UTILI-

SALARY BENEFITS TOTAL ZATION COST TOTAL
 

GS/PPM Gen Spl Spcl 1 2.5 $654
 
GS-9 

TOTAL $654 

Form A2-ON 7176 



1 PAGE 1 
OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 

CARA CORPORATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

UTI LI- TTATOL 

DEPARTMENT NAME 

- EQUIPMENT TYPE -

NUMBER 

REO'D 

MONTHLY EQUIPMENT COSTS 

RENT (BUY) MAINTENANCE TOTAL 

ZATION 

HRS. % 

TOTAL
MONTHLY 

EQUIP. COST 

TOTAL 
ANNUAL 

EQUIP. COST 
COMMENTS 

Olivetti 1 .5 $24 

Form A2-059 7176 



Office: SER/MO/GS/PPM

General Flow of: Transfer Order
 

Inte:rviewee: F. Nathaniel
 

GSA Forwards an approved transfer request.
4, 
MO/GS/PPM 
 Supplies or receives article(s) to be transferred.
 

Adjusts inventory levels appropriately.
 

7 



CARA CORPOR~ATION 

REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis PHASEI - DATE 12/31/81 

CURRENTSYSTEM [K PHASE II - DATE N/A 
PROPOSED SYSTEM 0l PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER Transfer Order 

PURPOSE Transfer merchandise from one agency to another.
 

FREQUENCY As required.
 
CUTOFF CRITERIA 

DISTRIBUTED TO - (No. OF COPIES) 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES LINES/PACE
AVG. PEAK 
REPORT RETENTION N/A.
 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: DATE: 

Form A2-052 7/76 



PAGE 1 OF 1 

CARA CORPORATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PHASE II - DATE N/A 

REPORT NAME & NUMBER PREPARED BY Group Oprations, Inc. 

N/A 

FIELD NAME 
_____ ________ ____ 

LENGTH 
____DESCR 

OUTPUT EDIT 
IPTION 

SOURCE FIELD DESCRIPTION 

Form A2-053 7/76 



1 PAGE 1 OF 

CARA CORPoATIO DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis PHASEIDATE 12/31/81 

PROPOSED SYSTEM 0 PREPARED BY N/A 

DB/FILE STATUS REPORT NUMBER INPUT NUMBER 
DATA ELEMENTDB/FILE NEW 

N/A 

Form A2-057 7/76 



PAGE 1 OF 1 

CARA CC)fPC3RATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM ] PHASE II- DATE N/A 

PROPOSED SYSTEM [ PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL. 
_________PURPOSE - COMMENTSAVERAGE PEAK
WHEN AVAILABLE INFORMATION METHOD- DOCUMENT NAME & NUMBER -

N/A
 

v "Form A2-054 7176 



PAGE OF
OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET

CARA CO PORATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENTSYSTEM (M PHASE I - DATE N/A
 
PROPOSED SYSTEM 07
 PREPARED BY: Group Operations, Inc. 

DEPARiMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT
 
-JOB TITLEIDESCRIPTION- REOD. FRINGE UTILI- PERSONNEL COMENTS
 

N _ _ _ SA LA R Y--___ _ TI TL E _ _ _ _ RI _ _ __O -- _ _ B EN E F ITS TOT A L ZAT IO N COS T TOTAL 
_ 

GS/PPM Gen Spl Spcl 1 2.5 $654 
GS-9 

TOTAL 
 $654
 

Form A2-054 7ri 



PAGE' OF' 
OPERATING EQUIPMENT REQUIREMENTS- COST WORKSHEET 

CARA COP RATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENTSYSTEM EJ PHASE I - DATE N/A
 

PROPOSED SYSTEM 07
 PREPARED BY: Group Operations Inc. 

UTILI- TOTAL TOTAL
 

DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COENTS - EQUIPMENT TYPE - REOD RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

Olivetti .5 $24 

Form A2-059 7/76 



CA-. CDRPORATION INVENTORY OF REPORTS PAGE 1 OF I 

PROJECT Requirements 

CURRENT SYSTEM 0 

PROPOSED SYSTEM 0 

Analysis 

Area: SER/MO/OM/OPM 

PHASE I-DATE 12/31/81 

PHASE II- DATE N/A 

PREPAREDBY: Group Operations, Inc. 

REPORT NAME & NUMBER FREQUENCY 

PREPARED BY 

DISTRIBUTED 

METHOD 

TO NUMBER OF 

LINES/PG COPIES 

ESTIMATED 

AVERAGE 

PAGES 

PEAK 

PURPOSE_--_COMMENT 

Disposal of Foreign
Excess Property Annually Congress 2 1 2 

Agency Report on Motor 
Vehicle Data 

Annually 
or as 

requested 

GSA 
and Overseas 
Missions 

82 1 

List of Personal Property 

Inventory of Real Propert 

Handbook 23 

Listing of Vehicular 
Standardization Plans 

Briefing Paper On Real, 
Personal and Vehicle 

Property 

Annually 
or as 
requested 

Annually 
or as 
requested 

As required 

Updated 
as needed 

Annually 

Overseas 
Missions 

Overseas 
Missions 

Agency wide 

Internal 
use only. 

SER/MO 

80 

80 

N/E 

3 

1 

2 

2 

N/E 

5 

5 

2 

2 

N/E 

5 

5 

Each missions receives only
their section of the report. 

Ea:h mission receives only
their section of the report. 

Pertains only to portions of 
report contributed by MO/OM/OPM. 

