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Xtx a dmceratic soof.et2- iz i a  S O I ' X G ~ ~ E ~  ne~ssda~;?' t3 e l i ~ p h ~ ~ i s e  the need 208" 
%he pubfLo kc+ bs iafo,"~ta%rd &'bout: i l a  gavexmsnt, 2i:s clrrs.i~eloperit sf X~oaemeB 
aftissen8 is ans o f  .the FS:QR. ~ Q B P B  our pizbl.ic sehao1. ~ya%ea, X% is oae aP 
%he mdnst2riags of oPvro otgw*fratiaaaz such aa t h e  GS.tfeane L e a p @  w-2 the bag%@ 
sf Vlmelta V.awro. I$ f5 widolg ~ e ~ o g x ~ i ~ s d  by ocher c r n W % ~ ~   group^^ RU&A as 
~ a l f % - f c d  ppnr%3rss, shmkbrs or" cmmosce, 3,s.bos ;iil%cans -5 s e d s e  eltabs a 

'Rie regular aadia of mm%!sstd.onpr .=- prese, koadLo, ~ o l e r i d ~ n ,  p e s $ o d i ~ a % a - =  
d e v ~ ~ ~  mm&dar&%s -%&~e P S ~  a f f o r k  $9 %rb.>gaing t i is  n u b 1 . i ~  8kou.i: %'heis govern- 
nepte;, Sa do tL% D ~ O Q ~ . B  E B P ~ ~  c % ~ l i :  or:;w.,ise~,. ::cs. To s great  extent, 
kmver, ,%I7.e adeguaq~ s.f job *&.es;, g~ot,gz 9~ i',apaxids t g o > ~  %ha m&ixr$lss d t h  
thP ek . smt4m,.ent 03~s'g.l 'aes a& ~,"e3%eazs i: i ~ z f o r ~ x i  *;kart, a ,  qa~e~rnex% :Ltbtei.t' 
ha@ a $.rtp~.y-t;*at r ~ x e  i z  t3.ef ;a inf GF~O ~ ; ~ a u , r - ~ e : & h ~ ~ ~  :? ag fi,as a i s s a d a a % i ~ g  a~a.uit%fea, 

'6bn ~a~,dequacy :sf trte ~ytst%m m,:r bas% Se r$d.sg~riied by. ccoerfae~lng kk.8 
ramn~saLea.a@ md P , O ~ ? U S % O ~  facing +,he 02 GZBE who 13 B ~ k e s a s ~ d  in flzdXng w% 
boat *fie i)pep.e.tioaa of the &-by g o v ~ r m ~ n t ,  PO g3-k the  i d ~ ~ a a c ~ r s ,  ' h ~   us$. 
aataet 8% se~arttm 8genoiZe6r rr3ques%hag 'sh9ir z;vz:i~al re+p,u-%s, Be finds %ha% ably 

P Y L ~ S B  age:ao&es prepere S U G ~  a, report, 2 3 : ~  hm~ax-8 m:y attmp% tes ge% tm 



o m p l s k  piekms of a u t e i p a l .  qsra%%ow, WQhr obtrafziz~g Yna avdlable reports, 
Z he must wade &-rough %he=, " r 6  LE no easy %asks Zbqf 0% all. s%z6pB 81hapesD 

st%z~g, Very  few of %he agencies t ry  to nab the reports madable th~ough 

g is also appw81ztJ 
p o d  require6 a oegmate serrsr sLSiS. bindi~g~ The ~eprOauot%w C B S ~ B  are 

h b o r  ~ r 3 t ~  h%&e~  
=f to sao88trats or?. the meohanioal d~mIcpa"a; cB $fie 

o*ws BP"&, mdP 
%bPf 0%br8 mtOgram.we aecktaas %ight;%ng a prkbauf atp I~BPQ;. 
%ha% all eaPi6ibPts have tsme inmi would be useful as gut dea 
an ama% repork far mmeekpofi&, 

af repa~%a prov5.de a gooti example 
Wlwrnbe has Paao 
'eiesp (2)  a ~ a m ~ e ~ l -  
asssdations, 

