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CHAFTER A, BRCKGROUML OF THE A.I1.0, DOCUMENT AMD INFORMATION
HAMDLING FACILITY

The origins of the A.1.0. Document and Information Handling
Facility (DIHF)>, a=s it currently exists, can be traced back to
Balb's first effortz in the mid-1570's to syustematically manage
its instituticonal memory of project-generated experiential and
technical information, These efforts were outlined in the
program concept paper entitled "Information as A Tool In
Development" which described a series of information technologies
that could be used to improve the planning, administration,
technology transfer function, and evaluation of All-sponsored
projects, Action on thiz concept resulted in the sestting up of
various development information functions which were performed
piecemesl umntil their comsolidation under a conmtract swarded in
1981, This 3-vear contract called for the establishment of the
AIDADIHF,

The specific ohjectives of the activity were to:

1. fcquire and process all relevant AlD-generated documents
needed to provide accurate, up-to-date information of AID’s
project and research-related experience;

2. Develop and inztall an improved database management system,
building upon the invested base of systems and computer
operations that AID had made between 1974 and 1921;

3. Convert key source documents to microtfiche as a means to
ensure the creation of a permanent record of AlD-generated
documents;

4, Provide a single focal point within the agency for acquiring
and disseminating AlID-sponsored documents so that AIDAW and ‘
USRID, as well as others, could quickly and easily gain access to

these materials;

5. Provide the resources to publish and distribute information
to individuals and institutions here and abroad who require or
geck information onm AIDL aperations; and,

6., Work closely with AIDP management to develop and implement
plans designed to improve the flow and use of information betuween
UsSaID missions, AIDAY and the many and varied clientele each
serves,

During 1983, Agency responsibility for the DIHF was transferrved
to the newly-established Center for Development Information and
Evaluation in the Bureau for Program Policy and Coordination
TPRCACDIED,



In 1984, the obkjectiwves of the "Information as a Tool in
Development" project were found, with some minor variations, to
still be walid., & new S-wear contract for continuing the
coperatiaon of the facility was awarded to Logical Technlcal
Services Corporation (LTS,

Additiconal tasks, reflective of the new locus of responsibility
within the Agency for these functions, were assigned to the DIHF

at this time, These included:

1. Assisting MASERAMOASCRM in conwerting a larger portion of its
official project records to micreofiche as a means to both
preserve and more efficiently organize and use project documents;
2. Developing and supporting a series of strategies designed to
expand the knowledgs of and use of reszcurces available to AID
personnel through the newly-established CDIE;

. Instituting more formal data collection and evaluation
.2echniques teo create a larger body of information regarding how
scientific, technicsl, and programmatic information is used
within the Agency;

4., Introducing new and innovative informatien precessing
techniques to take advantage of the burgeoning use of
microcomputers and advanced information processing softuware; and,
. Restructuring thes thrust of DIHF = mission to be mors closely
attuned to the shifting nesdz of the Agency as definad by CDIE‘s
mission and providing the means to integrate DIHF operatlone
into on—geoing or plannsd Agency-wide information processing and
distribution systems.

Mcdifications to the'neu DIHF conmtract included:

o Changing contract language to emphasize support for AIDAW
and USAID needz on a lewel equal to that of LDC
institutions;

o Introducing service ewaluation and quality control
functions to ensure the relevance and qusality of DIHF
products and services; and,

o Remaving from the DIHF contract and incorporating inte
anaother CDIE contract, primary responsibility for the
overseas technical sssistance inveolved in implementing
the transfer of development information to developing
countries.

In the fellowing sections of this report, LTS provides
information on what it hasz accomplished during its second wyear of
" contract management responsibility (FY 159886, It also describes
its plans for the next (FY 1987) yvear of operations,



CH&PTER B, QVERVYIEW OF FACILITY
BE.1, Summary of Scope of blork

The DIHF ‘s objectives are to serve as central support operation
to meet the information processing and dissemination requirements
of the Center for Development Information and Evaluation (CLIES,
The functions, as sz=pelled ovut in the contract Scope of Waork are:

1. Sustemsz developmernt - involving computer systems
cperationsand softuware dewelopment
2. Document acquisitions
2. Document and materiale processing which includss:
n UCataleoguing
o Abstracting
o Indexing
o Thesasurus maintenance

4, User Servicez including on-demand document delivery, bulk
document dissemination, and inventory management

5., HMicrographics proceszing involving the conversion to
microfiche of key project and technical records, as well as
official project records

5, Outreach and Publications efforts designed to =xpand
awareness of LDIE products and services

7. Training of personnel to use the resources developed by and
available through CDIE for using information handling
techrnologies

g, Guality Assurance and Control designed to monitor and
promptly resolwve issues

9., Management strategies designed to efficiently allocate and
employ available resources in support of CLIE requirements

The work was to be carried out in three distinct phases
listed as:

Phase I: Facility Planning <Year 1 only)

Phases I1: Facility Uperations -- including conversion of
aofficial agency records to microfiche
{Years 1 - 52

Phasze 111: Technology Tranzsfer {(Years 1 - 53

fiz= indicated above, the planning stage, which reflects the new
and expanded scope of the DIHF, cccurred during Year 1., Existing
and on-going coperations continue, ensuring uninterrupted support,
A=z new plans are developed and approved, they will slowly be
introduced and become operational.



E.2. Relationship to FFCACDIE and WASER/MO/FACZRM

In carrving out its contractual obligations, while simultansousliy
meeting the ewolving goals and objectives of CDIE, the DIHF has
continued to bz zenszitive to the need thast its operating
procedures and objective=s be consonant with those of CDIE and
MASERAMOSPASRN.,

BE.Z2 [DIHF Operations Environment

The DIHF serves az a central point for the recipt, processing,
file maimtenance and dissemination of project-related and
AlD-zponsored tachnical documentation, The DIHF must be
zensitive to a number of operational palicies and problems which
include:

[
[=]

1. The distribution of "kew'" project documents has changed.
Since project implementation and funding now occcur at the
mission level, the documents are more difficult to obtain,

2., The requiremesnt that RID planners review past experiences
which are found in the AID's "institutional memarwv', CDSS
review and planming guidslines require that program and
project designers rewview AIl's past successes and failures
before determining long-range development strategies for a
regicn or ares in order thst past mistakes not be repeated.

3, The AID policies regarding advanced technolegies
{mictrocomputers, telecommunicationz links, etc,) are still
evolving and may be subject to change.

4, Internal AID guidelimes for many administrative tasks are not

consistent from office to office for such activities as mail
handling, infeormation systems, data sharing, report
preparation procedures and reviews,

It iz anticipated that these iszues will mandate even greater use
of development information in the planning, design, and
evaluation process, and that CLIE and DIHF must be akle te meet
this demand. Linking this operation closer to the overall goals
and objectives of FPCACDIE haszs been a major focus of all DIHF
efforts during FY 19256, It has also invelved developing a better
coordinated effort among CDIE contractors, AIDAW and USAID
offices, and CDIE constituent groups.

It is within this context that the ss=cond year of DIHF operations
under LTS leanur:hlp ha= operated. Details of the progress made
this year in each area of proJect operations are presented in the
following sections.



CHAPTER C: PROGREZS AMD PLANS, BY FUNCTION

In the tollowing sectionzs of this chapter, a description of FY
1396 activitiez for gach functional ares of DIHF operationz i=
presented along with a statement on the anticipated plans for FY
199? The areaz of work are:

Systems Development, operations and maintenance

« Acquiszitions

. Processing Cincluding Cataloguing, #Abstracting & Indexing,
and Thesaurus Mzintenance

. Hzer Services

. Micrographics

. Special Publications

« Training and Ussr Educsation

. Wuality @ssurance

. Mamagement

Interspersed throughout the various zegmentz of this chapter are
tables and chart=z dezigned to prowide the reader with specific
details on levels of performance. # summary of coperationsl
‘statistics for FY 198& is presented in Sectionm C.9. - Management.
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.1,  Svstems Devzlopment, Operations and HMaimtenance

The Sustems Development Group (SDGE) iz responsible for the
computer development, maintenance, and continued operations of
the DIHF micre and minicomputer facilities and their supporting
computer files and software. In order to assure users are
provided adequate sutomation services, SDG:

a, Monmitors micro and minicomputer equipment use

resclves hardware problems - identifies constraints
implements computer security and software standards
recommends equipment improvemsnt strategies
initizte=s arnd reviews equipment acquizitionz
inwvestigates applicability of product enhancements

=,
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. Develops new and enhanced software improvements

(13  HMerulIZ front-end processor to MINISIS database
softuare for public and other searchers of CDIEADRIS

(2 MHicroebls PC-based software with bibliographic
modules applicable for use in overseas mizsions

{3) software processes for uploading and downloading
COIEADIS data to and from microcomputer iles

c. Prowvides ongoing assistance to Ressarch and Reference
and other onsite and offsite user communities

functions as a central "troubleshooting" service
designs and dewvelops procedures for new users
conducts periodic reviewsAassessments of services
recoammend=s improved automated processes

obktains conzensus on automation plan
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U f Bl —
N Nt A

=
=
=2
=

d. Maintains liaison with software vendors

oA
o R -
-

investigates applicability of new software products

reviewsAtest=s and recommends software acquisitions

installs new computer software and new versions of
existing sof

(4> coordinates for training and oriermtation of users to

capabilities/constraints of new software features

)]

SDG serves also as a source of technical advice for internszl and
external AIDA/CDIE z2utomation initiatives, During the past
tiscal wear, SDG developed recommendations for automated
exchanges of information with other development organizations,
computer linkagesz with the AID/IRM computer network, and new and
improved mechanisms for obtasining additionsl development data
already available on AID computer files,

C.i.1 F% 1286 dccomplishments

This section presents SDG actiwvities in FY 19%8& which respond to
the F¥ 198& Forward Plan, A core of (153 SDC operational tasks
are listed first, followed by other SDG accomplishments,



Thiz
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AILACDI
we hawe developed over the wvears enabled SDG to transcend itz
lozz of two key staff members with {collectively’ 8 years of
zervice to DIHF, and actuzlly incresase itz support to the user
cammurity in a number of areas,

(]
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the fifth wear of DIHF/SDG s MINISIS Euppﬁrt to the
community, The scope of coperaticnal database services

System Maintenanmce and Upgrades

a. Converted Exchange accourt for MIMIZIS F, 01,

b, Changed cable pin assignmentz for HFE-Y/T verszion,.

c. Irmnstalled SYSVIEW performance analveisz software.,

d. Documented mark delete problem wA’HFWORD for HF
action. :

e. Conwerted Bureau’s SPL intrinsics to COBOL calls,

. Instzlled HFTREND performance reporting softuware,

Q Installed HF/Predict to monitor egquipment

. performance, '

h., Installed WORD/1S0 with Laserdet and Daisy printers,

i FProvided for automatic initiation of daily backups.

Jj. lUWrote a report which totals individual computer wuse,

k. Invesztigated alternativesz for expanding port
accesses,

1. Connected HF-/Lazer printer to HFA3G00 at the DIHF.

m. HP installed new read heads on five disk drives.

n., #fArchived filez that hadn't been accessed since 1984,

o, Investigated alternatives for improving CPU memory.

p. Rewviewed and installed terminal-emulation softuware,

r. Tested data compression equipment at MUG conference,

s, Installed LazerPlus sottuware and tested DEST
scannzr, ‘

t. Documznted swsiem operational procedures,

u, Developed and implemented COBOL programming
standards,

v, Reviewsd MFE system trez space and table
assignments.,

w, Installed MINISIS F.01 release in Maw,
%x. FReurote (20 DIHFASFL intrinsicz to COBOL.
v, Installed electronic mail software for testing,

MeruilIS Sustem Enhancements

a, Lompleted development of MenuDIS software and
demonstrated it to MUGES attendees in October,

b, Added an online surveyv module to MenullIS for
uzers to report on their experiences with the
system,

c. HAdded full-text digplay capabilities to MenuDIS.

Automated Library Sustem

A modifisd module of the MicroDIs svstem was installed
in the AID library to provide for circulation ceontrol
and reporting. Public acces=s to online library catalog
records wazs provided via AIDRAMenuDIS, Initiation of
more library swstem ssrvices is pending the
establizshment of a Library Task Force ta coordinate
their design.



UM A
c.1.1.5
c.1.1.6
c.t.1.7
c.i.i.8
c.1.1.9

AID/DIHE Profile

HY]

A databasze structure of profile information was
desiagned to include approximately 25 elements.
The remainder of this activity waz postponed.

Mailing List Database Devwelopment

a, RECIFRD was modified for the ANE mergzr.

b, Sets of distribution fields were added to RECIPRD
for DQccaszional Papers, b

c. Coding =zchematae were devsloped and implemented for

- identifywing =2Lt0r interests, organizations.

d. 340 records were transferred from EVALRD to RECIPRD.

The EYALED database was archived.
e, 600 inactive S&T records were archived oftf RECIPRD.
. 25 fields in RECIFRD were inverted,
g, Established methadeology for transfer of ARDA records

from REGUESTR to RECIPRD.

I

S5 MicroDIS Enhancements

a. A pre~release of MicroDIS waz demonstrated at HMUCSS.

b, HMicroDIS was installed in Cairo, Center for Privati-
zation, and the office of AlDAScience Advisar,
Software was sent to Agroforestry project in Haiti.

c, Version 1.1 of HMicreoDIS was developed and released,
This enhancement included user security features and
cptional print formats, :

d, A circulaticon module of MicroDIS was modified and
installed for specific AIDALibrary requirements,

e, A configuration utility was written for MicrobIS,

f. Developed a facility to effect a two-way transfer of
records between MicroDIS and MINISIS, utilizing the
batchin format of HINISIES.

Automation of Pre-Publication Processes

ARutomstion of pre-publication processes for the Monthly
Acgquisitions List were completed in February, and three
other publications were automated afteruwards.

Technology Eewviews

Thiz task was performed throughoot the wear, A
particular focus was on developments with Compact
Disk 7RO, PRONM.WORK, Developments were reported
as they were identified,

Dratft Document Tracking Reguirements

a. Completed the following in February:
- a modified EPPSRD database for tracking reports
- entry procedures for entering evaluation plan
data
- a sample Evaluation Plan <annual/quarterly)d
report
- sample Evaluation Trdrking Reports



b.
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- =anmple {annual and quarterlwy? reports for review
Datz entry began in March,

10 Acguisitions/Project Data Integration

c.1.1.11 Daktabs
This

c.1.1.12 QCLC

Completed an updates of PROJAUTH in HMay,

Added 3Z¢ new projects,

Deleted 53 old project records,

Sawved 302 old unmatched records,

Recommendzd improvements to PROJAUTH updat: ptrocess,
Modified PROJAUTH update procedurss,

e Integrations

)]

task wasz postponed, pending further definition.

and Other Databasze Conversions

This task waz postponed, pending further definition.

©.1.1.13 Distributions of COM Indexes

Five setz of (1925 COM index were przpared in
March.

ist quarter (hardcopy? updates were printed in
March,

An 2-month (hardcopy) update was printed in
September,

C.1.1.14 Cairo Taps Conwersions

(=]

A tape containing the Cairo databass was convertud
in May to a3 MicroDIS format, via a MINISIS

database used to invoke the AIDAThesaurus

as a means of conwerting terms us=d by Cairo to AID
standard terms.

A second tape was converted in August, This tape
contained data added to the databasze subsequernt to
the creation of the first tape.

C.1.1.15 EEBUEST (RER» database format change

The RER databasze was modified and became operational
for the use of Reszearch and Reference staff in HMarch.

- Other FY 1986 Acrcomplishments Not Specified in Planm ~

c.i.1.16 Performance Factors {for HPA3Y

A report comparing the operations of S MINISIS
processors on the HPA37 and HPA4% computers was
completed in April., Copies of the report were
distributed to Hewlett-Packard, CIDA, and the
IDRC for distribution to interested user
organizations, MWe concluded that the HPA37 could
perform favorably as a dedicated processor for
requirementsz of small systems (e.g. certain AID



c.

C.

1.1.18

1.1.19

missionz? with a small number of databases,
containing less than 10,000 records,

Micro-computer HAW and S/ support

a. Converted BFRADP document tracking svstem to dBase
IIl and produced reports for review by acquisitions,
b. Installed a Tiara LAN in Rosslyn after reviewing

over 30 alternative local area network svstems,

c. Establizhed and maintained support of Wang
{connected to DIS =vztem? and teszted ICS-
telecommunications,

d,. Imstalled {Panasonic? printer on Wang.

e, Instslled Fastback harddisk backup utility,

. Installed Version 2,01 eof Wang PC operating svstem.

a. Instalilied HP Vectra for use with Microbl§,
cataloguing CDIE s classified document collection,

h. Evaluated and returned HFi10 portable micro to HF.

i. Imnstslled diea=ze II1I compiler,

J. Imstalled i1 copies. of Leading Edge Mnrdprocess1ng,
2 copies of Lotus 1-2-3, and 1 copy of Wordstar.

k. Tested communications links betwesn DI and the

AIDAICS system, DI and Cairo, and DI and Quito.

1. Developsd procedure=s for the upleoadi/downlead of DIHF
HPUWDRD documents using Advance-Link, Downloaded 20
sets of country data for R. Baker,

m. Updated WANG FPC installation to permit remote access
toe information on DIS system,

rformance Factors for MINISIS

Iz

a, Tweo performance software packages were installed
whoze outputs were analvzed on a routine basgis,

b, The obserwvation that MINISIS uses all available CPU
resources led to the initiative of asking HP
systems support management to analvze the
performance of MINISIS among several similar
installations and report its common
characteristice and constraints,

c. HAnalyses of performance identified user processes
that contributed to significant performance
constraint=s, =.g9. indexing a MINISIS Data _
Set, present/absent searches of a data s=t, etc.
Corrective measures were implemented,

Cost/benefit analusis of sustem upgrade opportunities

During the fiscal year, the Hewlett-Packard corporation
announced 3 major new system which will at this time
only cperate in an emulation mode for DIHF software.

HP alzo announced plans to discontinus maintenance

of several equipment peripherals used by the DIHF.

Az a result, SDG performed several “impact’ analyses
which fecused on the improvement of present processes
on the HP/4S, ' '

a, DPounlecading the abstract function to HP/1S0:z at
DIHF,



b. Alterrnatives for improving tape backup operations.

€. HAcguiring a leased (2400 Baud) line.

d. Alternmnatives for increszing the effective modem
rates,

e, HAlternatives for providing electronic mail services.

f. Alternatives for increasing CPU memory awailabilituw,

g. #dlternatives for disk storage.

k. Alternatives for printer equipment.

=]
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C.1.1.20 Cost/benefit analuvsis of HFA150 Word

an amalwziszs of DIHF absztractor requiremente concluded that
increased use of HPAISOs by abstractors will net fres up the CPU
noticeably, but it will make more sessions available., The '
analysis noted thst HP plan= te promcte HPAIS0 WIRD for the
future, Procedures for DIHFARbstractors to use HP/150 Hord were
then implementsed in Septembetr.

c.1.1.21 Eystem Backup

Installed Fastback software utility for PC files. Both harduare
and softuare impravements were recommended for improving system
backup at the DIHF., In order to increase opsrator availability
during the day, procedures were established which backup the
syztem relative to the prior day, rather than prior to the last
Fridaw,

C.i.1.22 Create moditications to genbureau files

a, Space and maintenance sawings uere effected with the
removal of redundant MFTRAK {over 50,000 records
and elimination of code in Bureau programs that
posted actiwvity to this databaze.

b, Preliminary specifications for establishing a
Bureau-wide dx:trxbutzon database were drafted for
review, ,

c. The NEASTRED and ASIARD databases were merged, and
programs, Btrees, and print formats were
consonlidated, »

C.1.1.232 Coordination with IRHM

A tazk breakdowrn was documented for establishing an RJE link with
the AIDZIRM computer network. @ review was made of the AID/IRK
report entitled, "IEM to HP Data Communications for Access to the
All Memory" was mads,

C.1.1.24 Set up £4T and Bureau Files

a, The HEARSTRD database was merged into the ASIARD
dats base. In the procesq'
~ 10 Neareast programs were archived to tape;
- 13 Hezreast Btree files were purged:;
- Nzareast print formatz were purged;

Hll Meareast job streams were removad,
and job streams/print formats for fAszia were
modified,

b. A new Financial Management Database was formed.