Report on Overseas 
Exchange/Sales Transac
tions 

Annually GSA 2 N/E N/E 

-Form 
A2.051 7/76 



CURRENT ISSUES
 

Office Report Title Comments 

MO/OM/OPM Disposal of Foreign Excess Property Current procedures appear adequate, however, some aspects 
of the process are new and it is too soo to make a final 
decision. 

Agency Report on Motor Vehicle Data Current procedures adequate. Would like to establish 
a file on annual operating costs. 

List of Personal Property Current procedures adequate. 

Inventory of Real 

Handbook 23 

Property The basic documents should come directly to MO/OM/OPM
instead of first going through FBO . The current method 
creates a response time bottle neck in communicating
with the missions. Would like the ability to quickly
generate average costs by region and country. 

The process of mission change notification should be 
more formalized to avoid delays in revising the Handbook. 

Listing of Vehicular Standardization 
Plans 

Current procedures adequate. 

Briefing Paper on Real, Personal, 
Vehicular Property 

and Current Drocedures adequate. 

Report on Overseas Exchange/Sales 
Transactions 

Current procedures adequate. 



General Flow of: Disposal of Foreign Excess Property 
Of£ice: 

Interviewee: 

SER/ MO/OM/OPM 

S. Jones 

Daily Procedure 

Mission Completes disposal document. 

OM/MO/OPM Record data into the Property Disposal and Acquisition files. 

Annual Procedure 

OM/MO/OPM 

I 
Congress 

Extract information form the Property Disposal and Acquisition files. 

Complete Disposal of Foreign Excess Property form. 

(
 



iCARA COI=IIOR:ATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis 
 PHASE I - DATE 12/31/81 

CURRENT SYSTEM K] PHASE II - DATE N/A -

PROPOSEDSYSTEM 0 PREPAREDBY Group Operations, Inc. 
REPORT NAME & NUMBER S. JonesDisposal S oe

of Foreign Excess Property
 

PURPOSE Congressional Requirement.
 

FREQUENCY Annually 
CUTOFF CRITERIA September 30 

DISTRIBUTED TO - (No. OF COPIES)
Senate and House
 

METHOD OF DE LIVE RY/TRANSMISSION/ME DIA 

FORM TYPE fFORM SIZE j NO. OF PARTS
 

ESTIMATED PAGES 
 LINES/PAGE
AVG. PEAK 
REPORT RETENTION N/A 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL DATE: 

Form A2-052 7/76 



________ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

PAGE 1 OF 1 
CARA CORPORATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis 
 PHASE I - DATE 12/31/81
 

PROPOSED SYSTEM 11 PHASE II - DATE N/A 

REPORT NAME & NUMBER PREPARED BY Group Operations, Inc. 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
________ _______DESCRIPTION _ _ _ _ _ _ 

See Report Number:
 

1526-GSA-AR for fields.
 

Form A2-053 7/76 



CCAFA CORP:OR~ATION 
DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PAGE 1 OF 

PROJECT Requirements Analysis 

PROPOSED SYSTEM 03 

PHASEI-DATE 

PREPARED BY 

12/31/81 

N/A 

DB/FILE STATUS 
DATA ELEMENTIND/ L NE 

REPORT NUMBER INPUT NUMBER 

Country 

Object Class (Type 

of Furniture) 

Control Number 

Federal Supply 
Indicator 

Finding Source 

Document Number 

Document Date 

Serial Number 

Quantity 

Costs/Proceeds 

Method of Disposal 

Reason for Disposal 

Form A2-057 7/76 



PAGE 1 OF 1 
CARA COFRPCRATION 

PROJECT Requirements Analysis 

CURRENTSYSTEM EM 

PROPOSED SYSTEM C1 

INVENTORY OF SOURCE/INPUT DOCUMENTS 

PHASE I-DATE 12/31/81 

PHASE I - DATE N/A 

PREPARED BY: Group Operations, Inc. 

-

DEPARTMENT NAME 
DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOURCE OF 
INFORMATION 

DISTRIBUTED TO 
METHOD 

EST. WKLY. VOL. 
AVERAGE PEAK PURPOSE - COMMENTS 

Disposal Documents Mission 

Form A2-054 7/76 



kV------ OPERATING PERSONNEL REQUIREMENTS- COST WORKSHEET PAGE 1 OF 1 
CAR = 

A CrPOI ATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 
CURRENTSYSTEM ( PHASE I - DATE N/A 
PROPOSED SYSTEM 0 

PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT 
- JOB TITLEIDESCRIPTION - REO'D. FINGE UTI L- PERSONNELCOENTS 

SALARY BEN4EFITS TOTAL ZATION COST TOTAL 

OM/OPM General Service 1 3 $ 1,517 
FS-2 Officer 

OM/OPM OVS Prop Mgt Spcl 2 40 20,941 
GS-9 

TOTAL 
 3 
 $22,458
 

Form A2-05 7/76 



4Ji OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET PAGE OF 

CARA C0RP0ATI0N 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE I - DATE N/A 
PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
- EQUIPMENT TYPE -

NUMBER 
REOQD 

MONTHLY EQUIPMENT COSTS 
RENT (BUY) MAINTENAN TOTAL 

UTILI-
ZATION 

HRS. % 

TOTAL 
MONTHLY 

EQUIP. COST 

TOTAL 
ANNUAL 

EOUIP.COST 
COENTS 

IBM 370 1 30 $1,042 

Form A2-069 7/76 



General Flow of: 


Mission 


MO/OM/OPM 


IRetrieve 


GSA 


Overseas 

Missions
 

Agency Report on Motor Vehicle Data 
Office: 

Interviewee: 

SER/MO/OM/OPM 

S. Jones 

Forwards the following forms: 

Motor Vehicle Record (#5197) 
Motor Vehicle Record Correction Form (#5197-A)
Report on Motor Vehicle Data (#540-1). 