Tho, report is @mpi$ed m d  a d l b d  by the i ~ ? d c d p a J .  re.%r&nm Pibrariea of 
Wlwauba as one & has duties, Ks states  +&at the t o t a l  cost of printing, bWiw, 
paper, pl~otographs a d  sn~av ings  cam t.o $8,128,84 for 18,OOO ~ $ 9 ~ 3  of %he cBsWlec 
rap~rk  and 20,008 ~oplas of t h e  pzapl~%.et reprints, Probably %he labor imogbmd %a 
the e ~ ~ a p i f f i s ~  and e d i t b g  mo\ap.Pts . k ~  enboa% $3,000, 5irk vm w e  obta mom spets%fir 
d a b  m this frw %he lfb~arieura~ 

f % amid seem that N%nneagaslibs &o~ilG ba able to ppbfi8h &LH 
&bou-b the s a m  prim as U l w a u b c s ,  

The question arfseeg l%a% porkion of tho owe am b o w r e d  i ra  p r e ~ f n g  -&he3 
aralaud reports of a s  20 aeparrate Kheapo l ia  egeneiss osrold 'be dm&sd to %he 
pmparwtion of the corssol%da&& m a d  ~epost? Tiha% &&tiom% aosies, Sf any, would 
there bet 

/ * 



%f",'h eb mnssbidn.bd amma1 report, the  depwtna%a aa-s~ild s t i l l  ham .&o gaWr 
[ - tmd emi5i$8 data in  e. cXem m d  usa&'re P~i:~zk Ear Cheb rn U B ~  sad %OF t~wPlinfPIa1 

to eke wn%-a% repoA writer and s6i.hra Thns part of %he ooet *a~es~*fsrs would s4Sf 
wp1~au.a $0 he $ ~ a u m d  in the ssp=-wke $ e p ~ r f ~ e n G o ,  

3% s h ~ u l d  -be ~ o s s i b l e ,  hmewr, Lo edLr7lim-b 88 a COB% f;a ftie 13%&sli$U1% 6e- 
pw%meats %he re& of' the procssss of ~epor-i; g~epar&.%o~, 21fiis inc lut !~~  the @eat of 
layouts, photographs, eag~ea~ags P G ~ S O ~ L ~ C ~ % O P ,  ( p r i ~ t f  ngg zuf ti1 f -&ihgl &too f 
asbT$t I l l on ,  As es%hated Char% As Exi98@ C O S ~ S  nm imowz~ to over #8,000 h, 
IWawl?sp OP almost what iC casts c5.Q cf li31waukea %o prepare and d i s e i t ~ u k  
f t e  ssprt, exelusive af the cost 02 ths 8 8 1 8 ~ ~  of %he &itQr md ~ m p b l @ t ~ ,  

It wm3d seem, -tharefore, L k G  ti:e case of a corzsolfdated emmd report for 
Hmap;pllta, sxmpt fc r  ths sez-dacs cf %ha e$itor, weald not  bs q great 
khe omraXZ. COB% af' reparting k %he c i ty  at t&e pmsenft %be, Eweover, 
sadcera of %hs a d i b r  probably wtuLO na-b be s *hk& atadf%%cnal cost to the city, 
This is beauae sme of %he preaeg;t d a p i i ~ b ~ n % a l .  ~ B ~ O F ~ S ,  sil~ch as the Park BwF&@ EI 
entail appreciable e&L'Gf'p1g, a d  t M . s  editgag would ILQ longer be ~ l b e b d ;  

%%a Yapr  seesrs .t;iia lagiorsl 
p\h%ishing the @i%yts fs~mo%idab % ~ e p o ~ t ,  Hs, mare %ha q- 0 
agenay or depa~ime~L, mpmsats 
p~ub1Su relations. RhiPe the CIQ- ssveral iKI&epnden-t go- 
C o ~ c A i ,  Park, SePaool & Library b o ~ d a ) ~  the p0dde8 
%%eougl~ his meaba~sllrip a a m b a r  of the¶, 