.h' ]
)



Programs, job streams and print formats were
deweloped,

c. The formation of 5%T Bureau files is pending
approval.

C.i.1.25 Database Administration (DBAY Functions

a. Establizhed DBA service reprezentation by user
group, '
b. Documented routine file maintenance procedures,

c. Establiszhed coordination with DIHF training
servicesz,

d, Interviewed RBiRS/Library staff to assess MINIZIS
use.,

e, Imnstalled formal release of MIHISIS F. 01,

f. Designed approach to making REPORT table-driven,

g, Remowed DGCTRED +ram the HFA3000, (957 records)

h. Remowved EVALED from the HPA300G0. (640 records)

i. Frepared paper describing use of COMFUTE processor,

J. Provided monthly run documentation to User Services.

k. Frovided monthly run documentation to Guality
Control,

1. Eliminated over 50,000 redundant MFTRAK records.

m., Archived inactive files in STREAMS and PERWFILE.

n. GCreated a database for tracking user training.

o. fArchived THESHMASY and 4 related Chs to tape.

p. Created MICRORD and FINMANRD and EGYFTRD databases.

q. Merged A=ia and Neareast databasez to form AHKE.

Goals and Taszks: FY 1987

[y

c.1.2 &b

This section presents deszcriptions of tasks proposed for the FY
1357 dewelopment and enhancements of AIDADIHF swstem=. The
increased numbers and complexity of SDG tasks in FY 1987 reflect
paszt achievements. PBuilding upon a stable bass of automated
information resources, we are identifying innovative wayes to

zuppart the effectivensessz of our users,

Schedules that are not complete (TBD) are dependent on FY 19€7
budgetary constraints, Five (5) operational tasks considered
necessary for SDG =zervices to continue are listed first. The
remaining tasks are initiatives believed important for the
continued growth of SDGE's capacity to meet new and emerging
requirements of its users.

(]

1.2,1 Task Analuvsis - System Maintenance and Upgrades

c.1.2.1.1 Reguirements Summary,

SDG will maintain MINISIS databases and their related filez,
reports, and jobs., 8SDLGC will maintain established systems
(MHicrolIS and HenuDIS», COBOL computer programs, IMAGE data
bases, and implement software upgrades, a3 required.

SDG will continue maintaining security softuare and account
controel in accordance with the requirements of AIDADIHF. Thew
will conduct scheduled reviews of performance data describing
uses of CPU time and other computer resources. They will
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identify problpm; and recomm=nd 1mprnwpd processes, They will
recommend equipmsnt andAor software zcquisitions, implement
changes of system resources and troubleshoot technical problemsz,

SDG will review computer equipment reguirements to identify costs
and benefitz of egquipment upgrads alternatives, and to determine
if eqguipment upgradei{s» scheduled for FY 1987 are warranted,

The scope of thisz taszk is determined more by axternal factors

than any other 50GC task. The increassd use made of DIHF computer
resources haz brought with it a gigrnificant reguirement for
cdatabase adminisztration., Proceszing conventions which benefit

all uzers must bes identified, developsd, approved, and
administered,

To addre=ss thesge opportunities, 5DG will recommend policies for

consolidating databasse development where common functions are
being served, .9, file maintenance among the different bureaus.

SPG will analwyze and review regquests for changing databas
structures and assess their complldnre with established HIbel
information processing standards and policies

This tazk will be the bazis upom which many 306G tasks are or will
be performed, Thus, it is the first priority of all SDGC tasks.

C.1.2.1.2 Schedule

{a) 0Ongoing 5DG Operations

- Backup Files Daily
- Rewiew Reszource Utilization Reports Monthly
- Review HFTREMD Pertormance Esports Every 4 months
- MINISIS Index Maintenance Daily
- Troubleshooting user problems
(HMINISIS, MicroDIS, MenullIS, etc.) Ais Required
(b>» MIHNISIS F.02 Update
- F.02 Update 10/18/8¢
{c) Thesaurus lpdate TEBL
¢(d>» Computer Equipment Upgrade Analysis fi=s Required
(e) LComputer Software Uparade Analysis fis Required
(f) Systems Documentation Updates fis Required
c.1.2.2 Task Analwsis - Mailing List Database Dewelopment

-
)

c.1.2.2.1 Summary of Reguitemsnts

The SDG staff will continue to provide sustem analyses and
modifications to the AILADIHF databases (RECIPRD and REGUESTR
for targeting mailing to ARID organizational components and
missions, as well as other appropriate development communities,

The principal componzsnts of this task have been completed,
although strategies for implementing large transfers and
corrections to ARDA records are being tormulated., RECIPRD is
operational., Codification conventions are in place which
correspond to codes appearing on recipient questionnaires.

c.1.2.2.2 Schedule



This task is perform

ed az needed, when changes to database
structures, print formats, or data elements are required.

c.1.2.3 - gautomation ot Fre-publication Processes

c.1.2.3.1 Summary of Reguirements

SPG will continue to dewelop processes for downloading abstracts
and other data from DIS databsses to PC-based hardware, and
preparing camera-ready copy on the Laser-Jet printsr, Automstion
of the Monthly Acquiszition Liszt reports waz developed az a first
step and ather zmaller processes were implemented, SO0G 1= now
ready to implement similar capakilities +or preparing the ARDA,

C.1.2.3.2 Schedule

Ca) REDLA December 19827
(b)Y #ll other scheduled RRDA= Guarterlsy
(c?» UOther AID publications fis required
c.1.2.4 Task Analuysis - Distributians of COM Indexes

c.1.2.4.1 Summary of Eeguirements.

SDG will continue the scheduled preparations of COM
Index for Cairo and other requesting missions.

C.1.2.4.2 Schedule

Months fnllowing completion of each gquarter,
COM in January - paper indices in April/Jdulw/dctober,

c.1.2.5 Task fAnalysis - fAcquisitions AProject Dats Integration

C.1.2.5.1 Summary of Reguiremznts

SDG plans to coordinate opportunities throughout the
vear which =nhance BID/DIHF capabilities to attain its
acqui=zitions goals and improve its integration of
project data.

One ongoing activiby is the updating of PRGJHHTH each
vear <or more often, if necessary? with datas from

RID ‘s project and budget databases. A second
activity concerns establishing and maintaining a
database with information from the AID contract
database (COORE)> which contained approximately

12,000 contract records earlwy last summer. A& revieuw
of this databasze concluded that there are eleven

data elemesnts which may ssrwe to support

the AILDADIHF acquizition function. The review was
postponed until FY 1987 to allow for a scheduled file
maintenance of COORS in the summesr of 1986.

C.1.2.5.2 ESchedule
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Update of PROJAUTH Maw

Establish AIDADIHF Contract Database TED
Maintain Contract Database _ TED
fnalusis - MernubDIS Sustem Enhancements

Summary of Requirements

MerulIS VYersion 2 is planned to include the following

feat
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Task

ures

Prowide up to 10 cptional browsing print formats,
Provide up to 20 optional report sorts/print
formats, and/or printer desigrations,

In DISFPLAY, expand field displays tn 310
characters,

Provide for numbering of records dizplaved on a
screen, e.g. | of 5, 2 of 5, etc.

Allow uszerz to key ‘MORE’ for separate dizplay of
21l searchable fields, rather than linking dizplay
te the end of the search screen’s HELF message.
Add disclaimer lined{s) for searches of project
datsz,

Provide for statistics on the number of times each
databa=e was searched each month.

Modity Message table to accommodate suggestions of
IDRLC,

Modify MENUI to respond to new DDT format of F.02,
Prowide for table-driwen tier options (1 to 37 for
textual displaws. _

Tailor MenuDllS tables (and associated screen
displavzs to needs of =pecific user groups,
including options on the first scresn tor:

a, blelcome Message

b. HELF

c. MIWISIS

d. Urder a Document

Schedule

Version 2 implementation TED
Table changes TBD

finalysis - S0G MICRODIS Ernhancements

Summary of Requirements

A number of MicroDlIS enharncementz are plamnasd, basasd
on user aszessmentz of opsrations. Plans include
developing additional processing capabilities by
establishment of two new databases, a projects
database, and a second dsatabase which could be used
by missione to record documsnts received from other
sources,

Schedule



{a) Verciom 2.1 {Spanish French? TAN/ET
(b Verszion 3. {(Serialz ... Unline Tuterial) S/326/57
(c?» Establish a Projects Database cA1A87
{d? Estsblish a databa=ze for other sources 9/30727
{e) Other enhancemesntz: as required, bazed on uses,

Tazk Analvsis - Online Ordering System

Summary of Begquirements.

The Zb0G stz

¥ is to develop am Onlins QOrdering Svstem
in twao phaszes

;
es;
Phase 1 will provide capabilities for users to requsest
specific AID documents while online with the AIDADIHF
MEHUDIS computer svstem. After selecting an option to
order documernts that were found, a user will sse

. a display of the quality characteristics of documents

that were found (e.g. whether ilm copies exist),

The swstem will then walidate requests and transmit
orders to the User Ssrvices Group of the AILADIHF for
tulfillment., Fhase 2 of the Onlins Ordering

System will begin its processing with the order
transaction, It will provide for tracking orders
that have been made (partial and complete?, and
preparing invoices.

This system will be a ‘stand-alone’ system, but accessible from
the first menu appearing on MenubIS,
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The schedule for developmeﬁt of this system will be
determined after review and approval of its design,

)

Task Analysis - Programmatic Services

Summary of Feguirements

AID mow requires that certzin program documents be
described quantatively in terms of goals and status.
SDGC plans to provide database capacities for retaining
this information as it is received at the DIHF,
Depending on the amounts and complexities of the data
we receive, SIG may be required to develop automated
analyses of this information.

Schedule



(a) Establish a MIMISIS database for
proaram documentzs and measuremznt
rcharacteristics, TDE
(b)Y Develop COBOL programs for program
analyses, TRD

c.i.2.10 Tazk Analysis - AID/DIHF Protiles

c.1.2.,11,1 Backqround

vz meed for AIDADIHF to dewslop strategies
sments of the effectivenss of HIDADIHF
v opportunities for new and improved
services to the AID miss + Its gnal is to describe in gresater
detail the envirocnment of each AID missicon, therebwy improving the
ability of AILACDIE to prowide needed zervices for individu=zl

mizssions,

This task respeonds to t
that provide eongoing as
zervices and which iden

is

Profile infeormation can focus on any group of organizations with
which AID iz working, e.g. libraries, mizzions, universitiesz and

other dewvelopment-related organizations, In FY 1937, 5DG plans
to develop a small micro~based database of libraries from which
documents are acquired, There will only be a few element=s, much

like a rolladex file of namesaddress, contact, telex/telephone,
and a brief description of a library’s characteristics,

C.1.2.10.2 Schedule

Library Databaze S/30/37
c.1.,2.11 Task Analysis - MIHISIS Hetwork Cooperative

c.1.2.11.1 Summary of Reguirements

The AIDADIHF Five-Year Plan has a requirement to facilitake a
networking and access to other organizations’ MINISIS databases,
e.g. IDRC, NTIS, World Bank, and others. Strategiesz tor
accessing organizational databases will differ: access may be
through dial-up, or through tape exchanges of selected records
and data elements. SDG plans to perform technical reviews of
exchange agreements and make recommendations; degign coptimum
converzion strategies; and implement technical aspects of each
agreement,

c.1.2.11.2 Scheduls

To be determined, as AID initiates exchange
agreement=,

c.i.2.12 Task Analuysis - Database Integrations

c.1.2.12.1 Summary of Reguirements

The AID/DIHF Five-Year Plan requires integration of DOCRD and
CATALDG databases and the integration of BUREAU and PROJRD



ude deweloping, for use by AID
to quickly search a few elements
tvpes of documents in DOCRLD and

databazes, This tas aw incl
library patrons, a nsw databas
for the presence or absence of
CATALLG,

c.1.2.12.2 Schedule

L

Ca) EReguirements Analysis TED
(k> [esign Document TED
(c) Implementation TBD

c.1.2.13 Task fnalysis - HE/1EM Communications‘Link

ummaty of Reguirements

(e
-
J
-
s]
—
E

been asked to eztablish a communications link with the
and the AID/LIHF computer. One of the purpases of this
to enable userz of the AIDADIHF =swstem to route their
print cutput to missions and other stations on the RIDAICS
-system, The requirements of this task hawe been and continue to
be subject to external facteors, e.g. new technolegy and AID/IRM
coordination. An apprcach has been designed which implements
Femote Job Entry (RJE? communications,
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C.1.2.13.2 Schedule

{a) Inztall HP Communications Products TBD
(RJE - HP 302424 and BSC Software?
(12 Staff orientation - 13 new commands
{2y Full systems backup ... job testing

(b’ Develop Implementation Requirements TED
<17 COBOL program to read/route sponled output
2> IEH coordination for protocols and JCL

(c)» Implementation TED
i3> Dewelop optimum schedule of operations
(2» Documentation and training

c.1.2.14 Task Analysis - Identify PC Software Enhancements

c.1.2.14.1 Summaru-o? Regquiremesnts

SDG conducts ongoing reviews of personal computer software to
facilitate communications with other AID automated processes, and
to downleoad DIHF minicomputer functions whenewver feaszible. In
the past vear a number of initiatives were implemented in this
regard - automated flows of data originating on WANG and IEN
equipment were established to and from the DIHFA/HFP minicomputer.,
Downloading of abkstracting and publishing functions was
accomplished,

SDG plans to continue its review of opportunities for enhancing
our personal computer =zoftware capabilities., #As these

- oppartunities are identified, their costs and benefits will be
“analyzed to determine their applicability to our environment.

c.1.2.14.,2  Schedule

p

Ta be deteﬁﬁined, a=z opportunitie=s are identified.



é.1.2.15 Task Analyszis - Automated Library Sustem

c.1.2.15.1 Summary of Reguirements

The 306 staff iz to develop an Automated Library System for use
at the AID library. The library requirements will be coordinated
with & Task Group established to overses the development of the
syzhtem,

The dezign of the Automated Library Sustem will be coordinated
with the developmert of the Online Ordering System and the
automated sarials services funchtioning in the Ilibrary. The scops
of the development for an Automated Library Svstem will be
significantly atffected by thres factors: whether it is
determined that AID library holdings are to be bar-coded; the
applicability of other existing library sustems; and the
integration potential of the system with other existing andAor
proposed ARIDADIHF sy=tems.

c.1.2.15.2 Schedule

The schedule tor performing this task will be developed with the
conrdination of a Library Automation Task Force.

c.i.2.1e Task Analusis - JCLC Conversion

C.i.2.76.1 Summarwy of Reguirements

The AIDADIHF Fiwe-Year Plan requires converting approximately
2,000 AID bibliographic records pressntly on the Online Computer
Library Center (OCLC? sy=tem located in Dublin, Ohio, and
entering the records to the AID/DIHF CATALOG database in the
MINISIS format, FPrior to initiating the tazk, SDPG will work with
the MINISIS staff at the Internaticonal Monetary Fund to review
their applicable procedures.

C.1.2.16.2 Schedule

(a) Requirements Analvsis, TBD
¢b?> Implemertation, TED
£.1.2.17 Task Analwsis - Update MISSONRD Database

cC.1.2.17.1 Summary of Reguiremzsnts

In F¥ 198¢&, a MINISIS database structure was developed for
storing collections of mission documents., Information is planned
to be transferred to this database from MicroDIS diskettes as
they are received from the missions. SDG developed automated
interfaces among MicralIS, DBasze 111, and HPAMIMISIS formats for
this purponse.

Cl1l211?02 S‘:i-ledL'le
To be determined, as data is received,.

c.1.2.18 Task Analysis - Establish a Multi-Bureau Databasse
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c.i.2.18.1 Summary of Regquirements

This requirement involwves modifying the Africa Bursau database
CAFFRJIRDY and its aszsociated files to function as multi-bureau
databass, Presentlw, this databaze szerves to tailor the
dizstributions of fiche - one capy to a2 central file, one copy to
the reszponsible project officer, and one or more copies for each
related sector of interest,

Unlike other bureasuvs, this database contains a repeating group of
gector interesztz describing each project., PFlanz include adding
project officer names (estlnated at JD-JL for Africa and fewer
for the other burezus», project locationz, and project specific

distribution requ1r=munts.

C.i.2.18,2 ESchedule
TEL
c.1.2.1% Task Anslysis - Datsbsse Administration

€.1.2.19.1 Summary of Reguirements

Database administration iz an ongeoing 5DG furmction; however,
certain activities can be identified and performed as time
permits., These include implementing efficiencies in
user—-developed processes; identifving optimum standards for
performing database queries and reporting: and coordinating with
training to ensure adegquate awarensss and appropriate use of our
information capacitiesz,

C.1.2.19.2 Schedules
Az time permits

c.i.2.20 Task édnalysis -~ Technologu Aszzessments

C.1.2.20.1 Summaryv of Reguirements

SDG conducts ongoing reviews of emerging technologies which
promiss to improve our technical processes to the benefit of
present and future users of our data, Presently, for example,
SDG is monitaring and assassing developments in the areas of
optical disk technology, and we are testing the benefits of
electronic mail software.

c.1.2.23.2 Schedule

Orngoing, as required,



C.2 rmcocquisitions

The function of the Acquizitions Unit is to collect AIDL and
"mon-@#I0 documents from within and cutzide the Agency. All
materials must first be screened to eliminate peripheral and
duplicate documentation, then routed to the DIHF for subsequent
processing, The success of this activity is critical to the
owverall functioning of the facility, The number of materials
supplied from the Acquizitions Unit is wital for upholding the
credibility and utility of the Develocpment Information System
(DIS), It haz a direct impact on DIHF catalcoguing, filming, and
abstractingsindexing and the DIHF ‘s owerall sbility to achieve
itz contract objectives,

It iz also wital for upheolding the credibility and utility of the
LIS, Demand for DIS will increase only if it 135 proven that it
providez the most current and comprehensive listing of materials
availakle,

The DIHF hazs had the responszibility for scquiring non-AID
materials since the baginning of the contract, 1t assumed
responsibility for collecting AID materials in June 1885,

C.2.1 EYBE& Accomplishments

z.2.1.1 AID Documentation

At the end of FY 1935, COIEADI had no standard procedures for
acquiring AID documents -- only informal arrangements with AID
offices., The AID print shop was not supplying needed documents.
In addition, there wasz no manual availablie describing how to
secure documents or contact possible document sources.

The DIHF Statement of Work did not address this problem, nor did
it outline numerical year-end cobjectives for the Acquisitions
Unit. There were general guidelines concerning the kinds of
materials which 4.1.0. wanted on DI3, The goals for acquisitions
for FY 198& became twofold: to process a sufficient number of

" documents to allow the DIHF cataloguing staff to satisfy their
AID goals; and to estasblish and document a network for acqu1r1ng
documents that would encompass the entire Agency.