Edit forms and enter information into the motor vehicle data base. 

and consolidate data annually into final 

Receives report copy. 

report form. 

Each mission receives only that portion of the report that pertains to it. 



iCARA CORPO:ERATION REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECTRequirements Analysis PHASE I - DATE 12/31/81 

CURRENT SYSTEM KI PHASE II - DATE N/A
 
PROPOSEDSYSTEM E 
 PREPARED By Group Operations, Inc. 

REPORT NAME & NUMBER Agency Report on Motor Vehicle Data.
 

PURPOSE GSA reporting requirement
 

FREQUENCY Annual ly
 
CUTOFF CRITERIA September 30
 

DISTRIBUTED TO - (No. OF COPIE e iGSA, Overseas Missions
 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 

FORM TYPE 7 FORM SIZE NO. OF PARTS
 

ESTIMATED PAGES 
 I GE 
AVG. 2 PEAK 
REPORT RETENTION N/A 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: 
DATE; 

Form A2.052 7/76 



1 PAGE 1 OF 

CARA 

PROJECT 

C0RP)0RATION REPORT SPECIFICATION WORKSHEET -

Requirements Analysis 

Part 2 

PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PHASE II - DATE N/A 

REPORT NAME & NUMRER 

FIELD NAME LENGTH 

OUTPUT EDIT 

DESCRIPTION SOURCE 

PREPAREDBY Group 

FIELD DESCRIPTION 

Operations, Inc. 

N/A 

Form A2-053 7176 



2 PAGE 1 OF 

~~CARA CO IPOCjATIO N 

PROJECT Requirements 

PROPOSED SYSTEM 0 

DATA ELEMENT 

Country Code
 

Motor Vehicle Series 
Number
 

Motor Vehicle Number 

Credit Pool Number
 

Class
 

Code Number
 

Purchase Order Date
 

Purchase Order
 
Number
 

Model Number
 

Additional Systems
 

Right Hand Drive
 

Number of Passengers
 

Acquisition Cost
 

Additional Systems
 
Cost
 

Other Costs
 

Date Received
 

Year of Vehicle
 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

Analysis PHASE I-DATE 12/31/81 

PREPARED BY N/A 

DB/FILE STATUS 
IN DBIFILE NWI 

REPORT NUMBER INPUT NUMBER 

Form A2-057 7176 



CAA COPPOPATioN DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 
PAGE 2 F 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM C] PREPARED BY N/A 

DB/FILE STATUS 
DATA ELEMENT I BFL E 

__"__"____'_______,N oBFIE NEw I REPORT1!I 
NUMBER INPUT NUMBER 

II1i 

-Iake of Vehicle 

Serial Number 

Disposal Author
ization Number 

Date of Disposal 

Proceeds from 
Disposal 

Milage at Disposal 

Reason for Disposal 

Method of Disposal 

Form A2-057 7/76 



PAGE 1 OF 1 

CARA CORP0ATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENT SYSTEM (M PHASE II - DATE N/A
 

PROPOSED SYSTEM 0
 
PREPAREDBY: Group Operations, Inc. 

DISTRIBUTED TO EST. WKLY. VOL. 
PURPOSE - COMMENTS 

DEPARTMENT NAME PREPARED BY SOURCE f)F 

- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMA " ION METHOD 4VERAGE PEAK 

Motor Vehicle Record Overseas MO/OM/OPM Includes acquisition and
 
(#5197) Missions disposal information.
 

Motor Vehicle Record Overseas MO/OM/OPM
 
Correction Form (#5197-A) Missions
 

Report on Motor Vehicle Overseas MO/OM/OPM Includes operational costs.
 
Data (#540-1) Missions
 

Form A24)54 7176 



PAGE OF
OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET
CA.-3 .A C:O"RP::RATION 

PROJECT Requirements Analysis PHASE I -DATE 12/31/81 
CURRENTSYSTEM (M PHASE I -DATE N/A 

PROPOSEDSYSTEM 0 PREPAREDBY: Group Operations, Inc. 

NUM8ER PERCENTDEPARTMENT NAMEDEATMN NAM NUGBE ANNUAL PAYROLL COSTS UTI LI- PERSONNEL C(]&W/ENTS 
- JOSTITLEDESCRIPTION - REO'D. FRINGE UII ESNE 

- TRT -E SALARY BENEFITS TOTAL ZATION COST TOTAL 

OM/OPM Ovs Prop Mgt Spcl 1 
 10 $2,618
 
GS-9
 

Total 
 $2,618
 

Form A2-050 7/76 



PAGE1 OFL 
OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 

CAR~cA COCYRAC=TIONj 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE II -DATE N/A
 

PROPOSED SYSTEM 0]
 
PREPARED BY: Group Operations, Inc. 

MONTHLY EQUIPMENT COSTS Li- TOTAL TOTAL 
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT C__T __ZATION 

MONTHLY ANNUAL COENTI 
- EQIPMENT TYPE - - RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

IBM 370 1 3 $104 

Form A2-05g 7/76 



General Flow of: List of Personal Property 
Office: SER/MO/OM/OPM 

Interviewee: S. Jones 

Mission 

1 
MO/OM/OPM 

Completes a receiving and/or disposal report. 