%Be Z&yor% eruthori%y -tD direoe " P F ~ C U S  d b p x ~ b e m ~  t o  
the - -saw-  infomatkcma mr3 b f~rga p u b l i ~ ~ - k i ~ n  of t h d ~ "  own && 
The Csmxze&..ql Boards would .need to g3.m %heir volmtary conme& b 
but f -t m u l d  sacma that &is cankba~ shmld be fort&oo&ng in .tThew of 
to Plrst had, 

3f %ha )168yor wgm tawble h gbsorb tba  additional ocsst of *.% mmal re 
%f M s  budge% EUY~ the ComeiS. oouidra$ ash aa &&Momnal approprf aesx  b his 
0ffh43, Woyf 00Ufd 90 doukk 
.the several inde-deah, gsve 

Appendix C is i fairly c q F r s b  sx"t.$.ix~e of tho me of infoma%Pon; wh%& could 
be incllosded -In a csmol8dae9d t - r l  report for Mb-baeapollh, 







I S U R W  5;'' :7.'4:235 0';' @Gc.c >$!'yd aFif:()ATII$G 

Iaz preparing t3 $naQ$ze t he  preaas.'; s y s t a ~ ~  of' axma% ruprtir ; :  
sf idflxy~~sprslf s5 -&a sub c..gm3lt'ae flask r::ugh:' to de-i;e-ne Z;kc aeaawre 

V ~ W ~ O U ~ S  mth~ j~" i ae$  A i l  the  .F-&.eT.d ( m e  bi)2idegraPBg) emf exsa~p~ed a 
repr&s wk~iah nrgr 7s::c.e"aL;:: Ugf:ly- reg..:,r5sd i ~ f a  f i e l d ,  

(b) ~~~ C&lS?mZlk p~t3?3193B f&3@ k b  &% Cd?fLC%%plzf~? 

(a) V k m t  $ 5  glrwxed for ii'tim~.~? 

it is iaxpsr-t to demlop ran e&sy 4x1 read ama% rapor%, 23 
gub3Eie md %he p i t y  go.s~~.rnment d l 1  a&ei for p a k r  u a d ~ r ~ t  
p&%c%pa%da in e i ~ i  c ~fPald. PI , T%& aanuaX repore can sesme 
as well sra, a sauew aP i & o r m ~ t - 3 , ~ ~  %O bi~teprfas ax~d spec$-all 

a posiki OB of laocomkhg for their  a*udship 9f a<11:~-u~%-ty 

The tum~a3. repor% in addit5 cxxi ,te abe%tiq forek th& r % a o r ~  cf aaampl 
is a  ad p%am P a  *%ah t.o aaa2ysip =B"'betnt probl~r~ba md mewmead Ptt&i5. 
to aoPm .@'r,~an, T b  r$rp~rt  81 BO ssx-a:a:~ P,c ~;!qy$l.;y mhrFLSX of e=arreat zmv 
fm disemineklon through the ze%sr<xpero, radao, an4 T, V, The ~ a r i o u a  

neefcs in opors%%(3~ a% t:w d ~ p a . r t ' ~ ~ % ,  fkhe r@por&a d:9, prm%d4 B more enl&ghbae 

&ad resukt in e o m d s s  ia gcrosrm:err.'t; sad ~oaperpeki~oxu in "Ue&lPag problma %ri 
ru tmi  09,paP goverm@fi%, 



Pl~easa &ris i&o type3 02 p g p ~ ~ t e  "till OTJL b8 $.PB;~E~ "ijd 'by -8h-s &kv;~ d p _ a ~ b ~ 8 n k 8 ,  
'tho $ 5 2 ~ ~  i e  %Am dataifad mpri  O& ~@%t-a:Lt,y af %IS ~$tp"ia?as de.ej6f0lhnPt;s~ Th@ 
aectmd i s  the nexvsy non--&@ahG.c%t ,cc:'~?&'Ea *9"wyr& 4,o *lie pu3l5.0~ The f omor b@ 