In February 19886, the Acquisition Unit waszs reorganized to
tacilitate the collection of three types of documentation during
the FY 1985 period -- technical, design, and evaluative
materials, Az a first step in acquiring these materials, the
fcquizitions Unit targetted the following AID bureaus: the
Science & Technology Bureau (S&T2, because of their access to
technical reports; other AIDAW bureaus, for ewaluative and design
materials: and AID missions, for documentation unavailable
through ARIDAW.

S4T was divided into its nine technical offices and the
contractors they reprezent, Contractors ocutside of S&T authority
who also publish technical reports were separate. AID/W was
delineated into seven bureaus and each buresau was zegregated into
evalustion sources and deocument design sources,



AID missions were one unit, They were to be appreoached in two
ways: individually, through presentationz to all mission
personnel wvisiting Washington on ThY=: and collectively, through
cables,

The next step was to determine the location of the documentation

centers within this framework., UOnce these centers were
identified, Acgquiszition Unit presentations could be given and
CDIEADI promotionzl efforts would be initisted, To assist in

thizs effort, an acquisition aorientation package wasz produced for.
diztribution, -

To date, contacts with seswen S4T technical affices havwe been
established through briefings and revisws of document printouts
for the receipt of technical materials. <(Contacts with
S&TAProgram 0ffice prowide program level documents; CDES’, ARS”
and Action Planssy., In addition, contacts hawve been made with
representatives of thirteen major AID contractors outside of S&T.
These meetings were held in response to Agency document requests,
To summarize the AIDAW =ffort, channsls have besn established
with six bureaus for both project design and evaluative
materials,

In the AID mission effort, eight orientation sessions have been
given:. In addition, a cable was sent in April to 32 missions
which described acquisitions and requested missing design
reports., This activity yielded design documentation for 112
project=s, Exhibkit C.2-1 and C.2-2 show the progress that the
Acquiszitions Unit made thisz year -- Exhibit C.2-1 provides an
overview, Exhibit C.2-2 provides a detailed break down.

Tao azsist in this networking effort, several procedures were
implemented, The Acquisitions Unit closely monitors the Agency
records management filming activity currently underway for
MASER/MO/PA/RM., Bureau project files in Latin America, AsialNear
East, and Africa are now all accessible for da2tabaze searching
and each month thsy are rewviewed for materials not listed in the
DOCUMENT databasze. @ field was alson added to the geobureau
databases to identify records which had previocusly been checked
and rejected for inclusion into DOCUMENT., This will eliminate
reviewing records twice. A similar field waz appended to the
PROJECTS database for projects where descriptive documentation
was fourd to be unawvailable,

Te improve the ability to provide useful printouts to Agency
contacts, three databazez were created which combine the PROJECTS
database with each of the geobureauy datasbases., This allows a
printout of preject numbesrs to be combined with a listing of
related bureau documents., These printouts enable AID personnel
to point out important bureau materials which may have been
bu-pas=sed by the DIHF because they did not satisfy DIHF
processing criteria. To help monitor this entire operation, a
L2TUS 1-2-3 database system was developed to help the
Acquisitions Unit record and track their networking progtress,

Exhibit C.2-32 shows the number of documents that were acquired
this fiscal year. In total, 9,752 materials were processed (812
a month?., Of that amount, 4,551 were scresned out as duplicate



or miscellanecus., Thus 54 percent of the materials received
could rot be uzed. OFf the materials sent to the DIHF for
cataloguing, 2,432 were project documents and 2,135 were
technical reports, The ANE Bureau provided the highe=st level of
documantation, The S&T Bureau was next, though considerably
behind AME. The AFR arnd LAC Bureaus contributed about the same
levels of materials, which amocunted to about half of the S&T
output,

In addition to acquiring materials, the Acguisitions Unit

parforms two other major rolez —-- outreach and document
fact-finding, The outreach function is an integral part of
acquiszitions., UOn many occasions AID staff and centractors are

unaware of CDIEADI and the functione that it performs. The
Acquizitions Unit therefore makes the introductions andfor sets
up follow-up meetinos with the appropriate CDIEADI

repressntative, It isg important from an acquisitions standpoint
to demonstrate what CLIEAD]I can do for its users so that an
exchange of documernts can be arrangsd. nce working

relationships are established, the Acquizitions Unit will often
become the liaison between CLIEADI and these contributors,

ocument fact-finding is the result of the continusd effort of
the Acquisitions Unit to expand its coverage. As more offices
are approachsd, new document-types and new definitions for old
document-types are discovered -- e.g., what constitutesz a design
for each bureau, Exhibit £.2-4 summarizes the results of this
inquiry, This information must be subssquently presented to the
DIHF and AID to determine if new processing policies should be
enacted.,

C.2.1.2 HNon-aAlID Documentation

The pracurement of commercial materials, serials, and other
non-AID publications is performed at the DIHF., HMaterials are
ordered upon written approval from the AID librarian, After
materials are received, a check-in procedure is followed to
provide the n=cessary paper work for the accounting diwvision,
Once checked-in, materials are routed for full cataloguing into
the CATRD database. The exceptions are documents intended for
inter-library loans to AID missions and the Office of Population
of S&T.

The Statement of Work doss not provide year-end goals for the
receipt of non-AlIDl materials, but it does give a listing of
document types to be acquired., All of these were ordered during
FY 1925, A total of 242 monographs were ordered and 188 serial

titles were either renswed or ordersd, In the course of
improving performance,; five additionsl tasks were also
undertaken., Thev are discussed below,.

The tirst effort facilitated the library check-in procedure for

. serials, It was undertaken at the request of the Serials

" Librarian. A computer-generated listing was created to display
materials according to their frequency of publication (i.e.,
mornthly, quarterly, weecklv), This effort required the developmant
of a new print—{format and several special queries.



Tha second task was initiated at the behest of the AID library to

expedite filling mission requests, Procedures were established
to procure mission-reguested documents rapidly from local
publishers (Washington, D.C, aread, These documents, acquired

through the jeint efforts of both the DIHF and the RID library
staff=s are sent to the requesting mis=zion on a inter-library loan
bazis, The miszzion then returns it to the library which, upon
receipt, returmns it to the DIHF for complete cataloguing.

f third azctivity, also in reszponse to the AID library, was the
creation of a printout to list recently-acquired sarials in both
single~-spaced and double-spaced format, These printouts are used
during menthly update operations, : ’

Fourth, a purchase arder form was developed to expedite the
process of ordering materials directly from publishers,

Fifth, procedures were implemented to send monthly printouts of
both current and standing orders to the AID direct-hire
librariamn, This hasz asszisted the AID library in its acquisition
approval functien., This task was an outgrowth of a similar
procedure developed last year for updating serials,

Finally, efforts to procure commsrcial publications, including
the ordering of new and the renswal of previously ordered
serials, for the 0Uffice of Population of S%7 were initiated
during FY 1986, These publications, ence acquired, are sent
directly to the requestor or distributed via specified mailing
lists by the User Services divisioen of DIHF,

C.2.2 FY 1987 Goals and Objectives

c.2.2.1 AID Documentation

Puring the 1987 fiscal year, the fAcquisitions Unmit will work _
towards achieving two goals: to maintain the integrity of DIS by
acquiring substantive materials and to provide DIHF cataloguing
with sufficient material to allow them to satisfy their
requirements. Several taszks will be implemanted to fulfill these
goals=s,

1. The channels of communication that were set up during FY 19&&
®will be maintained. Schedules will be followed so that all
oftices and bureaus will be contacted at regular intervals. @&t

the same time, we will try to not over-burden ocur =zources.
Bureauy design printouts will be sent once every & months,
Evaluation checks will alszo be sent ewvery & monthes, unless a
bureau ewvaluation =ummary is forwarded earlier. These efforts
will be staggered throughout the vear to enable the Acquisitions
Uit to do a thorough review of each printout. The S&T Bureau

document printouts will be sent once a year. They will only
updaste what has been added to the svystem in the interim, unless
~etherwise requested. It will also be important to introduce new

AID percsonnel to the acquisition operation.

2. FVYAAPPE and OFDA will be added to the network in an effort to
access evaluative repeorts., The remaining two 84T offices, SLT/RD
and S&TAIT, will be approached for technical materials,



]

2. Az the geobureau Pilming effort progresses into other
bureaus, cross-checking techniques will be s=t up to capture
‘documents not on DIS,

4, We will dezign and implemsnt a svystematic approach to collect
technical documentation produced through the RAID bureaus aother
than S&T. Future meetings with the AID Contracts 0ffice are
zcheduled to discuss this issue, The COORS database will be used
to identify AID project managers who are responsible for this
material on a project and country baszis, UOnce the target group
has been identified, methods will be developed to help the
Acquisitions Unit contact thess indiwviduals, Im addition, the
Agency may changs contract language to require contactors to
produce and send their reports to CODIEAD].

5. An effort to secure program—-level documentation will be
emphasized, How thiz activity is handled will be contingent upon
how the Agsncy decides to process this information. Current alID
‘policy suggests that ABS’, CDSS’ and action plans will be program
materials that the Agency wants to document., The first two are
already accessible on DIS and are acquired regularily from AID.
They casn bs displaved by country but cannot easily be aggregated
from a program perspsctive, The Agency debate on whether to

include Action Plans on DIS is not vyet rescolved. In addition
there is discussion on what other typez of materials constitute
program documentation. Once the Agency resolves these issues,

the Acquisitions Unit will mowe ahead teo capture these materials.

&. A backlog of 23 boxes of problem documents exists at the DIHF
Annex which will be processed az time allows. Alsc eight boxes
ot materials sent by AID offices need to be checked against DIS.

7. As the MicroDIS effort continues to gain acceptance in AID
missions, access to mission collections should become greater,
A5 more collectionz are stored and exchanged on computer disks,
the Acquisitions Unit may be able to obtain copies of mission
collections to check against DIS. Ideally, a printout could then
be sent to USAID ‘s which highlights those items within their
collections that DIS does not have., Since many issues are
involved in such an activity, a pilot exchange should be
initiated first with one mission., If the effort proves
successful, additional missions could then be tried,.

2. An Acquisitions Manual will be refined and continually
revised as further progress is made at netwarking the
documentation needz of ths Agency,

€.2.2.2 HNon-AID Documsntation

All non—-AID acquisition =zervices during FY 1527 will be oriented,
az usual, toward the continual achievement of a close interaction
between AID and DIHF. 0Our acquisition goals remain the prompt

. procurement of all commercial materials, serials and other

- non-AID publications as well as any special services required,
i.e.,, printformats, special queries, and printouts for both the
#ID library and the Office of Population. Alsc, two additional
tasks for FY 1987 will pe implemented.



The first effort will focus on the procurement of the follewing
two documents zingled out for purchase by the AID direct-hire

Ilibrarian for FY 1937: National Development Flans at an
estimated cost of $15,000, and Index to Internmnational Statistics
at an estimated coszt of $9,000.

ond actiwity will be the addition of non-AID acquisitions
dures to the Acquisitions Manual described above.
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.3 Frocessing

tion deals with the processing of documents which

=1

This =&
includs
. Cataloguing onte the DIS and using AACRII
rules for AlD-reports or commercial publications
. Abstracting and Indpx1ng
. Thesaurus and In:tltuflonal Authority file
mairntenance

(]

.1 Eataloguing

The Cataloguing Unit for most of FY 198& consisted of a staff of
zix persons -- three full-time and three part-time (30-32 hours
per wesk ),  One person supervises the Catsloguing Unit and is
responsible for the proofingfquality control of the DUCUMENT and

CATALOGUE databa=ze=z; one psrson catalogues non-AID commercial
documents; one person maintains the SERIALS databaze, and is
reszponsible for non-AID acquisitions; one person maintains INSTDS
and along with the other two remaining staff members dewvotes his
time to cataloguing, quality con+r01, and clean-up of AID
documents and records, '

Cataloguing of AID materials is divided between the DOCUMENT
datasbase (AID-supported documents produced since 19280 and AIDL
documents produced since 1978 both of which are fully catalogued
and microfiched? and INVRD or Inventory database (which corntains
older, lower—-pricrity AID documentation?., DOCUMENT records are
created from a possible total of 102 fields, entered according to
ARCRII cataloguing rules., A minimum of 10 fieldz are required,

The duties of the AID document cataloguers are not limited to
zntering records. Ancillary activities include zorting and
analyzing documents, discarding duplicates, and routing documents
to filming, abstracting indexing, and storage. Routing of

-t

catalogued documentsz requires an average of 3 person-days per

merth, Amalyzing documents for inclusion in the NTIS bulletin
and preparing them for shipment to NTIS takes 8-12 hours per ARDA
izsue., Searching the gecbureau databases for needed

documentation is zlso 2 function of the AID document cztaloguers,

c.3.1.1 FY 19856 fccomplishments

c.Z2.1.1.1 Aalbh Document Cataloguing

From October 1, 1985 through September 30, 1928&, the total number
of hours spent processing was 98532.3, This was 176 fewer hours
of procezssing tham in FY 1985 and yet total proceessing into DOCRD
and INYRD increa=zed by 14 percent in FY 1986,

In FY 1386, the Cataloguing Unit processed a total of 5,107 AlD
- documents: 2,755 project documents and 2,352 technical
documents. The Scope of Work requires 2,500 project documents
{PDs) and 2,500 techricasl documents (PHs) to be processed each
vear of the contract, This fiscal year, 255 more project
documents were processed than required. The increase in PD



processing was primarily due to the efforts of the fAcquisitions
Unit to augment project intormation as well as from gecbureau
searching., Thare were 148 less FPNs processed than required,

Thiz represents a 2 percent deticit and was caused mainly by the
lack of awailability of CGIAR documents for most of the fiscal

wear,

This fiscal wear owr qgueue total of backloa documernts had a high
of 14,955 and a low of 2,257, A total of 6,859 documents were
pulled from the warchouse but because 55 percent were duplicstes,
non-&Ik, or mi=cellaneous the sorting of these documents gleansd
only 2,984 documents for INVRDP., Thizs was 1,516 documerts below
the INYRD goal, '

During FY 1988, processing guidelines wsre changed for ABS and
ChSS bibtypes., Prewviously, they were fully processed only if
they had been publizhed at least 2 years earlier, Very little
had, in fact, been processed. Since the AID library made both of
these readily awvailable to their clientele it was decided to
process them as soon as they were received. In addition, the
Acquisitions Unit sent their 2-year store of acquired ABS’ and
CDES’ for processing., A total of 508 ABE and 237 CDSS documents
were added in FY 1928, This represents an increase of 1900
percent for AES’ and 540 percent for CDSS’ from the total of what
was previously on DOCUMENT.

At the beginning of the fizcal vear the Cataloguing Unit acquired
the Ewaluation Library collection which consisted of 42 boxes of
documentzs., These w=re sorted and proceszsed over a 5 month
periocd, They glesansd not only documentz for DOCUMENT and
INVYEHTORY but also non-aIl material which waz sent for CDIEADI
review to be considered for inclusion in the AID library
collection. -

In May, the DIHF waz asked to process onto MicroDIS the
claszified documents housed in fourteen cabinets on the second

- flonr of SA-18 in Rosslun, An HP VYectra was installed (and later
replaced by an IBM PCJ in Room 206, SR-18 along with the
cabinets, In June, after the cataloguing guidelines for MicrobDIS
were completed, the cataloguing and indexing of the classified
documents besgan., Work on the project averaged 428 hours per week
between tuwo cataloguers, By the end of the fiscal vear, the
processing of five cabinets was completed, A total of 1,209
documents were entered into MicroDIS. ' ~
The processing of PIDs changed in order to make current PIDs more
accessible to the research staff and to improwve coverage of

" project information. PIDs for which no approved design document
existed on the DIS were used to write a project overview for
PROJECTS., Those over a vear old were placed in Paper Copy
Library and thoze under a yvear old were placed in the Annex to
the Paper Copy Library (for quick retrieval.,) PIDs of any date
for which an approved design document existed on the DIS had a
record placed in INVENTORY and were shipped to the warehouse,

The bibtype, “AID Supported Study’, was assigned to all 10,000
records from the RRAND databsse when it was added to DOCRD.
Since that time it has been an overused and very general bibtype.



Consequently, thers were more than 14,530 records with the
bibtupe 62, In July, the bibtypes were revised and more
specific ones created that replaced, at least in part, some of
thesze generally aszsigned bibtypes. More than 500 records have
had their bibtypes changed from "AID Supported Study" to more
zpecific ones. )

fi total of & weeks in August and September were spent on the "S51
Boxes Project' as a result of the AID library’s inventory in
January during which no shelf list cards were found for an
accumulation of S0 boxes of documents, These documents were
pulled from the sh=lf a2t that time and stored until July when
morey waz allocated to the DIHF for rectifving this situation,

In August, abstractors, cataloguers, and acquisition staff warked

on the project, In September, the cataloguing and acquisitions
staff worked together to search for main entry cardes and create
shelf list cards. The Cataleoguing Unit alone worked 288 hours in

the library on this project during August and September.,

Z:3.1.1.2 HNon-AalIl Documsnt Cataloging

During FY 198&, 654 non-AID commercial documents were catalogued
and processzed into the CATALOG databaze. OFf this total, 226
documents were ordsrs, 222 were gifts, 92 were retrospective
reference and 131 were backlog qgift items, In addition, 101 call
numbers were assigned to AID-sponsored documentz and thus were
added to DOCRD database. Processing into CATALOG increased by 23
percent over FY 1985,

In dune and July of this fiscal vyear, a tormal Bibtype Committes
met to discuss and revise bibtvpes., A major effort was made to
consider more non-AIl bibtuypes primarily for AID mission use. @as
a result of these meetings, a number of changes were recommended
and ultimately approved., Little used or unused bibtypes were
deleted such as Quick Reszponze, Tailored Response, Simple
Responze, Title XII Project Document, Economic Analysis
Abstracts, Task Force Report, Working Paper, and Knowledgeable
Individual/Groups., EBibtypes were added for Concept Paper,
Program Assistance Initial Proposal (PARIP), Case Studies,
‘Handbook/Manual, and Mon-AID Program/Project Design Document,
Several changes were madse: AID Discussion Paper was changed to
Dizcussion Paper; Rezearch Study waz reactivated to Non-AID
Research Study; the bibtype Annual Report was changsd te Annual
Report/Yearbook tand Yearbook was deleted).