Review and edit reports. Update computer file. 



CARA CoRpoRATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

CURRENT SYSTEM KI PHASE II - DATE N A 
PROPOSED SYSTEM 5 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER List of Personal Property
 

Maintains an 
inventory of AID overseas non-expendable
 
personal property inventory.
 

FREQUENCY Annually or as requested 
CUTOFF CRITERIA September 30 

DISTRIBUTED TO - (No, OF CdOPIE s)D erseas Missions and others as requested.
 

METHOD OF DE LIVE RY/TRANSMISSION/ME DIA 

FORM TYPE FORM SIZE NO. OF PARTS 

ESTIMATED PAGES ES/PAGE
AVG. 2 PEAK 
REPORT RETENTION N/A
 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

Region Mission 
Country Code Number 
 Country
 

Region 
USER COMMENT Wordwide 

USER APPROVAL. 
DATE: 

Form A2 052 7/76 



________ ________ _ _ _ _ _ 

PAGE 1 OF 1 

CARA CORPCRATION REPORT SPECIFICATION WORKSHEET - Part 2 

PHASE I - DATE 12/31/81
PROJECT Requirements Analysis 

PHASE II - DATE N/APROPOSED SYSTEM El 


REPORT NAME & NUMBER List of Personal Property PREPAREDBY Group Operations, Inc.
 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
_________DESCRIPTION __ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Country
 

Object Class Type of Furniture
 

Control Number
 

Federal Supply Indicator 

Finding Source
 

Document Number
 

Document Date
 

Serial Number
 

Quantity
 

Costs/Proceeds
 

Method of Disposal
 

Reason for Disposal
 

Form A2-053 7176 



PAGE 1 OF 

CARA COIRP0RATION 

PROJECT Requirements Analysis 

PROPOSED SYSTEM C 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PHASE I -DATE 

PREPARED BY 

12/31/81 

N/A 

_________________ 

DB/FILE STATUS 

IN DB/FILE NEW 

REPORT NUMBER INPUT NUMBER 

Country 

Object Class 

Control Number 

Federal Supply 
Indicator 

Finding Source 

Document Number 

Document Date 

Serial Number 

Quantity 

Costs/Proceeds 

Method of Disposal 

Reason for Disposal 

Form A2-057 7/76 



PAGE _OF 1 

CARA CORP RATION INVENTORY OF SOURCE/INPUT DOCUMENTS
 

PROJECT Requirements Analysis PHASE I -DATE 12/31/81
 

CURRENT SYSTEM E PHASE II - DATE N/A
 

PROPOSED SYSTEM [I
 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL. 
_________PURPOSE - COMMENTS 

- WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK- DOCUMENT NAME & NUMBER 

Receiving Report 	 Overseas MO/OM/OPM
 
Mission
 

Disposal Report 	 Overseas MO/OM/OPM
 
Mission
 

FForm A2-054 7/76 



mI 
A PAGE 1OF1-CAr--A= C O:T ION OPERATING PERSONNEL REQUIREMENTS- COST WORKSHEET 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENTSYSTEM G PHASE Il - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT 
-JOBTITLE/DESCRIPTIGN -

- _______ LF______ I___lO__-_____D. 
REOD. 

SALARY 
FRINGE 

BENEFITS TOTAL 
UTILI-

ZATION 
PERSONNELENTS 

COST TOTAL 

OM/OPM General Service Off 
FS-2 1 3 $ 1,517 

OM/OPM Ovs Prop Mgt Spcl 2 21 10,994 
GS-9 

TOTAL 3 $12,511 

Form A2-058 176 



1PAGE OFl 
OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENT SYSTEM E3 PHASE II -DATE N/A 

PROPOSED SYSTEM 0 
PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL 
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COMMENTS 

- EQUIPMENT TYPE - REQ D RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

IBM 370 
 1 17 $590 

Form A2-059 7/76 



General Flow of: Inventory of Real Property 
Office: 

Interviewee: 

SER/MO/OM/OPM 

S. Jones 

Daily 

Overseas 
Missions 

Completes a Real Property Record, lease or acquisition document as necessary. 

Foreign Building 
Operations 
(FBO) 

Edit and file documents received. 
on documents received. 

Maintain an inventory of real property based 

Annually 

FBO 

I 
MO/OM/OPM 

Compile and transmit inventory listing of real property overseas. 

Reconcile inventory listing with overseas missions. 



- CARACIm NI REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis PHASEI - DATE 12/31/81 

CURRENT SYSTEM K) PHASE II- DATE N/A 

PROPOSED SYSTEM D PREPARED BY _Group Operations, Inc. 

REPORT NAME & NUMBER Inventory of Real Property
 

PURPOSE Establish an 
accurate inventory of AID overseas
 
real property.
 

FREQUENCY Annual ly 
CUTOFF CRITERIA 

DISTRIBUTED (No. ) STO - OF C sPIEuverseas Missions
 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE NO. OFPARTS 

ESTIMATED PAGES LINES/PACE
AVG. 2* PEAK
 
REPORT RETENTION
 

1 year 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEOUENCE SUMMARY TOTALS 

I -_ 
USER COMMENT *Each mission receives only its portion of the inventory
 

listing, approximately 2 pages per. Thus the total 
listing
 

is approximately 160 pages long.
 

USER APPROVAL DATE: 

Form A2.052 7/76 



PAGE 1 OF 1 

CARA CCPORATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM 0 PHASE II - DATE N/A 

REPORT NAME & NUMBER PREPARED BY Group Operations, Inc. 

FIELD NAME LENGTH OUTPUT EDIT SOURCE FIELD DESCRIPTION 
DESCR IPT ION __ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

N/A 

Form A2-053 7/76 



PAGE 1 OF 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis 

PROPOSED SYSTEM 0 

PHASE I- DATE 

PREPARED BY 

12/31/81 

N/A 

_______________ IN 

DB/FILE STATUS 

DB/FILE NEW 

REPORT NUMBER INPUT NUMBER 

N/A 

r Form A2-057 7/76 

VF.
 



PAGE 1 OF 1 

CARiA CO5i=POPATION 

PROJECT Requirements Analysis 

CURRENT SYSTEM (M 

PROPOSED SYSTEM D 

INVENTORY OF SOURCE/INPUT DOCUMENTS 

PHASE I-DATE 12/31/81 

PHASE I - DATE N/A 

PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME 
- DOCUMENT NAME & NUMBER -

PREPARED BY 
WHEN AVAILABLE 

SOURCE OF 
INFORMATION 

DISTRIBUTED TO EST. WKLY. VOL._________PURPOSE 

METHOD AVERAGE PEAK 
- COMMENTS 

Real Property Record 

(#512) 

Lease Document Exact Title Unknown 

Acquisition Document Exact Title Unknown 

Form A2-064 7176 



1 PAGE 1OFOPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET 
CAA CCRP0RATICJ 

PROJECT Requirements Analysis PHASE I -DATE 12/31/81
 

CURRENT SYSTEM I 
 PHASE II - DATE N/A
 

PROPOSED SYSTEM 0
 
PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME ER ANNUAL PAYROLL COSTS PERCENT
 
NMRUTILI- PERSONNEL 
 COMENTS
 

- JO. TITLE/DESCRIPTO - REO'D. FRINGE UTLT P ONLSALARY BENEFITS TOTAL ZATION COST TOTAL 

OM/OPM Ovs Prop Mgt Spcl 
 1 25 $6,544
 
GS-9 

Total 1 $6,544
 

Form A2-O5S 7/16 



PAGE1 OF' 
OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 

CARIA C0RP0FATICf.J 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENTSYSTEM E3 PHASE II -DATE N/A 

PROPOSED SYSTEM [ 
PREPAREDaY: Group Operations, Inc. 

DEPARTMENT NAME 
EQUIPMENT TYPE --

NUMBER 
RED 

MONTHLY EQUIPMENT COSTS 

RENT (BUY) MAINTENANCE TOTAL 

UTILI-
ZATIONd 

HRS. % 

TOTAL 
MONTHLY

EQUIP. COST 

TOTAL 
ANNUAL 

EQUIP. COST 
COIMENT 

N/A 

Form A2-059 7/76 

V_ 



Office: SER/MO/OM/OPM

General Flow of: Handbook 23
 

Interviewee: S. Jones
 

GSA Sends notification of mission change (if applicable to an MO/OM/OPM function).
 
SER/MP
 
AID Branch
 

~1 
MO/OM/OPM 
 If notified of a change, completes the rewrite of the appropriate portion of the handbook.
 

V 
SER/MP 	 Policy Planning approves/disapproves of re-written portion of Handbook. If disapproved


MO/OM/OPM makes the required corrections and re-submits the newly revised portion for
 
approval.
 



CAPA CORPORATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis
 
PHASE I - DATE 12/31/81 

CURRENT SYSTEM K) PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER 

Handbook 23
 

PURPOSE
 

FREOUENCY As needed 
CUTOFF CRITERIA As required 

DISTRIBUTED TO - (No. OF OPIES) 
qency wide
 

METHOD OF DE LIVERY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE I NO. OF PARTS 

ESTIMATED PAGES LINES/PAGE 
AVG. PEAK 
REPORT RETENTION 

N/A
 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT MO/OM/OPM is primarily concerned with Chapters 4 through
 
6 of Handbook 23.
 

USER APPROVAL: DATE: 

Form A2,052 7/76 



PAGE 1 OF 1 

CARA CCROATON REPORT SPECIFICATION WORKSHEET -

PROJECT Requirements Analysis 

PROPOSED SYSTEM 0 

REPORT NAME & NUMBER 

Pail 2 

PHASE I - DATE 12/31/81 

PHASE II - DATE N/A 

PREPARED BY Group Operations, Inc. 

FIELD NAME 
____ ___ _______ ____ ___ 

LENGTH 
___ ___ 

OUTPUT EDIT 
DESCR IPTION__ 

SOURCE 
_ _ _ _ _ 

FIELD DESCRIPTION 
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

N/A 

Form A2-053 7176 



1 PAGE 1 OF 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX
 

PROJECT Requirements Analysis PHASEI-DATE 12/31/81 

PROPOSED SYSTEM 3 PREPARED BY N/A 

DB/FILE STATUS REPORT NUMBER INPUT NUMBER 
DATA ELEMENT IN DBFILE NEW 

N/A 

Form A2-057 7/76 



= 
 PAGE 1 OF 1 

\CARA CORPORATON :NVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis 
 PHASE I-DATE 12/31/81
 

CURRENT SYSTEM ED PHASE II-DATE N/A
 

PROPOSED SYSTEM 0
 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL. 
_________PURPOSE - COMMENTS 

- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

Notification of Mission GSA MO/Om/OPM Notification sent only if it 
Change SER/MP 
 effects missions of MO/OM/OPM.
 