Also in June, due to lack of space in the AID library it was
decided not to procezs the 135 boxez of backlog non-&ID documents
in storage at the DIHF. All of these documents were considered
dated material =zince they were all published prior to 1982, They
were donated to a mon-protfit resource center,

C.3.1.2 Goals ¥or FY 1987

c.2.1.2.1 RAID Document Processing

Al document cataloguing targets are again set at 5,000 records
for DOCUMENT <(2,56G0 P’z and 2,500 PFMN'=s> and 4,500 records for
INVRD, Ewery effort will be made to meet these goals. Although



the total amount of AIDF document processing increased by 14
percent with 178 fewer hours spent on processing than in FY 1385,
we will need at least the zame lewvel of staffing as in FY i956
for the coming fiscal wear to achieve the goal for PN= and Fbhs
and to approach the INVYRD goal, In order to mset the goal for
INYRD we will need a full-time library technician added to the
processing staff. The library technician would work sclely on
sorting backlog deocuments and entering non-duplicates onto INVRD,
only then will we be able to increase the amount of time spent
proce=szing backlog documents and thereby increaze the number of
documents praceszed into INVYRD, -

At major goal for FY 1987 is to complete the Classified Document
Project in Rosslyn, There are nine remaining cabinets to be
processed, Each group of documents, =.g. the Ohly Reports and
the Marshall Flan documents, will be judged independently to
determine whether they =hall be indexed and, if so, to what
extent, i.e., minimal or full indexing,

fi= a second goal for the upcoming vear, we recommend adding the
118 boxes of second copies from the AID library to our queue and
processzing them., These boxes consist of AID produced and
tIb-zponsored documents and will provide numerous documents for
INYRD,

An additional goal is to resolve the remaining B-rumber records.
These records include a significant number of recordsz for
non-priority bibtypes: 304 end~ocf-tour reports, 25 Congressional
Presentations, 23 bibliocgraphies, 82 undifferentiated reports,
and 15 miscellanenus design documents -- tetalling 455, In
addition, there are 599 B-number records with call numbers., UWe
recommend seeking AID's approval to obtain these documents from
the AID library. This activity was also a goal for FY 1988 but
time and priarities precluded wark on it, In FY 1987, resclving
the B-number problem will be done as time amd priorities allow,

£.3.1.2.2 CATALOGUE Database ¢non-AlD Documents)

The goal for FY 1987 is again set for processing S00 commercial
and non-AID documents for inclusion in the AID library. Houwever,
processing is expescted to exceed this target by at least 100,

This is expected to come from orders, gifts, and a few backlog

gifts. An increase in ordering is expected in FY 1987 as a major
effort on the part of the RID library to augment their collection
with current material, Thesse shall be processed promptly upon
receipt,

figain, the possibility exists that the conversion of the AID
library card catalogue will be approved and {tunded for FY 1987,
It is our intention to provide support for this activity.
Houwewer, adequate rescources are not awvailable at this time., QOur
procedure=s and guidslines would need to be revised to reflect a
change in prioritiess.



C.3.2 Abs tra;tan'lndhw1nq

£.3.2.1 FY¥ 1986 Accomplishments

C.Z.2.1.1 Buantitative Accomplishments As Measured Against
Targets

Targets were to:

C17 FPrepars 1 500 DIHF-gererated absztractz, including 300
projects (200 dated from 1984 onward, 1UU dated prior to 19845
and {1,200 evaluative and technical documents {(the latter to
include 100 techrnical documentz for a farming svstemsz research
bibliography - FSRE?, :

{2y Edit 200 AlD-supplied abstracts,

(32 Index only a combined total of 4,300 project and technical
documents

Overall, accomplishments exceeded targets., A total of 1,549
DIHF-generated abstracts were prepared. This included: 299 new
projects (190 from documents dated from 1984, 109 from documents
dated prior to 19845, 100 project amendments, and 922 ewaluative
(5363 and technical (446> documents, the latter including the
targeted 100 abstracts tor the FSRE., While the combined total of
evaluative and technical abztracts waz thus 212 below target,
this shortfall was compensated by the editing of 344 RID-supplied
abstractzs, 7?5 percent owver the target number; of these, 143 were
Congressional Presentation abstracts added to the PHGJtLTH
database only,

The target number of documents to be indexed only was also
.s=urpassed, It should be noted, however, that the monthly
statistics for indexing only were artifically inflated due to tuwo
factors:

{13 Confusion during data entry (for the months of March, Qprll,
and May)? of DOCRD Field 650 (Date indexed only) data with
reindexing data;

(2) Failure to take into account in computing Field 630 the lag
in m=an time betwesn documents abstracted and documents indexed
only,

fAn end-of-year search to correct these errors found that a totsl
of 4,400 project and technical documents had been indexed only -
lezs than coriginally reported, but =still in excess of target.
Future monthly reportz will remedy these problems by subtracting
from the monthly total in Field D&S0 (Date indexed enly) the
monthly total in Field DY00 (Date processing completed) as well
az the monthly totzl in Field DEB0 (Date abstracted’,

It should also be noted that the carry-over of a backlog of
documents from the previous fizcal year made available for
abstracting and indexing a total number of documents in excess of
the 5,107 processed by the Cataloguing Unit during FY 1986,



¥ 192¢ production lewels were accomplicshed despite reductions in
fibstracting Indexing (AAIl) staff and other interruptions {(see
£.3.2.2 below?,

C.2.2.1.2 Other FY 1986 Accomplishments

i. Improvements in internal procedures

a., Procedures were dewsloped to clarify the processing of
ARDA and special bibliography abstractz, NE Bureau
abstracts, audit reports which provide only financial
information, and PESFES facesheetz which lack preoject
information,. '

b. In line with a contract requirement, procedures were
developed to increase the use of AID-supplied abstracts by
relying on executive summaries of evaluation and technical
documents,

2. Improved coordination

M:eting: were held and procedures de»vloped to clarify,
increase, and improwve the AAl staff’'s functional relations

with the RSSA resecarch staff and with the DIHF ‘s Cataloguing
and Acquisitions Units.

fad

Reduced document processing mean tims

Abztracting and indexing mean times decreased to their lowsest
levelz since the beginning of the DIHF contract in 1931, In
regard to abstracting, mean time decreased to 68 days in July,
Just short of the &0 davs projected in last year’s report,
although the figure rose after that due in part to reasons
noted in C.3.2.2 below. Indexing mean time fared even better,
declining to 17 days in May and not rising above 24
thereafter, against a target of 30,

4, Participation in task forces

a. At the requezt of the Contract Monitor, A/ staff worked
with Chris Wolter of CDIEADI and DIHF Cataloguing Umit
staff teo discuss problems with bibtupes, ezpecially the
apparently excessive number of Bibtvpe 62°s on the DIS, and
helped form specific recommendations for revising the DIHF
Bibliographic Code List. In support of this effort,
several hundred document records wsre analyzsd and
almost 500 former &2°s were changsd to other bibtypes,

b. Alsn at the request of the Contract Monitor, the A/l
Supervisor and the Cataloguing Superwvisor jointly prepared
and submitted to the Contract Monitor recommendations and
detailed guidelines for precessing PID's and draft
documents,

£.3.2.2, Problem fAreas

1. The projected condensation of the DIHF Abstracting Guidelines
into a short manual for use by AID offices in preparing



author abstracts for submizzion along with documents failed to
materialize fully, On the positive side, the Guidelines were
updated in accordance with recent procedural changes and an
information package wasz developed tor the Auditor General’s
office explaining and giving examples of a simple method of
preparing author abstracts for inclusion in audit reports,

2. There was a reduction in A/l statf caused by funding
shortfalls, resulting in the losz of tuwo part-time abstractors
and the failure to replace a full-time ARbstractorAfissistant
Editor who reszigned, 0Other problemz included the losgs of &
dawvz in abstracting time to the "50 Boxes Preoject" and the
burden placed on the A-SI stati by the noise and other
disruption causzed by the lengthy remnowvation of the DIHF
building in Chewy Chase.

During FY 1926, there was diminished document {flow.

After increasing to 1,430 and 1,438 in the second and third
quarters, respectivsly, the number of documents catalogued
(and so available for abztracting and indexings fell to 1,062
during the final gquarter, The steady decline in momthly
tetals (400, 351, and 311 for July, August, and . September,
respectively ) during this period makes the decrszase ominous.
Repeated questioning of Acquisitions and Cataloguing staff
indicates that the document flow will not increasze noticeably,

0

C.2.3 FY 19287 Goal=s and UObjectives

C.3.2.1 The Difficulty Caused by Staff Reductions in Meeting
Contract Targets and Possible Hew Targets

According to the contract, quantitative A7 targets for FY 1987
are the same as these +or FY 1986, except for an increase from
200 to 300 in the number of AlD-supplied abstracts to be edited.
It seems clear, howewer, that the two main problems noted above -
staft reductions due teo funding cuts and diminished document flow
- will make these goals difficult, if not impossible, to achieve.

To meest contract goals, the A/l staff will be required to add to
the DIS, on a monthly average, 150 abstracts (125 DIHF-generated
and 25 editings of AlID-supplied abstracts), as well as 358
documents indexed only. This will require a monthly average of
at leazt, if not more than, the Cataloguing targst of 41¢&
documents - well above the 356 averaged during the fourth quarter
of FY 1986 - a problem compounded by the reductions in A4l statf
caused by the FY 1932& funding cuts. « Finally, there is a grouwing
possibility that in FY 1927 A.I.D. will require the DIHF to
process program—level materials,

€.2.3.2 Projected F¥ 1937 Staffing Levels and Targets

Currently, the AAl Unit has the aquivalént of 4 1/2 staff members

{3 full-time and 3 part-time emplovees’y., Projected staff
allocation by function during FY 1987 iz as follows:

a. RAbstracting: ' 2 1/74#
b. Indexing: ) 172
c, Editing: . 78



d, Document Frocezsing: 248

2. Transmitting 174
. Supervising: i/4
TOTAL 4 1/2

# down from 3 1/2 for FY 1986,

Aabstrackting

At these staffing levels, we estimate that the A/ Unit can
produce a combined total of about 1,300 DIHF-generated and
All-supplied abstracts, some 500 short of the overall target. s
believe that we could largsly, if not perhaps totally, overcome
thi=z shortfall if AID:

{a) adds a part-time abstractor to the A/l staff; and

[/

(b> adoptz the proposals recently forwarded to the Contract
Monitor for reducing abstracting time.

Key elementz of these propozalz are to bazse the abstractz of
de=sign documents on the Summary rather than the Detailed
Dezcription and, except for CDIE impact evaluations, to cease
abstracting special ewaluations not attached te & FPESAES., It
should be made clear, however, that merely adopting the
above-noted proposals, without increasing the A/l staff., would
reduce, but in no way eliminate, the projected shortfall in
abstract preoduction, although it would preobably eliminate the
recurring document backleog and thereby allow the A/l staff to
attain the contract target for abstracting mean timez (the figure
for which rose, asz noted abowe, after the mid-FY 198% staff
reduction?,

To mest FY 1987 abstracting targets and also process
program—level documentstion if required, it would be necessary to
adopt the abowve proposals and add a full-time abstractor to the
statf. The alternative would be to revize the target for
abzstracting downward.

In discussing additions to the A4l Staff, we propose:

{1) increasing from 172 time to 374 time a present staff menmber;
and/aor ‘

(2) reactivating one or both of the part-time (15 hours a week)
abstractors who were retired last June as a result of the budget
cuts. '

Whether or not either or both of these individuals, both of whom
have high production levels, would in fact, return if invited is
rnot certain, although the chances seem good in at least one case.

Indexing

The FY 1987 projection for documents to be indexed only depends
on the number of documents received, Due to the reduced document
flow noted above, one of tweo part-time indexers has been
temporarily retired, dAdding to the work of the cone remaining



indexer the indexing done from time to tims by other staff
memberz, we project that 3,000-2,600 documents will be indexed
only during FY 1927, between 700 and 1,300 short of target.*
Thizs shortfall can be owercome, however, by an increases in
document flow., If document flow were increased, we would
reactivate the second part-time indexer, who, as an independent
contractor {(for CSG), i= willing to provide as many hours as
necessary., '

# There is an unresolved discrepancy in the A/l targets as stated
in the Statement of Work: on ons hand, the total number of
dozuments to be cataleogued annually throughout ezch of the 5
yzars of the contract is 5,000 [2,5380 PD'=s and 2,500 PH'sl; on
the other hand, the total number of itemz to be indexed only for
each of the 5§ years is 4,200, To this latter figure must be
added 1,500 DIHF-generated abstracts for each of the 5 vears,
plus, incrementally, from 100 to S00 editings of AlD-supplied
abstracts,. for annual totals of 1,600, 1,700, 1,800, 1,900, and
2,000 abstract=s., Thus, by the final contract wvear, the A/l staff
will be required to produce a combined total of €,300 items -
while still receiving only 5,000 documents. The use of
Congre=zsional Presentations to prepare abstracts for PROJECTS
clearly cannot compernsates for this discrepancy. As already-
noted, the existence of a backleog of documents allowed us to
produce in FY 1985 a total number of items greater than the total
delivered to us by the Cataloguing Urit. The emerging trend in
document flow indicates that such backlogs are a thing of the
past,



Thesaurus Maintenance
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aular Thesaurus maintenance operations continued during FY
.. Highlights of activitiez during the yzar include: two
aurus Review Committes meetings; acktion on management terms;
vancements to the alphabetical display; and distribution of

update pages.
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2.1 EY 1926 Accomplishments

C.2.3.1.1 Thesauruys Maintenance

The Thesaurus Review Committee met twice {(MHovember, 1925 and
April, 19858» and reviewed a total of 75 suggested Thesaurus
changes., In addition, the DIHF and DI Thesaurus Coordinators met
in October 19285 and April 1926 and reviewed a total of 163
suggested changes from USAIDACairo. As a rezult of these
reviens, 58 terms were added to the Thesaurus, 3¢ were deleted or
replaced, 5 scope notes were added or revised, and ¢ forbidden
terms were added. In two instances, approved changes
necessitated major reorganizations of portions of the Thesaurus
tiierarchy,

When the Committee chose not to approve a new descriptor, it took
one of two actions, either

Ca’ indicating existing terms (or combinations thereof) that
should be used instead, or

{b>» indicating that the descriptor could be placed in the
identifier field where its use would be tracked.

Fourtezn such suggestions are currently being tracked,

As an immediate responsze to information received concerning
PPCACLIE ‘s F¥Y 198& evaluztion emphases, the term “"Project
sustainability” was added in December 1985,

PPCAPDPR conducted a Thesaurus review during the summer of 1936
and suggested several new descriptors; these suggestions were
reviewed at the Fall 19236 meeting,

In all, 144 suggestions for Thesaurus changes were received
during FY 1934, Host of these suggestions came from persons
using the Thesaurus for indexing, rather than database searching.

C.3.3.1.2 Reindexing

Following each Committee meseting, document and project
descriptors were examined thtough global search strategies and
appropriate reindexing was performed. Ssveral hundred records
- were partially or whelly reindexed during FY 1986,

Further, the indexing of 225 OPG and DPG design documents was
reviewed to ensure that an appropriate descriptor indicating a
PV0 project was present; where lacking <(in about 50 percent of



ecords?, the descriptor was added in both DLOCRD and PROJRD
= .

£.2.3.1.3 Thesaurus Ernhancements

8t the request of reszearch staff, a new field - DATEAD - was
added to the WIRDE dztabase to provide a record of the dates on
Uhth specific descriptors were added to the Thesaurus, This

field was added to all descriptors approved during FY 1986, The
print format for the alphabetical Thesarurus display was modified
=0 that date-added imformation will be available in future
updates and hardcopy editions,

£.3.2.1.4 HMarmagement Terms

The management terms issue was addressed by the Committes in its
485 meeting; an updated list of 12 management terms suggested by
recsearch and reference staff was reviewed., The Committee decided
that whenever poszsible these terms should be added as Thesaurus
descriptors, rather than as management identifiers. Thus, eight
of the suggestions were added a= descriptors, and three az
management identifiers,

.3.2.1.5 Identifiers

As a result of the Committee’s action on management termsz and its
decision to do some long-term tracking of proposed descriptors,
-the ldentifier field iz being increasingly used az a tonl for
database searching., Further, the variety of IDENT poztings has
increased drastically because one of the new management
identifiers iz a generic quantity - the namesz of specific
implementing organizations, In respornse to these changes,
maintenance of the ILDENT fields in PROJRD and DOCRD has been
stepped up. Postings are reviewed monthly to ensure that the
.names of PY0’s and other 1mplement1ng bodies are entered in a
consistent manner.

C.3.2.1.6 Publicationz and Information Disssmination

Due to AID funding reductions, the Thesaurus was not republished
in toto in FY 1985, Inste=ad, update alphabetical display pages
{including all terms added, deleted., or modified) were prepared
and distributed, These pages included the date added for all new
term=, and in the case of deleted terms, indicated which terms
should be used instead,

Several other information disssmination actiwvities were also
conducted., After sach Committes meeting, a memo outlining in
detail all actions taken by the Committee was distributed to
indexers, researchers, reference staff, and other Thesaurus
users, Lists of identifier postings were distributed to research
and reference staff, Periodic memos were addressed specifically
~to indexers, e.g., a memo highlighting PPC/CDIE 1986 evaluation
emphases, and dissemination of an AID cable ocutlining the
Agency ‘s child surviwval activities,

Requests for Thesauri yere received frequently over the year,
Those from AID persornel and from others approved for {free



distribution were filled promptly., In all other cases, a letter
supplying ordering and cost information was sent,

Loy
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2 EY_§98¢ Plans

Goal: To continue to maintain the AID Thesaurus az a valuable
tool for retriewal of development information.

C.3.2.2.1 Thesaurus Maintenance

Meetings of the Thesaurus Review Committze will be held as often
as neceszary to permit timely review of suggested changesz, The
first meeting has been scheduled for October 1987

In addition, since the Thesaurus haz now been in use for tuwo full
vears, a postings review will be undertaken during the first half
of FY 1987, Focusing on terms with none or very few postings,
such a review should help to identify:

(a» terms which are too specific for the development information
being processed at the DIHF, and

(b terms which are pertinent to development literature, but are
possibly being overlooked by indexers,

An attempt will also be made to evaluate the use of overly broad
terms, e.g., transportation, population and demography.

Results of the Committee meetings and the postings review will be
disseminated widely

3.3.2.2 Publications

Fundimg permitting, the Thesaurus will be republished in FY 13&7,
Serious conzideration iz being given to publishing in a2 looseleaf
format, to facilitate the incorporation of updates directly into
the body of the Thesaurus,



.4 User Serwvices

The functions of the User Services Unit are to respond to
document orders gensrated from a number of users including;
AIDAW, USHID, AID Contractors, PYD's, and the general public; to
maintain the mailing lists and coordinate the distribution of
bulk publications for seweral AID usersz; and to maintain the
inventory of both original documentzs and bulk publications in
cooperation with CUHSI warehouse,

C.4.1 FY 1986 Gosls and fAccomplishments

c.4.1.1 tn Demand Orders

FY 193& goals set forth in the Statement of Work are:
a) Fill 1,167 Priority I reguests per month <14, 000/vear,
by Fill 250 Priority Il requestz per month (3, 000 uzar ),

c)» Fill 583 Priocrity est=s per month (7,000 vear),

During FY 1986 a total of bn-demand orders were received
and processed., {(See Sectiond tor detailed statistical report.>
Each order was recsived and entered onto the ORDERRL database.
Charge= were calculated whare appropriate, the documents uwere
produced, mailed, and the finished paperwork filed. All orders
are categorized in order to meet with AID standards; (i.e.,
priorities I, II, and I1IIJ. User serwvices processedéiiiizi>
Priority I requests this vear showing a 120 percent Qnocréase ower
the expected volume of 14,000, The volume of Priority II requests
also showed an increase of 455 percent over the expected volume,
Pricrity II1 requests decreased by 10 percent,

The DIHF acquired a Minolta RP505 reader-printer in the end of FY

1986, The Minolta does not produce documents as quickly as the
Kerox 970 blowback., It does, however, provide a higher quality
optical capability., The unit also includes a microfiche viewer.

These featurez allow the operator to view the frame before it is
printed and inzure that it is properly aligned and focused. The
optical feature allows the operator to make clear, readahle
copies form fiche which would othewize be considered
unreproduceble on the 970, The RP505 will be helpful in
reproducing poor source documents,

A heightenad emphasis has been placed on mission orders., Mission
orders are now "tagged" az soon as they arrive in the afterncon
and the order is produced as soon as possible., The orders are
ready for proofing quickly and are rewveiwed by the User Services
Supervigor and by the PPCACDIE Guality Contrel Officer. Although
every effort is made to send a clear document, we are still faced
with problem documentz dus to the condition of the source
document. UWe look forward to using the RF505 reader-printer to
provide the best possible document for distribution to the
missions,



In some cages when a readable copy of a document cannot be found
at the DIHF, the original must be retrieved from the COSI

warehouss, During this year, as a direct result of a manual
inventory conducted in Januwary, The DOCRD databaze was modified
to include mot only box numbers but also warehouse location
numbers., This a2liows User Services a quick retriewval mechanism

and inszures that boxes are replaced properly. Warehouse locations
are alzo entered for all bulk publications stored in the
warehouse,

information in DOCRD, several

in FY 1988, @A Z-part invoice wasz
tate the tracking of NON-AID
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incorporated in FY
crders,  Further changss hawve been made during FY 1284, The
invoices now include a pre-pavment statement for orders over
$30,00 and a reference to the order number so that pawvment can be
credited as quickly as possible. The document chargss are now
calculated by the computer so that orders can be processed more
efficiently., In addition, the document identification numbers
are printed in sequential order for ease of production., These
changes have helpad to streamline the production of NON-AID
orders and will reduce recovery time in case of equipment
failure.

User Services has alzo employed a tracking mechanism for orders
gzn=rated by the Farming Systems Biblicgraphy, ARD& and other
publications., It i=s now possible to dets=rmine how manv orders
were produced as 3 result of citations in warious publications,
This mechanism will prove to be a us=ful tool in determining the
impact of our information products,

Some phvsical changes have also taken place. In late July, a
remodeling scheme was set in motion., 6@As a result, the Uszer
Services production area rzalized a more logical workflow plan.
Other phases of remcdeling will take place in the coming months.

C.4,1.2 Bulk Mailings

The DIHF was responsible for ccordinating several bulk
distributions during FY 1986, The mailing lists involved were as
follows:

ARDA - Aproximately 7500 recipients of ARID Resezrch
and Devleopment Abstracts,

EVYAL - Approximately 1200 recipients of PPC/E
publications

Approximately 3000 recipients of Farming
Sustems Bibliography

T
o
X
X
|

POPULATION - Approximately 66 recipients of S&T/POP
Journals,

There were two distributions of ARDA this vear in May and
September. The distributions consisted of 7282 and 7513
addressees, respectively. The DIHF produced mailing labels,
procfed and catagorized the labels, obtained envelopes and



arranged for delivery, The laber and delivery of completed
packets to the Postal System was coordinated with an ocutside
mailing serwvice,

Thz RECIPRD database haz been designated to manage all special
mailing lists., Extermnsive research was done in order to compile a
complete user profile, This allows the DIHF to maintain the
mailing ligts without duplica+ion of records. Lateral
mairntenance iz =till being done in REGUESTRE and RECIPRD with
regard to the ARDA mailing list in order to preserve the
intregrity of all thsz records invalwved.

During FY 1984, the DIHF assumed the responsibility of
coordinating four EVAL distributions., Thiz responsibility was
under*aknn at the request of CDIE in order to improve service to
their userz., The ma2ilings tocok place in December 1985, April
1986, Hay 1986, and August 1986, Each distribution was targetted
to specific user groups with regard to subject interest., (see
attachment for specific quantities)

The DIHF coordinated four FSREB mailings. The first large
distributicn in February 1986 vas completed by an outside mailing
service., All other distributions were completed in house. (see
attachment>

In addition to "custom aszembled" bulk mailings, the DIHF
maintains the monthly distribution of the Population Journals.
Each month an average of 300 Journalc are mailed to some 66 USAID
and AIDAW recipients

c.4.,1.3 Inventory Management

In January 1986, a manual inwventory of the Gaithersburg warehouse
was conducted. The warehouse locations of all materials were
recorded and an effort has begun to update DOCRD to reflect this
information, The first phase which inveolved identifying
locations for "W" and "P" boxes was completed this vear with
support from the Svwstem Development Group., Other warehouse
materials are being reviewed and sorted for updating.,

In an effort to maximize warehouse storage space, 44 pallets of
our oldest materials were destroyed in June, This action was
approved by PPC/CDIE. The released storage space is now being
used +or new materials, As new materials are compiled, they are
assigned a warehouse location and DUOCRD is modified with the new
information,

c.4.2 FY 1987 Plans
c.4.2.1 Un Demand

filthough the User Ssrvices section has increaszed in efficiency,

- our goal for the coming year is to maintain that efficiency level
~while improving the quality level, UWe are presently evaluating
the production cycle to assess its effects on the output eof
document otdersz, A partial remodeling took place in July to
eliminate unneccessary steps in ordzr fulfilliment. Further
remodeling plans include employving a workstation methodeology for



the work area. This will help track the processing of an order
and zliminate careless errors,

another area being considered for redesign is Master File
Management, At present much time is spent retrieving master file
materials which are frequently requested., The DIHF will begin
"taggaing® those documents which are presented in ARDA and the New
fgoquisitions Lists, These materials will be stored in the Uszer
Services area for gquick retrieval, Multiple copies will be made
of thoze documents which are ordered most often.,

Mission orders will continue to be anm area of emphasis., The
acquizition of the Minolta RP 505 has made the possibility of
improving the quality of mission ords=rs a reslity. Opsrating the
Minolta is time consuming as it can only print one page at a
time. User Servicez would like to utilize the Minolta for
proces=sing all mis=zion orders to insure optimum quality; howewver,
a full-time operator i= needed due to the volume of miz=sion
orders we receive,

During FY 198& several zystem changes were made., We plan to use
the computer system to further streamline order fultillment. e
have experienced an increased interest in standing orders and
deposit accounts, We plan to employ a tracking mechanism for
standing order customers., Plans include a monthly printout of
documents being zent for standing orders and the online tracking
of funds for deposit accounts. These procedures would apply to
the tracking of standing order ARDA recipients as well az the
recipients of the Microtfiche Index,

Cost recovery haz been & matter of cancern during the past year,
A preliminary analysis of postal costs revealed that a number of
factors must be considered before any effective changes can be
made. The DIHF will make a further analysis in FY 1887 to insure
the changes made will most effectively offset current postage

expenditures, In addition, an analysis of "No Charge orders
will be conducted in order to identify production costs with
regard to users who treceive documents free of charge., This will

better equip us to assess our production processes and needs,

C.4.2.2 Bulk Mailing

The distributions undsrtaken this year required a great deal of
time and planning. The factors inveolved in compiling materials,
personnel, and the time spent in actual production are expenzive,
Ueer Services iz now akle to compile an estimate of the costs
which will be incurred for specific mailings. At present, much
of the production work ha=z been done by the DBIHF staff. This
procedure, however, is not-cost effective considering the volume
of regular orders which must be processed., A cost estimate
should be compiled for esch bulk mailing and compensation should
be made for additional personnel, This will insure that both the
special mailings and the regular orders continue without
interruption.

C.4.2.3 Inventory Management



The Inventory Management goal for the coming wear is to make more
efficient use of the warehouse space and to push for ceontinued

reduction of materials requiring storage., On many occaszions we
must retrieve materials from "W" and "P" boxes which are stored
in the warehouse in locations that are difficult to reach. @A

rearrangement plan iz being considered that will place more
frequently requeszted and more recent boxe=s in more convenient

location=. A rotation of PPC bulk publicationz is also being
‘considered,. These publications should bes placed in the same
general area in sequence froem newest to coldest., Finally, a

review of old materialz should be conducted to determine what
should be destrowved., The remaining older materials should be
placed on the top slots as they are =seldom ordered,

The abowe-mentioned goals will insure a more efficient method of
storage which will clarify procedures for User Ssrvices and make
retrieval eagier for warehouse persaonnzsl,



£.5 HMicrographics

ask Summary

The DIHF Micrographics function includes providing all staff,
equipment, tacilities and =zervices nseded to generate and
distribute microfiche copies of documentation resulting from
#llb-funded project and program activities, The documentation is
provided to the Micrographics Section freom two sources: DIHF
Cstaloguing (Insztituticonal Memory: Program—funded) and AID
Bureaus {Agency Records Management: ‘DE ‘=Ffunded)., Thew are
prnre,_cd separately, by source, The =zpecitic taszks relating to
processing of each type of document include:

a, preparation of documents for conversion %o microfiche

. creation of micrafiche documents according to established
production gquotas or schedules

c. performance of guality inspection to ensure that all
fiche comply with s=ztablished specitications

d. reproducticn and distribution of diazo duplicate
microfiche tor All-specified, standing order and
on—-demand recipients,

During the fiscal year, all of these tasks were substantially or
completely accomplished according to Statement of Uork
specifications,

The procedures required to accomplish these tasks wvary according
to the source of the documents, Such variations affect '
conver=sion turnaround time, microfiche title creation and
duplication volume.

C.5.1 Institutional Memory CIMD

C.5.1.1 EY 1986 Goals

FY 1935 goals proposed in the FY 1985 Annual Report were:
a, film approximately 5000 documents

b, improwve quality control procedures for filming and
storing microfiche

c., continue to integrate processing and filming procedures
of Institutional Memory and fAgency Records Management
operations

d. continue to refins operations to accomplish tasks within
fimancial limitationz: monitor throughput volumes for
indicationz that additional rezources are needed

rezpond to {(damand) requests for approximately {3500
microfiche duplicates distribution w1+h1n the appropriats
time frame i

m



1.2 EY_1985 fccomplishments:

1. MHMicrofilmed a totzl of 4903 documents for HID—:upported
activities including 234 documents microfilmed through
Agzncy Records Marmazgement (ARM) activities., The 4669
documents filmed in the IM format required 6570 fiche and
371,545 frames; & level consistent with prevxouq year s
performance,

This total, compared with the FY 1923 total of 4444
documents, represents an increase of 10 percent which was
achieved using slightly fewer resources for document
preparation., Ths proximity of the actusl vz, target
production walidates the annual goal of S000 documents,
The shortfall is due to the lack of awailable work
attributable in part to the wvolumes of documents deemed
"mot filmable” due to poor quality of the original copw
and of documents acquired through ARMN activities,

Mo

3. {Qur monitoring of production throughput indicated that no
additional resources weare needed this year, Accordinglw,
resources used for document prppara+1nn were lower than
tor FY 1985

4, Improvements in microfiche quality were cbtained through
a combination of personnel, practices and equipment., In
November, a new micrographics technician was hired with
over 7 wears’ experience in micrographics., Several tools
for film handling and inspection were purchazed and
procedures for their use implemsnted., As a result,
quality defectz z2nd inspection resultsz are brought to
the attention of management and the filmer service
bureau more quickly and preventative or corrective
adjustments made,

5. Routine User Services requests for diazo duplicate
accounted for about 2,000 of the total fiche d:strlbuted.
In addition, approximately 20,000 PN fiche were
distributed to Peace Corps, 3,000 to YITA, 1250 for LOC
and 1500 in support of warious outreach activities
{including Islamabad and Quito», The 47,3%0 standing
order fiche indicated in the statistical tables indicates
not a decrease from FY 1935, but an increase; the figures
in the FY 1985 statistics are in error,

C.5.1.2 Additional Tasks Undertaken

-

Azsisted Acquisitions efforts by providing a staging area2 in
N% and coordinating the identification and deliwvery of 34
boxes from AAHE Bureau and T boxss from Africa/PD over the
vear,

Provided Guito with informstion about a local source for
repair of their fiche readersprinter equipment,

FProvided manpower to arrange claszsified document files in
support of cataloguing actiwvities

s



d. @an AID/Pest job was undertaken but was = 2
completion due to problems experienced by the USDA
subcontractor, :

Parformed a study of the fiche filez in 105 to determine the
feasibility of installing a2 fiche duplicator there,

m

f. Evaluated and recommended a reader printer to be 970 back-up.

3. Prepared a special collection of Africa evaluation documsnts
tor AFRADF to be updated on a quarterly bazis, -

h, Provided replacemert lenses for Pakistan and Haiti {iche
equipment.

i, Compiled a lizt of mis=zion microfiche equipment capabilities,

Jj:. Provided referral of bureau persannel to RR & S staff,

c.5.1.4 FY 1987 Goals

The contract requirement to film S000 documents and in SIP and
nutreach support
Charts;

F¥ 1987 Standing orders and Index distribution

C.0.2 fAgency Records Management

C.5.2.1 EY 1836 Goals and Accomplishments

The original Statement of Work called for the conversion of S&T
bureau documents to fiche and the updating of AANE, LAC, AaRA,
Contracts and S8&T fiche files., At beginning of the fiscal year
it wasz apparent that LAC and S&T would net be available for
conversion as planned, but there were plans to start the 8 month
LAC conwvsersion by January 1336, The LAC conversion started in
mid-fpril and was completed ahead of schedule in mid-fugust,

The estimated filming requirement as of October 1923 were;

Aactivity Eurecau’/0ffice Yolume of Documents:
' Projected fectual
converzion Lac 2,800 7,120
update Contracts=s 4,200 8,142
" A/NHE 5,800 &, 059
n AFRARA 2,400 1,972
n LAaC 1,000 0
" . AFRAPD 4,200 6,540
 mixed aRA, HHE residual 1.800 incl. above

Total 26,200 29,831



£.5.2.2 Additionz] Tasks Undertaken

=
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The Loan Files conwersion was begun in September: the first
production returns will be reported in FY 19237, The total
conversion is estimated to include about 11,000 documents.

f special collection of ASNE preject papsrs for AZNE/TRAENY
was maintained and expanded to include ower 200 inactive
project documentsz suhmitted by that office in August,

The wvariable dizstribution sustem developed for Asia bureau
was first expanded to include TRAEFE project documents then
replaced with a zwstem based on individual filesets as a
result of theA’HNE mergsr, '

I

special distribution for the Contractz Office encompassed
~zating & third set of microfiche to be distributed bu
ERAMO to the buresus’ central files., The fiche set
riginally created for the auditers waz dizcontinued and
esponsibility for it was assumed by the Contracts Office.

¥
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Mission Micrefiche: RAdditional materials were deweloped in
support of the program to include missions and posts in ths
records managsment "loop® for project documents, A brochure
describing the program was finalized and a new draft of
installationdusesge procedures was submitted for review,

2.3 FY¥ 1987 Goals

finmnish FM conversion bw March 1, 1987
begin &&T conversion by March 2, 1987
achieve regular updates for each file

ARA/PD datzabase merger
inter-buresu distribution database
front end enhancements

mi=sion outreach

Charts: Bibtupe study of updates

FY recap of monthly production
Annual comparison all FYs to date
FY 1937-89 production schedule

FY 19287 only production schedule
Total distributicon to date



C.5 Publications and Outreach

.61 FPublications

c.&.1.1 Acguisiticns Lists

Acquisitions lists are designed to inform users of current
materials recently added to the DIS, Hew fAcguisitions: Technical
Reports lists technical reports published in the last 2 years
that hawe recently been added to the DIS and New Bcguisitions:
Froject Descriptions provides project abstracts recentliy added tao
the RIS for ARID projects begun in the last 2 vears.

cC.6.1.1.1 FY 1986 fAccomplisthments

Hew Acguisitions: Technical Eeports was produced on & monthly
bazis, except for the last issue, which was combined for August
and September, for a total of 11 issues., Hew Acquisitions:
Project Descriphtions was producsed bi-monthly for a total of 6
issue=s, Beginning in Februyary 1985, both lists were produced
using a laser printer which greatly enhanced their appearance and
readability, '

At year end, 304 copies of HNew Acguisitions: Technical Reports
and 225 copies of Hew Acguisitions: Froject Descriptions were
being distributed to 25 USHID missions and 26 AIDLAW recipients.
CDIE personnel on TLY to warious Missions in FY 1986 encountered
~an enthuszsiastic reszponse to the lists, ‘

&t prototype of New Acouisitions: Mon-AID Documesnts, a list of
documents recently acquired by the AIDL library, was developed and
submitted to the AID library for review,.

c.&.1.1.2 EY 1987 Goals

Hew Acguisitions: Technical Reports and NHew Acquisitions:
Froject Descriptions will continue to be produced on a monthly
and bi-monthly baziz, rezpectively., EBi-monthly puklicationm of
New Acguisitions: HNon-8IDF Documents will begin in Nowember 1926,
A guide to citations explaining each data slement in a citation
mill be developed and included in all the lists.,  Qther
improvements wll be made 3= they are identified,

C.6.1.2 AlID Research and Development Abstracts

Qo

cC.€.1.2.1 FY 1985 Accomplishments

The FY 1986 forward plan called for producing four issues of ARDA
and for linking ths publication of ARDA by season to a quarterly
production schedule,

arbA Yolumes 12:2 and 13:1, each containing 150 abstracts, wzre
printed and distributed., Preparation of ARDPA Volume 13:2,
containing 100 abstracts, was completed and tupesetting was begun
at the end of F¥ 1986, In keeping with the concept of ARDA as a
current awareness publication, all of the technical documents
presented in ARDA in FY 19386, with a few exceptions, were



published in 1985 or 1936, Plans to link ARDA by season to a
quarterly schedulz were rnot carried out primarily due to delays
encountered a=z 2 result of the declining number of technicals
reports submitted to DIHF Acquisitions

In Maw 1926, a detailed briefing explaining the history and
status of ARDA was held for Paula Goddard, While the briefing
generated a few suggestions for improwvements, the consensus was
that ARDA continue to be produced as it has been in the past
albeit with amn exclusive emphasis on current materials and in
strict accordance with a gquarterly production schedule,

I\ﬂ’\

A guestionnaire and mailing list update was included in ARDA Vol
12:1 tfor all foreign recipients of ARDA. Data received from
returned questionnaires will be compiled and analvzsd and a
report prepared in early 1937, A mailing list update for all
domestic recipients of ARDA will also be conducted in 1937,

0.6.1.2.2 FY 1927 Goals

S

Problems encountered in obtaining a sufficient number of
technical reports for presentation in ARDA are likely to continue
to pose a challenge to producing ARDA on a gquarterly basis.

Planz call tor publizhing a double issuse, ¥Yolume 13:3/4, in
December provided that 200 appropriate technical reports can be

identified in time for processing. Yolume id:1 would then be
published in March, Veolume 14:2 in June and Volume 14:3 in
September for a total of four issues in FY 1987, The

Fublications Coordinator will work cleosely with DIHF Acquisitions
to monitor the number of technical documents obtained for
presentation in ARDA. All potential sources of technical
documents will be explored,

C.6.1,32 Bibliography ot Eeadings in Farming Svstems

£.6.1.3.1 FY 1986 Accomplishments

Volums II of the Farming Systems Support Project’s Bibliographu
of Readings in Farming Svstems, produced by CDIE in coopsration
with the Bureau for Science and Technologw’'s O0ffice of
Aagriculture, wasz publizhed in English, French, and Spanish,
Approximately J000 copies of the English version, 800 of the
Spanish, and 400 of the French were distributed, In addition,
all abstracting was completed for VYolume III1 of the bibliographw
and 3000 copies of the English version printed and distributed,

The DIHF acquired, catalogued, indexed, and abstracted materials
tor the bibliographies, translated abstracts inte French and
Spanish, and printed and distributed the biblicgraphies.