AID Branches
 

Form A2-054 7/76 



CAP-A CCORPORATION 
OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET OF 

PROJECT Requirements 

CURRENTSYSTEM G9 

PROPOSED SYSTEM 0 

DEPARTMENT NAME 
JOBTITLEDE RIPTON -

Analysis 

NUMBER 
REO'D. 

- TR' -E 

JANNUAL PAYROLL COTS 
ANNUAL PAYROLL 

FRINGE 
SALARY BENEFITS TOTAL 

PERCENT 

UTILI-
ZATION 

PHASE I-DATE 12/31/81 

PHASE I - DATE N/A 

PREPARED BY: Group Operations, 

COMTMEERCE 
PERSONNEL COMMENTSCOST TOTAL 

Inc. 

OM/OPM General 
FS-2 

Service Off 1 2 $1,011 

Total 
 $1,011
 

-!-Form A2-O54 7/16 



C OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET PAGE' OF 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE I[ -DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

UTI LI- TOTAL TOTAL 
DEPARTMENT NAME NUMBER MONTHLY EUIPMENT C TIANNUAL c 
- EQUIPMENT TYPE - REOD RENT (BUY) MAINTENAN TOTAL HRS. % EQUIP. COST EQUIP. COST 

N/A 

Fom A2-059 7176 



General Flow of: Listing of Vehicular Standardization Plans 
Office: 

Interviewee: 

SER/MO/OM/OPM 

S. Jones 

MO/OM/OPM Requests Standardization Plan from Mission. 

Overseas 
Mission 

Send memo justifying standardization on a make of vehicle. 

MO/OM/OPM Approves/disapproves request. 
Approval may be granted for up to 6 years at a time for a given plan.
MO/OM/OPM tracks the expiration date of each approved plan. 



i CAPlA COPORATION 
REPORT SPECIFICATION WORKSHEET - Part 1 

PROJECT Requirements Analysis 
 PHASEI - DATE 12/31/81
 

CURRENTSYSTEM K] 
 PHASE II - DATE N/A 

PROPOSED SYSTEM D PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER Listing of Vehicular Standardization Plans
 

PURPOSE Track expiration date of approved plans 

FREQUENCY
 

As requitred. 
CUTOFF CRITERIA N/A
 

DISTRIBUTED TO - (No.oF 7 S/0PM use only.
 

METHOD OF DELIVERY/TRANSMISSION/MEDIA 

FORM TYPE FORMSIZEf I NO. OF PARTS 

ESTIMATED PAGES LINES/PACE 
AVG. PEAK 
REPORT RETENTION 

N/A 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

Region 

Country
 

USER COMMENT 

USER APPROVAL: DATE: 

Form A2.052 7/76 



14 =PAGE 1 OFi 

CARA COC)RPATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASEI - DATE 12/31/81 

PROPOSED SYSTEM 1 PHASE II - DATE N/A 

REPORT NAME& NUMBER Listing of Vehicular Standardization Plans PREPAREDBY Group Operations, Inc. 

OUTPUT EDIT 

FIELD NAME LENGTH DESCRIPTION SOURCE FIELD DESCRIPTION 

Region
 

Country
 

Passenger Vehicle Make
 

Number of the cable transmission containing
Approval Document 

Number the standardization plan.
 

Expiration Date
 

Form A2-053 7/76 



PAGE 1 OF 

AkFA Cc)pPOFqATjION 

PROJECT Requirements 

PROPOSED SYSTEM 0 

Analysis 

DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PHASE I -DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT 
DB/FILE STATUS 

IN ILE/NEW i/!/ 
REPORT NUMBER INPUT NUMBER 

Cable containing 
the proposed plan 

Cable containing 
approval of plan 

Form A2-057 7/76 



PAGE OF 

CARA CCOFPORATIOCN INVENTORY OF SOURCE/INPUT DOCUMENTS
 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81
 

CURRENT SYSTEM 0 PHASE II - DATE N/A
 

PROPOSED SYSTEM 0] 
PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO_________PURPOSEEST. WKLY. VOL. - COMMENTS 
- DOCUMENT NAME & NUMBER - WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

Cable containing the
 
proposed plan 

Cable containing approval
 
of plan 

Form A2-O54 7/76 



- PERSONNEL REQUIREMENTS-COST WORKSHEET PAGE OF.,OPERATING
CARA CORPCRATION' 

PROJECT Requirements 

CURRENTSYSTEM C9 

PROPOSED SYSTEM 07 

Analysis PHASE I-DATE 12/31/81 

PHASE I - DATE N/A 

PREPAREDBY: Group Operations, Inc. 

DEPARTMENT NAME 
-JOBTITLEIDESCRIPTON-

NUMBER 
REOD. 

- TL RT -E 

ANNUAL PAYROLL COSTS 
FRINGE 

SALARY BENEFITS TOTAL 

PERCENT 
UTILI-

ZATION 
PERSONNELCOMMENTS 
COST TOTAL 

CORMENTE 

0M/OPM General 
FS-2 

Services Off 1 2 $1,011 

OM/OPM Ovs Prop Mgmt Spcl 
GS-9 

1 2 523 

TOTAL 2 $1,534
 

Form A2-O5 7/76 



OPERATING EQUIPMENT REQUIREMENTS - COST WORKSHEET 
PAGE1 OF' 

CPACX3R:=lF4ATI0N 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM E3 PHASE 11--DATE N/A 

PROPOSED SYSTEM 0" 
PREPARED BY: Group Operations, Inc. 