- Translations for the Spanish and French wersions of the
bibliography will be completed by the end of CY 1986 and the
bibliographies will be printed and mailed in January,



Volume IV of the bibliagraphy, the last volume, is scheduled for
completion in June 1987, It haz not been determirmed whether the
last issue will be translated intoe French and Spanish,

o.6,1.4 Special Bibliographies

cC.&,.1.4.1 FY¥ 1986 Accomplishments

Flans called for producing six special bibliographies on the
syubject areas covered by the initial ssries of CDIE‘s Project
Manzsger ‘s Reference Guides (PMRG}., For variocus reasons, the PHEQG
concept and the initial PHRG s were shelved indefinitely, #Ez a
result, only two draft special bibliographies were prepared;
these vercsions were rewiewed by CLIE but further action was rnot
zpecified, Due tn conztraints on staff reszourcesz, the
development of draft wver=ionzs of the four other bibliographies
was delayed,

(
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C.6.1.4.2 FY 1987 Goal

“ Giwven the difficultiez inherent in reaching a consensus on the
scope and utility of the special bibliographies as well as
limited outreach/publications resources, it iz recommended that
discussionz be held in early FY 1987 to review this contract
regquirement.,

C.6.2 Qutreach

C.¢.2.1 LCDIE Promotional Materials

C.e.2.1.1 FY 1936 fcconmplishments

A primary outreach accomplishment in FY 1986 was the dewvelopment
of a standardized, attractive information package describing CHIE
products and services. At the beginning of FY 198&, scattered
CDIE information materials were compiled imto a briefing booklet
for use by CDIE personnel in TRPY ‘s to USAID missions,
Refinements were made to the briefing booklet for each TDY. In
August 1925, the booklet waz revised to gncompass all CDIE
activities and to include input from each division and unit.
Finally, a briefing folder waz developed from the boocklet. The
folder listz CDIE contact points and containz one or more of 14
information sheets describing CDIE products and services, which
zan be combined to cover the specific intereste and needs of the
audience receiving the briefing. The folder hsd been used for a
number of briefings by the end of FY 1385,

c.5,2.1.2 EY 19287 Goals

The briefing folder iz designed so that feedback can be easily
incorporated into the warious information shests. Once the

- supply of printed folders is exhausted, the copy will be reviewed
. and any necessary changes made before additional copies are
printed,

C.6.2.2 1935 MINISIS Users Group Mesting

o




# primary cutreach asccomplishment achiewed in early FY 1988 was
preparing for and holdimg the 13985 Imternational MIMISIS Users
Group (MUGY Conference. The DIHF provided a wide range of
conference management services in support of MUG, which was held
at the Internaticrnal 4H Center in Chevy Chase, MD, from October
22 through Nowvembker 1, 1985. Lodging for many of the 150
attendees of the conference was arranged at the 4H Center;
aszistance in locating suitable accomodations was provided to
other attendees., In preparing for MUG, wvaricus MINISIS dataka
were developed to help manage mailing lists, accomodation lists,
conference inwveoicing, and other requirements., #&A directory
profilimg MINISIS installations arocund the world was develaped,
printed, and distributed. Much effort went into coordinzting the
HUS technical program and conterence logistics with ILEC,
FArrangements were made for the sinultanecus translation of MUG
proceedings into English, Spanish, and Fremch., Toursz of local
information institutions including the World Bank/IMF, the
National Agriculture Library, the Naticnal Library of Medicine,
the Library of Congresz, and the DIHF were arranged for MUG
attendses, Copies of all papers preszented at the conference wsre
made available, and in cassz where the supply of copies was
exhausted, names and addreszses were taken and the papers sent at
a later time., The conference is further evidence of the
expanding role CRIEADI is taking in international development
information networking,

s£es



C.7 Training and U=zer Education

The purpoze of the training and user education function is to
inform potential users about CDRIE s development information
services and resources, specifically the Development Infermation
Sustem (DIS), and to promote full utilization of the three
database management amd access sustems associated with the DIS

CMINISIS, dMenuDlIS and MicrollIS)., Three broad, complementary
arczs of activity are associated with the performance of this
functien: briefings on information zustemz reszources and
supporting DIHF services, training in systems wuse, and ongoing
communication with swstems users, ‘

C.7.1 EReguirements asnd Accomplishments for FY 19386

C.v.101 LConduct Briefings for Fotential Users

EBriefings provide an opportunity to inform the AID and
development community at large of the information svstems,
rezources and services that AID haz dewveloped and makes awvailable
through the DIHF, There are four target audisnces tor briefings:
GID direct hire staft, AID contractors, developing country
counterparts, and other development organizations, Contract
requirement=s call for one briefing per month (or 12 per vear’.

In FY 13886, a total of 12 briefings were provided, exceeding
requirements by sewen., Sixteen briefingz were presented to a
total of 40 AID staft and contractors from five mizsionsz
{REDS0O/EA, Ecuador, Haiti, Grenada, India, four bureaus (LALC,
S2TAEY, FYR/PVYC, PREAH)» and CDIE <(new RED and PWA contract
statf 2., One briefing waz provided to one developing country
counterpart (UNEP Library, HNairobki), and twe briefings were
provided to six individuals from other development organizations
CCIDA and JICAY., All briefings were held at the DIHF or DIHF
Annex .,

Host courmtry counterparts and individuals from other development
agencies were also briefed in the course of tuo conferences,
During the MUG 1985 meeting in Maszhington, DZ, fiwve participants
took the oppeortunity to tour the DIHF., Fifty participants at a
meeting of the Eurapean Association of Development Research and
Training Institutesz Development Information Working Group in
Brighton, England {(EARDI 1355) received copies of a briefing paper
on CLHIE information systems,

Twos mechanisms for identifying opportunities for future CDIE and
DIHF-specific briefings were also developed in FY 198€ with input
from the DIHF. Discussions with the AIDR Training O0ffice led to
an expanded role for CLHIE in that office’s New Entry class,
‘including both an owerall CDIE briefing and a hands-on workshop
using CDIE‘s information systems, rezourcez and services., A
matrix of other AID Training Office courzes was prepared and

- submitted to CLIE management., The DIHF also participated in the
work of CDIE’‘s Netuworking Committee, sseking to estabklish routine
contact with information units in AID missions and other AIDAY
offices, :



Nark# Ling of the DIS (and its associzted systems) as a CDIE

information resource has bzen identifisd as a key component of
the training and information program, bazed on the findings of
the Training Requirementsz study completed in FY 1985, In the

DIHF "= FY 1286 Forward Flan, coordination of this marketing
effort within the framswork of overall CDIE marketing and .
outreach programs waz therefore identified az an important iszue
to be reszolved (Segction C.7.32., As a CDIE outreach strategy was
rot formulated during FY 1928, a Contractor Coordination
Committes was initiated by the DIHF in order to prowvide an
interim mechamizm for coordinating briefings and contractor
zervices to end-users,

C.7v.1.2 Design and Implement Training Frogtram

The desi and implementation of the training program is the
purpose ot the training function., This actiwvity has four
sub-tasks: design training program, conduct training sessions,
develop training documents and user education materials, and
evaluate training program. :

1gn
o]

. 7.1.2.1 Design Training Frogram

The training program is required to provide three groups of AID
personnel with appropriate lewvels of skills in accessing DIS
rEEOUrces:

{1) decizien make~z and program managers

2 project desiopers and evaluators
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C.7v.1.2.2 CLonduct Training Sessions

Training must be targeted to the tvpe and level of use
anticipated by the individual. The most baszic level of training
provides an understanding of database content and simple
techniques for using the appropriate database management svysten
(e.g., MenuDIS or MicroDIS>»., Intermediate training prowvides
handz-on experience in more complex technigques in any of the
systems, while the most. advanced lewel of training is provided to
information specialists using either MINISIS or MicroDIS,

BEST AVAILAELE COFY



Contract requirements call for one training session and one
follow-up session per month, or a total of 24 sessions per vear.
For reporting purposzes, MIHISIS/MenuDIS and MicreDIS traiming are
discuszed separately,

MINISISMenuDIS: In FY 1926, a total of 33 training seszions
were conducted at all lewvels, including 23 initial sessions <8
uszing MINISIS, 15 using tienubDIS» and 10 follow-up sessions <5 in

MINISIS, © in MenulIS), Seventy individuals attended the initial

zessiong, while 14 participated in one or more follow-up
sessions, MWINISIS training included some sessions in all major
procezsors {GQuery, Index, Print, Entry, Modiftwd, For inmdividuals
accesszing MpnuDIH from an IBM or Wang PC, training alsc included
instruction in use of tslecommunications software to connect with
the DIHF cUmpu+=r and to download records,

MicrollS: In itz first vear of devzlopment, MicroDIS was

demoriztrated to 33 offices or agencies, including 9 AID missions,
& dewveloping country institutions or projects, 4 development
agencies, 8 AlIDAWazhington offices or contractors, 2 other U.S.
government agencies, and 4 universities, It was al=o
demonztrated to participants at two internatioral development
information conferences: the MUG "85 meeting in Washinmgton, DC,
and the EADI 1986 meeting in Brighton, England., The most
extensive training was provided at the primary MicroDIS test
site, the USAIDACairoe [Dewvelopment Intormation Center.

For a list of all sites receiwving MenulIS or MicroDIS training
and demonstration, refer to the Exhibits C.,7-14 and C.7-1CB}.

c.7.1.2.2 pDevelop Training Documents'and Materials

Training doacuments and user education materials were developsd in
FY 192%, as needed, to support the above sessions and
demonstrations, @& total of 15 different documents or materials
were developed or initiated during the vear. O0Of this total,
three were newly designed manuals (MenublIS Buick Reference Guide,
MenullI& Users’ Manual for non-AlD installations, and a MicroDIS
manual, including detailed Catalcguing Guidelines?, Seven uwere
documentation or packets to support training (MINISIS command
summaries and exercises, RERQIEST database packet, MicrobDIS
cataloging examples, MicroDIS and MenuDI3 HELP messages,
instructions for using telecommunications software, New Entry
intormation workshop plans?, and four were promotional items
(MenuDlS and MicroDlS descriptions/flyers, Brighton conference
paper and MicrolIS article for Frontliness.

One of the objectives stated in thn F¥ 1985 Forward Plan was to
zomplete a prototyvpe handbook designed to provide AID missions
with guidelines for e=+ab11=h1ng and operating a development
information center. UWork completed to date includes drawing
together information that haz besen provided to mission
information centersz in the past, and discussing potenmtial
handbock content with all AID mission information center
persaonnel briefed by the DIHF,

c.7.1,2.4 Ewvaluate Training Program




gt the end of FY 1986, a1l CDIESDIARLRS =taff were interviewsd to
determine their current level of expertize im using MINISIS and
their potential training needs. As both MenuDlS and Microllz
were in developmznt during FY 1985, evaluatian mechanisms were
zed primarily to elicit f=edback on the ease of use of the

ll

spstem and supporting training dorumvntatxon, rather than on the
effectiveness of the training program itself,

Several evaluationz of MernubDlI& were undertaken, one shortly after
initial software design was completed, one after & months of
syztem use, and one at the end of FY 1984, In order to be akle
to evaluate the swetem, an ophtional onlime user survey was
installed in April. In addition, follow-up contact was made with
all offices into which MerullIS was introduced to determine if the
zyztem was being u=zed, and if not why not. Results of the

é-month evaluation are included in the June 1985 Quality
Azsurance Report.

0f particular importance to future trdining and documentation for
MerubIS (and possibkly also MicroDIS) is the finding of the online
surveyw that only 23 percent of wusers tend to refer to the HELF
messages, and only 33 percent make use of the manual.

C.7.1.3 Provide UOngoing Communicaticn with User Communities

There are four aspects of this component of the training program:
maintaining trainee records, maintaining user support, providing
users with routine communication of system-related information,
and maintaining communication with the MINISIS uszer community at
large,

As a basis for all future communication with users, a training
database was established in FY¥Y 1986, Included are records of all
individuals trained, the sessions they attended, materials
distributed, mailing information, etc.

Following initial training, ongoing support is provided to uszers
of all systems by the Systems Development Group. Every effort
has been made to ensure that users are aware of the contact
person and telephone number for the sustem which they are using,

At least three different user communities have developed over the
past vear (MIHISIS, MenulIS and MicroDIS», It ha=z become
apparent that a different type of communication will need to be
directed to each group to apprise users of system-related news.
At the same time, a common communication mechanism for all
syztems might aszsist in raising the wigibility of CDIE systems
resaurces throughout the agency. A prototupe newsletter was
dezigned to fulfill this dual purposs, tentatively entitled
DISustems, Further work was required in developing the idea,
howewver, and no izsues wzre circulated., Apart from communication
with other MINISIS users during the MUG 1925 meeting in
Washington, DC, deszcriptions of several procedures and
-applications developed by the DIHF were provided to IDRC for

" potential inclusion in the MINISIS User Group Newsletter.

C.7.1.4 Additionsl Tasks Undertaken



In arder to promote DIHF staff development and to prowvide staff
with an understanding of the context within which DIHF activitiesz
are performed, a program was initiasted to routinely enroll
appropriate statf in the AID New Entry courss. Fourteen DIHF
staff participated in UWeek 1 sessionz (AID Overview? during F¥
19285, and ene participzted in lWeek 3T (Froject Dezign),

X

(Su)
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C.7.2 FEeguirements and FPlans for FY i

C.7.2.1 Conduct Brietings for Potential lsers

To date, briefings hawe primarily been conducted in responsze to
"everts", e€.9., Washington TkYs by AID mission or development
agency perzonnel, or the start-up of an intormation component of
a project, It is anticipated that briefings will continue to be
primarily responsive during FY 1987,

However, in FY 1924, the groundwork was estabklished by CDIE and
itz contractors for more active identitication of briefing
cpportunities, e.g,, wia the Hstworkimng Committes, AID Trainming
0ffice courses, and the Contractor Coordinating Committes
Planning waz also initiated for the redesign of NS 3659 to
provide AID personnel in the State Department building with
self-service access to information about CLHIE services and
resources, including acceszs to MenuDIS.  Initiation of this type
of activity will continus to be carefully coordinated with CDLIE.

Regarding briefings and presentations outside the Agency (e.g.,
to cther develeopmert agencies and deweloping country personnel’
it is also planned that the DIHF Training Coordinator will
continue to monitor nmational and int;rnational development
meetings in which training in the uss of information svstems
technology is involved, and will partlcipate as appropriate,

A minimum of twelwve briefings will be conducted during FY 1387,

£.7.2.2 Design and Implement Training Program

-~ -

C.7.2.2.1 pDesign Training Program

A DIS training program must be structured to the extent that
adequate training opportunities are planned for each of the three
targeted user groups (managers, designerslevaluators, informztion
specialists? throughout the agency, and individualized to the
zxtent that specific users’ needs {(e&.g., on-site training or
downloading via the particular communicationsz software used by
the trainee? and time constraints are addressed,.

In FY 1387, the tailored, on- site approach to individual sessions
will be retained to the extent that is necesszary, but 1d=nt1fylng
and training potential users will graduslly become more
gtructured (e.g., targeted to specific, potential applications,

- with regularly scheduled training sessions?, A strategy or plan
tor accomplishing this will be developed during the first half of
FY 1937, following the firzt vear of teszt use of both MenubllIS and
MicroBRI3 and completion of version 2.0 of both svstemse., The
identification of appropriate MenuDIS applications will be
coordinated with the CDIE Research and Reference staff to
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minimize end-uzer confusion about when to use MenullIS vz, RLR
services,

c.7.2.2.2 LConduct Training Sessions

will be conducted in response to specific
as on a scheduled ba=zis., At least 12 training
r sessions will be conducted during the

Training sess
requests as

[
sessions and es

v.2.2.2 Dewvelop Training Documents and Materials

There are several tuvpes of documentation and materials which must
be completed in FY 1987 to support training inm and use of DIHF s
three database mansgement and access systems.

The MenuDIS Buick Reference Guide will be updated to reflect
version 2.0 as well as ongoing changes., This document will be
converted into a MerulIsS Reference Manual, primarily for use by
trained, repeat users of the system. For one-time or infrequent
users, especially those uzing the public access terminal in the
AID library, a graphic, "how-teo find x" paster or flip chart will
be developed. The MenulDIS Users Manual for non-AIl installations
will be updated as necessary to reflect changes in version 2.0.

The MicroDIS Users Marnual will be updated upon completion of
versinn 2.0 and converted into a MicrollS Reference Manual. A
companion MicroDIS Users Guide will be developed to provide
zsimplified, task-coriented inztructioms for system installation
and uze, Thesze two documents, along with the MicrobIS
Cataloguing Guidelines, will be issued together to new
installations in looszeleaf notebook format,

MINISISADIS documentation has been developed in segments aover the
years and in FY 1987 will be compiled, indexed, issued in _
loozeleat format, and provided to all CDIE Research and Reference
staft.

A Development Information Center Handbook for AIDL missions will
be develaped in locssleaf format, and contents will be prepared
in collaboration with other CDIE contractors., A prototype
vergsion, including an cutline of all planned sections as well as
available content pages, will be sent to selected AID mission
information specialists for review and comment. Based on
fezedback, the handbook will be modified, supplied to other
selected AID missions, and updated with additiconal sections as
wailable.

The wersion 2.0 changes to the MicroDIS Reference Manual will be
completed in the first guarter of FY 1987, along with preliminary
development of the MicroDIS Users Guide, design of the prototupe
DIC Handbook, and design of a "how to® graphic display for
MerwDIS, A task-oriented index and compilation of MINISISADIS

" documentation will be completed in the second quarter. Version
2.0 changes to the Menulld Reference Manual will be completed in
the third quarter, DIC Handbook contents, manual updates and
additional training aids and system descriptions will be
dewveloped on a continuous basis,
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2.4 Evaluzte Trazining Program

[

Ewaluztion activities will continus for MenuDI& as in FY 1928 on
zn ongoing bazis, MicreoDIl$ training evaluation will be
ce training becomss morse routineg,

introdoced onc

C.7.2,3 Provide Ongoing Communication with User Communities

A major effort will be made in FY 1327 to beqgin regular
publication of a =syvztems updste bulletin, tertatively entitled
DISwstems, It iz planned that users of each svstem will receive
a gquarterly, two-page update faor that zwstem. Az there are three
zuztems, one bulletin will therefore be produced each month,

Other mechani=ms for ongoing communication and support which were

provided during FY 1926 will be conmtinused in FY 1987,

C.V.2.4 Training 1ssues

The amount of documentation that is required to brief, train, and
inform users of three different intormation systems is
signiticant. Additional staff support mayv be needed at various
times throughout the vear to azsist in preparing these materials
so that users are assured of receiving the most up-to-date.
information available in their training courses and manuals,

With the introduction of HenulIS, tuwo distinct groups of new
users are evolwving: one-time or infrequent users who access the
LIS via the public terminzl in the AID library and have no
training at all, and occasional users who have some training but
use the system infrequently., The dewvelopment of the first group
raisez questions about the advisability of allowing them to do

- broad subject or retroszpective searching, as these users do not
have the skills to ensure that their search results accurately
reflect what is available in the system. 0n the other hand,
considerable time is sometimes spent in identifying, training,
and supporting AID personnel in the second group, only teo find
that th=y do not have the time to use the sustem frequently
enough to practice what they have learned amnd to understznd the
system’s idiosyncracies. Guidance is needed #rom CDIE on the
specific objectives and priorities for providing database access
to end users, (To relieve the workload for R&RE for certain
types of searches, or for all types of searches, or from
particular categories of uszsers? To increasze the number of users
or use of the DIS? To simply inform people of what is available
on the system? To minimize the turnaround time to obtain search
results?) so that appropriate user groups canm be targeted and ths
training program can be designed to mest these objectives.,

ARID contractors are one target group which could be considered
for training in FY 19287, If one of the objectives of developing
MenulbIS is to expand use of DIS resources, especially in the

- project design and implementation process, and as more and more
of the Agency’s work is completed by contractors, it would seem
that contractors logically should be alerted to DIS resources.
Thorough training of selected contractors in the use of MenuDIS
vould relieve some of the demand on R&ES staff time and possibly
expand use of the DIS bewond what contractors would normally



request from R&RS. In wiew of current limitations on computer
port capacity, "selected! contracteors could initially be limited
to those likely to have occasion to search the system frequently
te.qg., those operating AlD-sponzored clearinghouses’, and other
contractors would be included upon the request of AID bureaus, §
potential spin-off benefit from this contractor focus would be to
increase contractor awarensss and support of the document
acquisitions effort.