DEPART[WiNT NAMEEPRTMENT TYPER NUMBER MONTHLY EQUIPMENT COSTS TI 
ZATION 

TOTAL 
MONTHLY 

TOTAL 
ANNUAL COENTIW 

- EQ_I __ENTTYPE - RE'D RENT (BUY) MAINTENANCE TOTAL HRS. % EQUIP. COST EQUIP. COST 

N/A 

Form A2.09 7/76 



Office: SER/ MO/OM/OPM

and Vehicular Property
General Flow of: Briefing Paper on Real, Personal 


Interviewee: S. Jones 

SER/MO Sends information request, stating break down categories. 

MO/OM/OPM 

SER/MO 

Sets up methods to collect requested data. Data is analyzed and compared with the 
previous year's data. The new information is reconciled with that from the previous year,
with appropriate annotating. 

Receives MO/OM/OPM contribution to the Briefing Paper. 

A1
 



C rAPA COP PIOP:ATION REPORT SPECIFICATION WORKSHEET -Part 1 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

CURRENT SYSTEM K! PHASE II - DATE N/A 
PROPOSED SYSTEM E0 PREPARED BY Group Operations, Inc. 

REPORT NAME & NUMBER 
Briefing Paper on Real. 
Personal and Vehicular Property.
 

PURPOSE 
 Provide background information for congressional hearings.
 

FREQUENCY Annual ly
 
CUTOFF CRITERIA February
 

DISTRIBUTED TO - (No, OF COPIES) 

METHOD OF DE LIVE RY/TRANSMISSION/MEDIA 

FORM TYPE FORM SIZE NO. OF PARTS 

EST;MATED PAGES ILINES/PACE
AVG, 	 5~ PEAK 
REPORT RETENTION 	 N/A 

SECURITY 
Unclassified
 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 	 MO/OM/OPM prepares only selected sections of the Briefing 

Paper. 

USER APPROVAL: 
DATE: 

Form A2052 7/76 



1 PAGE 1 OF 

CARA CORPZ )ATION REPORT SPECIFICATION WORKSHEET - Part 2 

PROJECT Requirements Analysis PHASE I - DATE 12/31/81 

PROPOSED SYSTEM E5 PHASE II - DATE N/A 

REPORT NAME & NUMBER PREPARED BY Group Operations, Inc. 

FIELD NAME LENGTH 
_______ 

OUTPUT EDIT 
DESCRIPTION 

SOURCE 
SUC 

FIELD DESCRIPTION 

N/A 

Form A2-053 7/76 



PAGE 1 OF 

C COFiP{RATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements Analysis 

PROPOSED SYSTEM 0 

PHASE I-DATE 

PREPARED BY 

12/31/81 

N/A 

DATA ELEMENT I 
DB/FILE STATUS 

BFL E 

REPORT NUMBER INPUT NUMBER 

See Data Elements f r the folowing 

reports: 

Disposal of Foreign Excess Property 

Agency Report on Motor Vehicle Data 

List of Personal Pr perty 

Inventory of Real P operty 

Listing of Vehicula- Standarcization 
Plans 

Report on Overseas 
Transactions 

-xchange/.ales 

Form A2-057 7/76 



PAGE 1 OF 1 

CI.CIA CORPATION INVENTORY OF SOURCE/INPUT DOCUMENTS 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM U9 PHASE I - DATE N/A 

PROPOSED SYSTEM 0 
PREPARED BY: Group Operations, Inc. 

PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL.DEPARTMENT NAME COMMENTS_________PURPOSE 
- WHEN AVAILABLE INFORMATION METHOD AVERAGE PEAK 

- DOCUMENT NAME & NUMBER 

Disposal of Foreign MO/OM/OPM N/A
 
Excess Property
 

Agency Report on Motor MO/OM/OPM N/A
 
Vehicle Data
 

List of Personal Property MO/OM/OPM N/A
 

Inventory of Real Propertj MO/OM/OPM N/A
 

Listing of Vehicular MO/OM/OPM N/A
 
Standardization Plans
 

Report on Overseas MO/OM/OPM N/A
 
Exchange/Sales Transaction 

Form A2-054 7n6 



4 1PAGE OF1 
OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET P 1

CARA CC)FPRATION-

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENTSYSTEM Q PHASE II - DATE N/A
 
PROPO SED SYSTEM 03
 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME NinER ANNUAL PAYROLL COSTS PERCENT
RFRINGE UTILI- tERSONNEL COMMENTS- JO TITLEDE__RIPTON  RE'D. SALARY BENEFITS TOTAL ZATION COST TOTAL 

OM/OPM General Service Off 1 8 $4,045
 
FS-2 

OM/OPM Ovs Prop Mgt Spcl 
 2 6 3,141
 
GS-9
 

TOTAL 3 
 $7,186
 

-Form A2-5W 7/76 



PAGE 1 OFl
REQUI REMENTS - COST WORKSHEETA-A OPERATING EQUIPMENT

CAt (X3ORD:ATIOrN 

PROJECT Requirements Analysis PHASE I--DATE 12/31/81
 

CURRENT SYSTEM E3 PHASE I - DATE N/A 

PHOPOSED SYSTEM 0 
PREPAREDBY: Group Operations, Inc. 

UTILI- TOTAL TOTAL 
DEPARTMENT NAME NUMBER MONTHLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COENTS 

- EaJIFENT rwR - REOD RENT (BUY) MAINTENAN TOTAL HRS. % EQUIP. COST EQUIP. COST 

IBM 370 1 2 $69
 

Form A2-M59 7/76 



General Flow of: Report o i Overseas Exchange/Sales Transactions 
Office: 

Interviewee: 

SER/MO/OM/OPM 

S. Jones 

Mission 

MO/OM/OPM 

Completed disposal report 

Edit and file disposal reports. 

MO/OM/OPM 

GSA 

Annually 

Extracts information on exchange/sale transactions and forward report 

11 



CARA COPORATION 
REPORT SPECIFICATION WORKSHEET - Part 1
 

PROJECT Requirements Analysis 
 PHASEI - DATE 12/31/81
 

CURRENTSYSTEM Kl PHASE II - DATE N/A
 
PROPOSEDSYSTEM 0l 
 PREPARED BY -Group Operations, Inc. 

REPORT NAME & NUMBER 
Report on Overseas Exchange/Sales Transactions
 

PURPOSE 
 -GSA reporting requirement.
 

FREQUENCY Annually
 

CUTOFF CRITERIA September 30
 

DISTRIBUTED TO - (No. OF COPIES) 

GSA
 

METHOD OF DE LIVE RY/TRANSMISSION/ME DIA 

FORM TYPE FORM SIZE NO. OF PARTS
 

ESTIMATED PAGES 
 LINES/PACE
AVG. N/E PEAK 
REPORT RETENTION N/A 

SECURITY Unclassified 

PRINTING SEQUENCE PAGE BREAKS PAGE RE-SEQUENCE SUMMARY TOTALS 

USER COMMENT 

USER APPROVAL: DATE: 

Form A2,052 7/76 



PAGE 1 OF 1 

CARA CORP0RATION REPORT SPECIFICATION WORKSHEET -

PROJECT Requirements Analysis 

PROPOSED SYSTEM 0 

REPORT NAME & NUMBER 

Part 2 

PHASE I - DATE 12/31/81 

PHASE II - DATE N/A 

PREPAREDBY Group Operations, Inc. 

FIELD NAMEFIELD__NAME__ENGTH LENGTH OUTPUT EDIT
DESCRIPTION 

SOURCE FIELD DESCRIPTION 

N/A 

Form A2-053 7176 



PAGE 1 OF 1 

CA:IA CCORATION DATA ELEMENT REQUIREMENTS - ANALYSIS MATRIX 

PROJECT Requirements 

PPOrIOSED SYSTEM 0 

Analysis PHASEI-DATE 

PREPARED BY 

12/31/81 

N/A 

DAT ELEMENT 
DB/FILE STATUS 

IN DB/FILE NEW 
REPORT NUMBER INPUT NUMBER 

Federal Supply 
Classification 
Group Number 

Acquisition Cost 

Item Sold/Exchanged 

Form A2-057 7/76 



l! PAGE 1 OF 1 

INVENTORY OF SOURCE/INPUT DOCUMENTS 
CARA CORPORATION 

PROJECT Requirements Analysis PHASE I-DATE 12/31/81 

CURRENT SYSTEM ED PHASE I - DATE N/A 

PROPOSED SYSTEM 07 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME PREPARED BY SOURCE OF DISTRIBUTED TO EST. WKLY. VOL. - COMMENTS_________PURPOSE 

- DOCUMENT NAME & NUMBER - WHEN AVAILABL" INFORMATION METHOD AVERAGE PEAK 

Disposal Document Mission MO/OM/OPM
 

Form A2-454 7176 



....W_ OPERATING PERSONNEL REQUIREMENTS - COST WORKSHEET PAGE 1-OF 1 
CARiA CO3RPORATION 

PROJECT Requirements Analysis PHASE I -DATE 12/31/81
 
CURRENT SYSTEM ( 
 PHASE II - DATE N/A 

PROPOSED SYSTEM 0 PREPARED BY: Group Operations, Inc. 

DEPARTMENT NAME NUMBER ANNUAL PAYROLL COSTS PERCENT 
- JOS TITLE/DESCRIPION - REWD. FRINGE UTILI- PERSONNELCMENT 

- T -_T -_ SALARY BENEFITS TOTAL ZATION COST TOTAL 

OM/OPM General Service Off 1 
 1 $506
 
FS-2
 

OM/OPM Ovs Prop Mgmt Spcl 1 
 1 202
 
GS-9
 

TOTAL 
 2 
 $768
 

Form A24)1 7/n7 



1  

C 

PAGE OF 1 
- COST WORKSHEETOPERATING EQUIPMENT REQU;REMENTS 

SCAFLA CX3RPCX~tATIC:)N 

PHASE I-DATE 12/31/81PROJECT Requirements Analysis 

CURRENTSYSTEM E3 PHASE II -DATE N/A 

PROPOSED SYSTEM '' 
PREPARED BY: Group Operations, Inc. 

UTILI- TOTAL TOTAL I 
DEPARTMENT NAME NUMBER MONThLY EQUIPMENT COSTS ZATION MONTHLY ANNUAL COENTS 

- EOUIPMJENT TYPE - REOD RENT (BUY) MAINTENANCE Tf.TAL iHRS. % EQUIP. COST EQUIP. COST 

IBM 370 1 2 $69
 

Form A2-059 7/76 