C.7.—=1{AY MerullIS FY 13288 Installations

AID Locations

LACA/DR

Laz/Information Management Study (Birch & Davis?
ANEAFD

RFEAPD

IRMAMPS )

SETAAG (2)

SLTA/EY (WITAD

SuTARD (R. Mathan Aszzociates)

FVYA/FFPAPOD

AID Library

Non—-AID Locations

blorld Bank, Information Resources Management Division Westreco
Inc,



C.7.-1{B> MicreDIS FY 192& Installations and Deme Sites

AID Classified Documsnt Project

HIk Library {(circulation onlyl

AIlh Training Library

AID Yector Biolegw Project

AIDb WASH Project

AIDAAASCT

AIDAFVA/PYL

HRIDAPREACenter for Privatization
AILAFREAHousing

AIDASETARG

AIDASERAMG .

Aigraforestry Qutresch Project CHaitid
Canadian International Development Agerncy
Ceritra Paraguavo de Est. Sociolfgiceos (Paraguayd
Commonwealth Agricultural Burezu (UKD
Egyvpt-Sudan Economic Integration Fund (Egupt?
Ervironmental fuality International (Egupt?
Export Development Bank of Egupt (Egwpt
Jdapanese Internaticnal Cooperation Agency
Johns Hophkins University

Peace Corps

Population Center Foundation (Philippines)
Postharveszt Institute for perishables (Idaho?
ILUNESCO (France)

Henlib/Cairo

UsalIbA/Port-au-Prince

Usalb/khartoum

Usalbs/la Paz

USalblima

USAIDANew Delhi

UsaIDA/Panama City

USaIDbAPort-o-5Spain

USaIDAGuito

USRIDA/REDSO/ESA

UsIaA

Univer=sity of Idabho

Winrock International



C.2 Ruality As=zurance

This function is divided inte two operations —- 'qualifu assurance
and sarvice evalustion, EBoth monitor contract activity, but {from
different pﬂrcpect1«_u. The quality assurance component measures
progress using production measurements; the service evaluation
rrmpnnp nt assesses activity using quality indices. The goal of
these fo ‘ts iz to provide information and guidance to enable
the Dn\el ment Information Handling Facility <DIHF > to generate
products and services which meet or exceed BID's quality and
gquantity standards,

-"l

C.e.1 EY_1386 ficcomplishments:

C.8.i.1 Buality Azsurance (gquantity component)

This component is responsible for assuring that the DIHF meets
thp production quotas and schedules =2t by the Agency, During FY
1285, a production monitoring svystem waz designed and
implemented, This svstem divided the DIHF inte discrete
functionz covering its entire operational cycle: Document
Acquisitions; Cataloguing: Filming:; Abstractings/lndexing; User
Services; Special Publications; and Systems., (Training was not
included because it was new and lacked measureable indices from
the dgency’), This organizational breakdown aids in identifying
and localizing preblems, gauging their impact on other functions,
and determining solutien=s, Each activitw is evaluated based on
itz past performance and current contract requirements,

Analyses were provided ezach month beginning in January 1923, In
the current fiscal vear, monthly reports were submitted through
danuary 1986, Since then, they have been issued on a quarterly
basis, This change in schedule was initiated at the FAgency’'s
.request, A FY 1936 Quality Assurance Report was submitted to
A.1.0, in October 198& which reviews the entire vear; it is
presented in the next section, Each report is circulated to the
DIHF project manager, his functional supervisors, and the AID
project manager and hiz staff,

The utility of the Ruzality Aszsurance effort can be meazured by
reviewing the facility's performance record, UOutput levels
~during FY 1986 showed improvement owver FY 19285, As a result, the
LIHF iz meeting the #&gency’s cumulative Z-year geoals in most
categories, Details of this performance are discussed in the FY
1288 EUd11+y fiszurance Report in the next sectiomn. DIHF
supervisors are mote ssnsitized to statistical reporting and ths
impartance of devising improved operational efficiencies to
ensure contract goals and objectives. Also, relationships
betueen the different functions are more clearly understood and
integrated, Those categories which are not satisfying targets
have been highlighted; causes and solutions have been proposed.

c.2.1.2 Service Evalusation {quality component?

This component is responsible for maintaining the utility of ths
DIHF s products and zersvices. During FY 1988 several approaches
wvere studied to determine the most efficient and standardized



‘methods for collecting uszer feedback., A ssries of mechanisms
were put into effect that year and additional ones were initiated
during FY 1926, Together, these channels provide information on
the following items: on-demand document and microfiche service;
the AID Thesauru=; MWicrobDis; Mernubiz: the Developmznt Information
Suztem; and DIHF special publications which include Project and
Technical Acquisitions Lists and AID’s Resesarch and Development
fbstracts Publication, Once this datas is collected and analyzed,
steps can be taken to continue or alter products and services as
needed., Each of these areas is explained below:

1. On-demand documert and microfiche services., - All outgeoing
orders include questionnaires which focus on the quality of
the products and ssrwices of that order,

2. HAID Thesaurus, Each Thesaurus iz distributed with
a questionnaire sncloszaed, Thiz vszar 144 changss
were proposed by users,

2, MHicrobis, The microcomputer: library system is currently
being tested at five beta sites, one of which is the
Usalib/Cairo., Feedback is collected through cables, onsite
demonstrations, and phone calls. As a rezult of theze tests,
MicreDis was upgraded from version 1.0 to 1.1 this year,
reflecting desired improvemnts suggested by users.

(See Systems Section of this report for additional details),

4, Menuli=s, A voluntary on-line questionnaire was appended to
Menubi=z in HMay 1985, Buestions regarding the menu commands,
their logical order, their ease of use, etc., are provided.

5. Development Information System, The questionnaire appended
to MernuDis also lists questions concerning the DOCUMENT,
PROJECTS, and CATALOG databases,

6. Special Publications -- ARDA 13:1 was sent out with a
questionnaire, Technical Acquisition Lists are sent out
every month; Project Acquisition Liztz are distributed every
quarter. Alternating issues of each publication
had questionnaires enclosed. HNaone have been sent out since
July 19286,

Informal channels are used for evaluating abstracts, indexing,
cataloguing, and training. In this context, informal msans that
users are not approached with a structursed s=t of questions;
instead, they take the initiative and relay their problem to the
Guality Aszsurance Coordinstor andsor the appropriate DIHF
supervisor, During FY 1985 the Coordinator was the focal point
tfor thiz actiwity, Statistice in FY 1985 proved that problems
cited in these categories were generally small and unrelated.
During FY 1985 DIHF supervisors became the dominant ceontact,
since they can make changes immediately to the system.

The Agency requirements for this activity state that reparts

should be produced every & months, During FY 1986, two Service
Evaluations were issued: one in December 1385 and the other in
June 1926, Each report summarizes the resultsz collected from the

above sources,



C.8.2 Flan for FY 19287 fctivities

c.8.2.1 tuality Assurance

Fuality Assurance Reports will continue to be issued each quarter
and an annual review will be delivered in QOctober 1987, Thesze
reports will be presented in the current format using graphs and
statistical tables to support the text., Categories will be added
or deleted as the need arises. Reporting changes include:
restructuring the tables for system usage ta focus more on group
activities; tracking PFC bulk mailings with more detail to
include the number of titles, copies, and dollar amounts; and
measuring the progress of Microbis and Training efforts.

c.3,

[

Service Evaluation

P

Service Evaluation Reports will be iszued ewery & months; the
next report iz scheduled for December 1%846, All of the
mechanisme now in place will be used in the next report and in
January they will be evaluated.,  If the number of responses is
low Yunder 10 percent?, or if the anzwers given do not prove
uzeful for making decizions regarding product and service
development, then new techniques will be investigated or current
questions will be revised.



.9 Mamagemz=nt

The contract Ztstement of Work ocutlining management requiremsnts
snumerates the tasks dezigrned to enzure the eftective use of
resources to carry out DIHF work. LTS has continued its flexible
management approgrh mh ch is designed to respond to specific
cantract requirements, to adopt to CLIEADI ‘s changing program
goals, and to adjust operations in response to changing financial
scenarios, :

Specitically, managsment’s responsibility iz to:

o Organize the staff, equipment, and other resources
to ensure that all work is performed in an
efficient and cost-etfective mannar;

o Institute controls, reporting mechanisms, and
quality control procedures to monitor work and
addresz ptoblem areas by taking prompt and
pasitive actions to meet changing program
requirements;

o Anticipate and resolve problems;

o Constantly =ze=k better and more efficient waws
to organizs amd manage the work of the DIHF,.

9.1 EY_ 1986 fAccomplishments

During FY 1984, the following activities were accomplished:

C.9,1.1 Staff Organization

Exhibit C.9-1 illustrates the project organization and staffing
composition during FY 19846, This structure reflects the
configuration of personnsl along functional lines reflecting the
various areas of work in which the DIHF is engaged. During the
vwear, personnel changes and re-designation of CDIE priorities and
requirements caused minor organizational changes to occur,
Specifically, the DIHF no longer haz an Dutreach Coordinator, but
has blended outreach responsibilities into the various functional
areas.

C.9.1.2 Reporting

During FY 1386, refinements in DIHF operational reporting
procedures were instituted and improved formats and presentation
of statistical information initiated. :

LOTUSASYMPHONY spreadsheet models were developed to enable DIHF
and CDIE management to quickly determine the project’s financial
“status from a number of perspesctives and to provide for more
accurate and timely reporting of expsnditures and funding levels,
inveicing, and financial reporting. Assistance was also given to
the CDIEADI Systems Coordinator in using LOTUS 1-2-3 spreadsheet
and graphic dxcplay features. Formulas and macros were developed
to expand and improve on the creation of charts and graphs using



the H-F pleotter to depict both DIHF and CDIE statiztical
information, The Quality Assurance Feport Jsee Section &% is an
example of the types of =ysteme support given to repeorting tasks

during the year,

o - -— -

.9.1.3 Uperationsl]l Planning

During the second vear of opstrations, overall management became
more decentralized. Using the plans set forth in the FY 193¢
Forward Plan, primary management emphasis was given to monitoring
the wark of the opersting supervisors to whom dav-to-day

rezponzibilitiez had bzen delegated, Review sezfzionz fto resolwe
problems, discuss personnel needs, and correct procedural
deficiencies were held a5 required, In addition, emphasis on

inter-contractor coordination among other CDIE operations (RED
and PUWA» waz stressed and supervisory-level coordination and
plamnning wasz encouraged to the maximum extent possible. These
efforts were designad to ensure open lines of commumication and
prompt resclution of issues that may have been created due to the
complex inter-relationzhips among the different orgamizations,

FY 193¢ plans called for greater use of management and planning
tools such as the Harward Total Project Manager software package.
bhile used to define and enumerate specific tasks within each of
thes major tunctional areas, continued use of the software as a
dunamic management tool was discarded due to its overly rigid and
complex update features,

C.9.1.4 Facility Managsment

Operating both the DIHF Facility in Bethesda and the DIHF Annex
in Rosslyn during FY 198¢ facilitated a number of contract
operations, By opening up the Annex, improved coordination of
the acquisitions, microcomputer software development, training,
and outreach efforts resulted,

This facility also provided a3 means to improve coordination
bztween the AED, R&RE and PUWa staffs by providing a Local Area
Netwark between the buildings that improved commumications and
the use of available computing resources, Greater efficiencies
through expanzion of the LAN were not poszsible becsuse of the
restriction on facility modifications,

Work procesded during FY 1936 to correct the damage dorne to the
DIHF tacility in Bethesdas resulting from nearby construction. At
times throughout the vear, parts of the building were not
available for full cperationz dus to rehabilitative construction,
By year ‘s end, most of the major renovations had been completed
with only minor interior work remaining., Efforts to make meore
efficient use of DIHF space through sub-leazing the basement and
shifting more storags to the Gaithersburg warehouse did not come
about,

[¥q]

c.9.2 EY_ 1987 FPlans

o

c.9.

.1 Task Planning/Tracking



Efforte will continue during FY 138

387 to use the Harwvard Project
Hanager more effectively. @A new wversion of the software uas
released during FY 1988 which has improwed the updating and

maintenance of task monitoring,
C.2.,2.2 EReporting .

Plans to continue to refine DIHF reporting and statistical
compilation and anslysis will be implemented, Refinements being
considered are the use of H-P zupplied software to provide
improved analuwses of HF3I000 usage and . reporting on groundAaccount
uszage to reflect the growing body of USAIL users of the
HPZOO0O/MINISIS system. '

Z.%.2.3 Budget Controls

Recoanizing the ewver-growing need +or tighter budget controls,
efforts will continue to provide frequent cost analwzes and
projections regarding contract finances. It iz not anticipated
that the DIHF will be able to absorb as many unspecified
activities in FY 1927 as it has in the past in light of projected
funding reductions. #Attention will concentrate on maintaining
exizting levels of performance or to eliminating activities found
to be less than entirely essential to CDIE plans, Attention will
also be given to introducing new procedures designed to be more
productive and responsive that may warrant changes in existing
operational procedures,

C.9.2.4 Buality Control

The azsignment of an AID direct-hire as RAuality Control
Conrdinator on site at DIHF facilities is seen as essential. An
orn-site AID staff person will provide a long-needed direct
channel of communication to the AIDAW offices with whom DIHF
interacts,

In addition, sheshes will provide immediate feedback and
interpretation of CLIE and agency standards to DIHF products and

services,
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AID/DIHF PROGRESS REPORT F
* Output levels specified

\. ACQUISITION REPORTS *YEAR/MONTH OCT NoV
1. AID Document Activities
a. PD Docs. Sent for Cataloging 205 204
b. PN Docs. Sent for Cataloging 205 122
c. Miscel laneous Docs. Processed 328 273
d. Duplicates 429 158
e. Total No. of Docs. Processed 1,167 757
2. Non-AID Document Activities
a. Titles Ordered 16 15
b. Ordered FY 1986 16 3
c. Titles Received 14 15
d. Titles Revd FY 1986 14 29
e. Revid 1985, 1986 653 668
f. Obligated Current Mo. (Est. Dollars) 3,921 2,532
g. Obligated FY to Date (Est. Dollars) 2,235 4,767
h. Spent Current Mo. (In Dollars) 357 4,475
i. Spent FY to Date (In Dollars) 357 4,832
j. FY86 Funds Not Obligated (Est. Dollars) 72,765 70,233
}. WAREHOUSE INVENTORY
OF PRINTED DOCUMENTS *YEAR/MONTH OCT NOV
1. New Titles Rcv'd (Not Recorded At This Time)
2. Total Publs. Rcv'd " "
3. Total Inventory Titles " "
4. Total Inventory Publs. " "
5. Titles Deleted (Not Recorded At This Time)
PROCESSING REPORT *YEAR/MONTH ocT NOV
1. Total Docs. in Que 14,659 14,956
2. Total Added to Que 825 300
3. Total Discarded From Que 0 0
4. Total Processed From Que 528 1,050
5. PD Docs. Processed 343 258
a. Added to DOCUMENT 2,500/208 216 177
b. Added to INV 127 81
c. Added to Unproc. Que 825 225
6. PN Docs. Processed 319 252
a. Added to DOCUMENT 2,500/208 262 169
b. Added to INV 57 83
c. Added to Unproc. Que 0 7
7. Total Docs. Proc. DOCUMENT 478 346
8. Total Docs. Proc. INV 4,500/375 184 164
9. Total Docs. Processed 662 510
10. No. of Changes to DOCRD 381 996
11. No. of Dupl. Found . 530 785
12. New Que Total 14,956 14,206
13. Classified Database N/A N/A

DEC

174
205

1
199
579

20
51

21

50

689
1,075
5,842
8,386
13,218
69,158

DEC

DEC

13,906
0

92

0

252
190
62

0

208
165

43

0

355
105
460
553
36
13,814
N/A

JAN

362
199

35
230
826

12
63

19

69

708
1,387
7,229
5,379
18,597
67,771

JAN

JAN
13,814
0

492
0
236
218
18
0
248
197
51
0
415
69
484
331
358
13,322
N/A

mm1986

's Statement of Work

FEB

142
194

0
385
721

22

85

10

79
718
1,652
8,881
8,027
26,62
66,119

FEB

FEB
13,322
0

0
1,125
460
309
151

0
400
267
133

0
576
284
860
292
726
12,197
N/A
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MAR

161
222
123
364
870

15

100

9

88
727
2,588
11,469
1,444
28,068
63,531

MAR

MAR
12,197
0

~ 0
2,250
490
216
274

0

297
223
74

0

439
348
787
630
365
9,947
N/A

APR

17
144
187
314
816

24

124

23

111
750
6,462
17,931
3,739
31,807
57,069

APR

APR

9,947
150

0

300
506
300
206
150
420
247
173

0

547
379
926
359
300
9,797

N/A

MAY

176
- 166
.29
228
599

22

146

28

139
778
5,424
23,355
2,342
34,149
51,645

MAY

MAY

9,797
0

0

375
537
226
311

0

262
198
64

0

424
375
799
288
147
9,422
N/A

JUN

198
155
221
253
827

21

167

8

147
786
3,826
27,181
2,275
36,424
47,819

JUN

JUN

9,422
0

225
375
416
268
148

0

265
197
68

0

465
216
681
418
209
8,822
277

JuL

279
193
128
181
781

52

219

19

166
805
3,676
30,857
15,473
51,897
44,143

JuL

JuL

8,822
75

600
479
215
264

75
252
185

67

400
331
731
179
444
8,297
306

AUG

146
157

58
584
945

20
239

32

198
837
2,081
32,938
2,605
54,502
42,062

AUG

AUG

8,297
0

304
206
98

190

145
45

351
143
494
514
104
8,297
177

SEP

214
177
140
374
905

9
28
28
226
865
1,524
34,462
11,052
65,554
40,538

SEP

SEP

8,297
0

540
214
326

157
97
60

3N
386
697-
259

8,297
449
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D. ABSTRACTIN=XI NG

1.

5.
6.

. Documents Indexed Only

*YEAR/MONTH

Abstracts Added to DOCUMENT
a. DIHF Generated Abstracts
1. Project Documents
a. New 1984 Des. Docs.”  200/17
b. Pre-1984 Des. Docs. 100/8
c. Evaluations
2. Amendments
3. Technical Documents
b. Edited Author-prep. Abs.
1. Project Documents
a. New 1984 Des. Docs.
b. Pre-1984 Des. Docs.
c. Evaluations
2. Technical Documents
Abs. Added Only to PROJECTS
a. DIHF Generated Abs.
b. Edited Author-prep. Abs.
Total No. Abs. Added to DIS
a. DIHF Generated 1,500/7125
b. Edited Author-prep. Abs. 100/8
4,300/358
a. Project Documents
b. Technical Documents
Documents Reindexed 500742
Proposed Thes. Changes 300/25

Data Base Statistics

(Cumulative to Date)

1.
2.
3.
4.
5.
6.

CATALOGING

1.
a.

2.

3. Call Nos. Added to DOCRD
MAILING LIST MAINTENANCE *YEAR/MONTH
1. ARDA Address Transactions
a. Additions 300/Combined
b. Modifications 300/Combined

*YEAR/MONTH

DOCUMENT
INVENTORY
SERIALS

PROJRD

CATALOG

INSTIT. AUTHORITY

 *YEAR/MONTH

ocLC
Non-AID
b. AID
CATALOG-DB Processing
a. Orders Cataloged
b. Backlog Processed (Total)
(1) Acceptances
(2) Rejections
c. Gifts Cataloged
d. Retrospective Cataloging
e. Total Cataloged 500742
f. Total for Contract

c. Deletions

o

NOV

122
113

W & P |
OO WVOOHFHONVNINOD =

—_
LS AT
0 -0

457
248
209

NOV

41,971
10,695
1,074
7,059
1,259
4,523

NOov

oo

595
10

NOV

NN

DEC

119
102
69
22
10
37

25
17

CooOoOHPOOWWNW

119
102

17
456
312
144

26

DEC

42,338
10,800
1,078
7,064
1,297
4,545

DEC

oo

635

DEC

[= o )

JAN

42,762
10,872
1,080
7,077
1,355
4,591

JAN

-

H
oo M~ oo

o
o

704

—_
o

JAN

34
18

FEB

141
102

152
113
39
262
29
233

FEB

43,361
11,162
1,080
7,085
1,410
4,620

FEB

765

FEB

oo

MAR
152
143
92
83

42

g\IOONNO

220
203
17
438
85
353

MAR

43,881
11,512
1,095
7,093
1,434
4,647

MAR

oo

10

23
23
12

50
815
10
MAR

47
26

APR

189
181
105

21

76

VoowWWwen RS

146

135
335
192
143
454

167

287
49

APR

44,584
11,896
1,103
7,436
1,487
4,701

APR

[= NNl

18

20

34
74
889
16

APR

MAY

165
145
67
13

50
1"
67
20
1o

10
26
26

191
17

20
547
126
421

MAY

- 45,043
12,273
1,108
7,446
1,524
4,765

MAY

oo

JUN

130
118

WWO OO

10
10

140
128

12
275
142
133

JUN

45,521
12,492
1,17
7,455
1,590
4,806

JUN

JuL

80
69

303
170
133

14

JuL

45,939
12,828
1,119
7,464
1,683
4,842

JuL

n

~
o000 Oo (=N Na)

o
o

1,073

JUL

AUG

133
101
7
17
1
43

28
32
20
15

12
13
13

146
114
32

306

130
176

AUG

46,301
12,972
1,119
7,473
1,708
4,858

AUG

. SEF—

125

128
102

26
547
421
126

SEP

46,617
13,360
1,119
7,496
1,713
4,883

SEP

-
-
-
15
o O

SEP

> W
a2 O 2= oo

LABLE COFY
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PUBLICATIONS

1.

FILMING REPORT

1.

4.

Total N A Recipients
Request ARDA Labels
a. Number of Requests
b. Total No. of Labels
ARDA Distribution
Regs. for (Non-ARDA) Subsets
a. Number of Requests
b. Total No. of Labels
Reqs. for POP/Off Labels (J)
a. Number of Requests
b. Total No. of Labels

7,500 Per Is.

ARDA

a. No. of Docs. Abs.

b. Essay review/approval
c. Date to Printer

d. Date From Printer

e. Date Mailed

f. No. of Printed Copies

600/150 Is.

7,500 Per Is.

Special Bibliographies

a. No. of Bibl. Issued 6/

b. No. of Copies/Issue 1,000 Per Is.
Acquisitions Lists

a. No. of Acq. Lists Distr. 12/

b. No. of Copies/Issue 3,000 Per Is.

*YEAR/MONTH

No. Docs. Prepared

for Filming
a. PD Docs. Sent to Filming
b. PN Docs. Sent to Filming
c. Total Frames Prepped
Total Docs. Filmed:

a. PD's:

(1) Documents

(2) Total No. of Fiche

5,000/415

~ (3) Total No. of Frames

b. PN's:
(1) Documents
(2) Total No. of Fiche
(3) Total No. of Frames
Dupl. Fiche Production:
a. No. of Masters
b. Total PD Fiche Dupl.
c. Total PN Fiche Dupl.
d. Total (PD&PN) Fiche
Dupl. Monthly
Fiche Distribution
a. Total (PN&PD) Filmed
Since October 1984
b. Fiche Set Distribution /14

7,359

0
0
0

1
64

*YEAR/MONTH VOL.12:1

150
8/15/84
1/28/85
2/14/85

7,000

ocT
0
0

1
200

ocT

510
272
238
40,489
395

268
322
14,325

127
250
18,098

572
1,610
2,250
3,860

51,265
14

7,355

NOV

300

NOV

439
209
230
35,945
541

219
272
14,494

322
478
30,028

750
1,360
4,302

5,662

- 56,927

14

7,355

0
0
0
0

1
63

voL.12:2

150
1/31/86
3/14/86
4/21/86

7,200

DEC
0
0

1
300

DEC

232

91

141
16,444
273

90
130
7,641

183
247
12,040

377
650
2,223
2,873

59,800
14

7,34e=_7,346

0 0
0 0
0 3
0 50
1 1
65 84
VvoL.13:1
150

N/A
8/29/86
9/31/86
7,513
JAN FEB
1 0
3,500 0
2 1
700 350
JAN FEB
37 381
144 210
230 171
34,121 32,952
344 434
167 210
227 277
12,134 15,000
177 226
278 371
17,807 24,433
505 648
1,135 1,385
2,502 3,339
3,637 4,72
63,437 68,161
14 14

7,393

MAR

800

“MAR

501
242
259
39,811
415

199
240
11,964

216
314
19,358

554
1,200
2,826
4,026

72,187
14

APR
600

300

APR

533
249
284
37,827
617

289
343
15,953

328
484
30,280

827
1,715
4,840
6,555

78,742
15

7,380
2
14,820

5
2,264

2
65

VoL.13:2

90

MAY

500

MAY

385
196
189
33,729
345

196
268
13,949

149
261
17,066

529
1,340
2,610
3,950

82,692
15

7,378

JUN
1,100

350

JUN

378
241
137
25,514
331

193
248
12,047

138
183
10,499

431
1,240
1,830
3,070

85,762
15

7,377

15
4,866

65

JuL

483

JuL

399
203
196
26,631
396

192
229
10,384

204
.288
15,987

517 .,

1,145
2,880

4,025

89,787
15

7,382

AUG
0
0
0
0
"~ AUG

298
127
17
27,184
360

158
215
11,387

202
319
17,543

534
1,075
3,190
4,265

94,052
15

SEP

600

SEP

244
140
104
20,992
218

134

184
9,988

142
9,140
326
920
1,420

2,340

96,392
15

BEST AVAILAELE COPY
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PD - DATEm tributed

a. No. of Documents

b. No. of Fiche

c. No. of Fiche Distr.
(5 Sets)

d. No. of Fiche FY 1986

Distribution

AID (SA-18/105)

AID (SA-18/209) 2 copies

AID (NS/3659)
DIHF

PN - Date Distributed

a. No. of Documents

b. No. of Fiche

c. No. of Fiche Distr.
(10 Sets) .

d. No. of Fiche FY 1986

Distribution

AID (SA-18/105)
AID (SA-18/209)
Costa Rica
Jakarta

Cairo

Zaire

World Bank
Peace Corps.
DIHF

IDRC

5. DataBase Exchanges

Cairo
IDRC

6. Index Distribution

World Bank
Peace Corps.
Costa Rica
Jakarta
Cairo

Zaire

Peace Corps.

Library of Congress

Haiti
India
Panama

268
322
1,610

1,610

10/31
10/31
10/31
10/31

127
250
2,250

2,250

10/31
10/31
10/31
10/31
10/31
10/31
10/31

10/31
10/31

ocT

OO0 amaa a

219
272
1,360

2,970

11/30
11730
11/30
11/30

322
478
4,302

6,552

11/30
11/30
11/30
11/30
11/30
11/30
11730

11730
11/30

NOV

(=N =)

COO0O0O0ODO0OO0OOOOCO

90
130
650

3,620

12/30
12/30
12/30
12/30

183
247
2,223

8,775

12/30
12/30
12/30
12/30
12/30
12/30
12/30

12/30
12/30

DEC

(=N =]

COoOO0CO0OO0COO0OOOCOO

167
227
1,135

4,755

1/31
1/31
1/31
1/31

177

278
2,502

1,277

A VEY

1/31
1/31
1/31
1/31
1/31
1731

1/31
1731

JAN

OO0 cmamadaa

BEST AVAIL

210
277
1,385

6,140

2/28
2/28
2/28
2/28

224
371
3,339

14,616

2/28
2/28
2/28
2/28
2/28
2/28
2/28

2/28
2/28

FEB

oo

[=N=NolololoN-Nollc Yol -

199 289

240 343

1,200 1,715

7,340 9,055
331 4730
331 4730
331 4/30
331 4730

216 328

314 484

2,826 4,840

17,462 22,282
331 4/30
331 4/30
331 4/30
331 4730
331 4/30
331 4/30
331 4/30
4/30
331 4/30
331 4/30

MAR APR

0 0

0 1

0 1

0 1

0 1

0 1

0 1

0 1

0 1

0 1

0 0

0 0

0 0

\2LE COPY

196
268
1,340

10,395

5/31
5/31 .
5/31
5/31

149
261
2,610

24,892

5/31
5/31
5/31
5/31
5/31
5/31
5/31
5/31
5/31
5/31

MAY

Oooo0cocooco0oo0o0 o

193
248
1,240

11,635

6/30
6/30
6/30
6/30

138
183
1,830

26,722

6/30
6/30
6/30
6/30
6/30
6/30
6/30
6/30
6/30
6/30

JUN

(=N =N=N—Nol—N-l-NoN=N.)

192
229
1,145

12,780

7/31.
7/31
7/31
7/31

204
2,880

29,602

7/31
7/31
7/31
7/31
7/31
7/31
7/31
7/31
7/31
7/31

JUL

OO0 ammaaa.an

158
215
1,075

13,855

8/31
8/31
8/31
8/31

202
319
3,190

32,792

8/31
8/31
8/31
8/31
8/31
8/31
8/31
8/31
8/31
8/31

AUG

(=N =)

COoOO0CO0OO0OCOOCOOOO0O

134
184 -
920

14,775

~9/30
9/30
9/30
9/30

84
142
1,420

34,212

9/30
9/30
9/30
9/30
9/30
9/30
9/30
9/30
9/30
9/30

SEP

—_—__=,0000000O0
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J.

7. Other AlIC—_mmrographic Support Activities

ocT NOV DEC JAJ

FEB
Science Advisor Documents
: Fiche
Frame
AID/PEST Documents
(X25) Fiche
Frame
AID/Philippines Documents
X1 Fiche
Frame
8. Filming Grand Totals:
a. Monthly Production
(1) Documents 395 541 273 344 434
(2) Masters 572 750 377 505 648
(3) Frames 32,423 44,522 19,681 29,941 39,433
(4) Diazos 3,860 5,662 2,873 3,637 4,724
b. FY 1985, 1986 Production ‘
(1) Documents 4,839 5,380 5,653 5,997 6,431
(2) Masters 7,170 7,920 8,297 8,802 9,450
(3) Frames 413,128 457,650 477,331 507,272 546,705
(4) Diazos 55,424 61,086 63,959 67,596 72,320
USER SERVICES - *YEAR/MONTH ocT Nov DEC JAN FEB
(See Section M) = secceccnaean...
1. No. of Docs. Sent By Request: :
a. Priority I (1 bay) 14,000/1,167 719 1,519 1,735 1,348 1,235
b. Priority I1 (3 Days) 3,000/250 333 125 369 549 564
c. Priority III (7 Days) 7,000/583 952 257 772 533 164
2. Type of Copy Requested
a. Fiche (diazo copies) 3,500/292 66 124 55 97 109
b. Paper Blowbacks 7,500/625 753 729 871 1,532 1,125
c. Paper Copy in Stock 1,185 1,048 1,943 913 858
PRODUCTION THROUGHPUT (AVERAGE TIME PER DOC.)
1. A.1.D. Document Cataloging (Days) 13 1 12 10 14
2. Core Filming (Days) 11 8 9 7 16
3. Abstracting/Indexing/Editing (Days) 163 181 139 174 167
4. Indexing of Index-Only Docs. (Days) . 82 43 59 43 115
5. User Services (See Section J.)
ADP SYSTEM USAGE *YEAR/MONTH OoCT NOV DEC JAN FEB
1. No. Authorized Users
2. No. of Dial Up Ports 16/16 12 12 12 12 12
3. CPU Usage (ALl Groups)
a. No. of Sessions 4,568 5,643 3,140 4,380 3,538
b. Total CPU Hours 320 374 242 324 271
c. Total Logon Hours 9,000/750 5,417 6,622 3,075 4,525 4,454
4. Printer Usage
a. No. of Print Sessions 2,873 3,184 1,680 2,264 1,871
b. Total Lines Printed - 36mil/3.0mil 1.7mil  1.9mil  1.0mil  1.2mil . 0.9mil
c. Total Sectors Used 626,476 659,728 361,580 464,796 385,868

MAR APR MAY JUN JuL AUG
415 617 345 331 396 360
554 . 827 529 431 517 534
31,322 46,233 31,015 22,546 26,371 28,930
4,026 6,555 3,950 3,070 4,025 4,265
6,846 7,463 7,808 8,139 8,535 8,895
10,004 10,831 11,360 11,791 12,308 12,842
578,027 624,260 655,275 677,821 704,192 733,122
76,346 82,901 86,851 89,921 93,946 98,211
MAR APR MAY JUN JuL AUG
1,069 2,312 1,308 1,459 1,417 1,413
27 407 593 180 63 442

329 174 780 939 582 = 644
149 218 97 191 249 147
841 1,530 1,633 1,788 830 1,617
3,493 2,146 11,125 930 1,623 1,864
10 9 7 4 7 8

6 10 8 5 .9 8

m 99 78 82 68 75

55 35 17 24 23 21

MAR APR . MAY JUN JuL - AUG

12 12 12 12 12 12
4,214 4,585 4,088 3,790 4,137 3,397
226 309 296 264 419 269
5,053 5,896 5,015 5,014 5,464 5,456
2,659 3,154 2,195 2,072 2,544 1,920
1.3mil  1.6mil 1.5mil . 1.1mil - 1.2mil- 1.0mil
500,032 624,820 714,708 456,512 580,132 412,096

SEP

218
326
19,128
2,340

9,113
13,168
752,250
100,551

SEP .

1,337
340
203

173
836
8,767

103

21

SEP

12

4,124
263
5,043

2,562
1.2mil
513,572
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AID/DDF Financial Aecort - Qugust 1983

PROGRAM ACCT ACTIVITIES
PHASE 1 PHASE 11 : PHAGE 111 Ot TOTAL
: CORE AN SYS BIB  AQP OFFICE _
CURRENT AUTH CEILING: $75,731.0 97,601,051.98  $45,200.28 $120,200.00 $716,681. 08 $8, 539, 469. 38
CURNENT AUTH BLDEET $7S, 737.08 $1,697,240.00  $45,000.00  520,000.00 $1:4,015. 98 $1, 353, 300. 08
AMOUNT SPENE PREVIOUARLY 132,001. 53 $1,267,879.49  $24,008.71 $9,283.79 $22,525, 62 $1, 355, 499,48
CLRRENT mONTHE EXPEOTTURES:
LT8: - . )
Direct Labor Hours % 22,3 k-] 1 O 2434, 3
Direct Labor/Dverhead(®)  $2,580.91 $33,53.86-  $1,519.33 $1,498,14 $41, 162,28
Other Direct Costss -
Computer:
Eguioment/Maintenance $15,511.9 $13,311.01
Supplies/Services . $435, 43 T SA3S,A8
Consultam's :
Gen Off Eomt/Suss/Srves ) $9,990.79 $9,090.9
“Loe Trvl/Pkng/Msgr Srve $2,474.33 : °,4%.53
Long Dist Trvl/Per Diem : .
Mjcrograchicss )
Filaing (vendor costs) 2,031.28 42,431, 38
Equipment /Maint "W7.53 $%{7.53.
Supplies/Services 32,97 ) ‘ 3,7
Post. /Frght/Mail Srves 21673 210.73
rinting/Photocosn 13,255. 00 3,258
Pubs/Subseriptions
Soace Rental/Utilities
Teleghone . $6,543. 77 ‘ %,343. 77
Tewo Services
Tatal LTS Direct Costs £2,580.91 $76,286.96  $1,519.33 5.9 $1,498, 14 481,088, 34
Subcontractors: i
CAP SYS 530UP, INC: :
Labor Hours 122 1381.73 ) 33 4 o108
ador/Qvertean () $1,57.98° ‘ 817, 4,64 $50.08 43,250 $087. 72 °2,731.38
00Css i
Local Trvl/Oing ' $398,29 $398.39
L3 Dist Trvl/Conf/Mtg i
Suoalies/Mubs . $172.59 $172.69
Graonics/Reoroduction ’ $19,58 ) . ) +3.98
Tewn Serv/Corsultants $313. 98 $S13.08°
Total Direct Costs $:,587.2 $18, 128,61 5.8 83,200 $697,72 $23,435.13
SlfFee $255, 31 2,918.31 $3.34 $523. 89 $:30.04 $3,837.29
Tatal CSB Costs $1,842.51 : . 21,007, 12 $67.2% $3,77.89 $537.76 $27,672.62
COM DATA 5Y8, INC: '
Labor Hours ' 12423 - 2.8
<abor/Qvernead($) $19,678.01 . . $19,678.01
C0Cs:
tacal Trvl/Yegr $171.50 $171.63
Leng Dis Trvl/PD
Tewo/Misc Lador/Censlt $:2.32
Jeproduction $4,450.T7 $4,454,T7
33208 emtai/itil $8,3%.56 8,29, 56
Storage/warehsuse $531.90 $53:.99
Somautert Zeuiz/Maint $:.801.38 $1,901.98
Computers Succ/Srves $1,45.73 $1,35. 79
Zrinting/Photcomo/Micr $49, 18 $45. 18
Post/Freight/Mail/Tele $1,592.86 : $1,5%.%
Total Direct Costs RN $37,429.98 $0.%9 9.9 $3.00 $37,429.38
SitFen 2.9 $6,632, 43 .28 0.9 $2.90 $6,632, 43
Total CDSI Costs /N $44, %61, 43 .0 $3.29 5.4 $44, 361,48
TOTAL DL, OH, & CDC $6,622,52 $141,395.55  8:,386.87 - $3,777.89 $2,435.99 $153,6:9,43
5t8 $454, 40 $14, 946,53 $166.68 $3%6.68 $295. 77 $16,133.2
=3E {On Suds) $2.455 $3,%06. 32 $4,24 $226.87 $56,27 §4, 200, 8
€= iLges Subs) $274,28 $8, 282, 04 $151.73 $35, 72 $157.8% 88,8238
CTOTAL AMCUNT FCR SONTH 45,272, 5! $168, 350,62 $:,09. % 84,436,735 $2,905.79 $196.374.0
555§ VD IN SYNTS $4, 554, 4% E 86,234,8;
33 TTTAL W FIR MONTH 163.6%6.2: REEE
TITAL O GMOINT TO DATE  $37, 354, $.43,375.72 RE,TITS 513568 85,4204 $.08 T
AT REWAINING IN BUDBET $38,332.%6 $265,£72,30 .32, 46,3538 88, 583.59 $418,23),2¢

9R0J MONTHLY EXP (4 mos) $3,235.54 $66,4.9,28 $4,820.56 $1,589. 84 $22, 1450 $.26,7720.22

BEST AVAILABLE COFY
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