(\ pmpwsd mci p%we&d fn Uie dapar"tsnen3 ff leis $or re6  LW by the ci4;%e@u I ~ % i $ r @ s ~ d  
in m e  % h a  b m f ~  facts 9% rn ~ z ' ~ ~ r a 2  repar%, 32x5~ :%31iav@s ~~~ m.riua1 FI~O+% af' .. 1 dull and ~m$.sre$ssaa$ing de%d.% mi ge:r?:r,-s t. nors a%%rue%%va hmdf & ~ ; g  02 the repas& 
tm .the p u b k i ~ ~  

Xn prepwing %lie araml rspoke% 5% I s  Sz~po&a% %c;o d@v@lop R good cmmx" ir&sh@ 
~ % I I  pt3.sibPe mphataie on a ksgr s~Aavmon-ti, s r  ~ 7 l ~ m . r  eas~mplf&sd 3.a %ha pmrrioue 

- par, 
fos ti= m a d w ~  to look beyond the sopaaa. gage, h i ~ h - n 4 u -  B"* of  na* 
more -thean k o  pagBer is ~ s ~ m e a 8 a d  t%~a% FA&% ~oas ib9y  i.d&:lighf; s amp Ll ski- 
r;ip%aks or fll%~we pEsxlfic dh, good %&la EPB boa%ezit~ ~hh~):Lld be srap;plemsn-d wA%h an 
Ladex fop t h e  rgr%da.%u ~110 ~ d g k ~ t  be rmly inte~~ests j .  2% one speeif3.o p k a s  02 l ~ a a s k  
gmermenk l 

A sa&*mabls axmuit% repo~"t E ) S B U L ~  gg-t.i*e LL dear and simple aaco?.mt of8 

(a> The rsoard o f  pas% tzstisiekisct f o r  a parAod st& % %s @ve aa 
adeq~rab 9as6a st' appraissl aa to cost a d  use, & of a parSg:u%ar 
eerdsm k %ha c 

(a)  k s t a h e n t  02 a future pyogrsxl for each of the dspeartmar&s, 

Ths mnuaP report should prodde tiid public d % h  %he fol %&-a*aa 
8s %ha% %hey may adqaateiy paaa j ~ t d p ~ % ;  on khe sff iaAsaq 8@&e@ 
Wle ab%f%%-y g ? f  =tihe O ~ ~ U Q % % ] B F ;  off 2eiaf.P~ 

(a) %a offf a%oLa marpornable Pep 

( 1  Hha% ae,vf -sf, are r elademd by saeh degahex86 04 govbrmmt inolu&.aag 
an k w ~  of i -e t iom aeeidess, 

In UPS b05y of the rerapt =%he d s p w h e n t  atecounta 0% eemi.eee san &e prepared 
%% mom de%a&l, 2.at.raducbq page OP* &E. can present ee aimmry of aoooa$%f sh- 
msrrts  of the  goae, indictjkkag I&& wsae pro-wide %gf"oma%%on or s~~rw-iae %o the 
ai%fem, eund ~ ' & i r > t  in fo~"m-%f~~  of r s i m i L + s  sefersxrm rnak3rial to looal 
gowexmmr~b, T F ~ B  baa be fsllewad iy a more d e - t d l e d  maparat%%-e anzd,yeis ~ : ; S O I P %  
of semb~ss rcssldared to gublis, a : ~  t he  pre-.uigus :gem, The pr~posad oz-rtxirrs for  
a 'ameapoffs h u a l  Eepg3~% f ; ~  be ).ar3Putd86 t'"L.1~ ~speir% $8 m sxmpla of the 
hfamntiolm that esufd be prodded 3.n *a ssm9~as t-md acLidtios reper%, 

"re Bi~zaneia% st;atmen%a car. Baas% be %rrcXtzdadi in a spscLa1 seet2on s% tihe end 
of t'm ~epcnrt, The plans %or the futxre e.%d ~ r o b l e m  faced a m  Perlicm %he %%zwioial 
s~ok!..c;sp, M$sc%e%lwoue d a t a  6uab a.3 p p u B ~ ? A m ~  s ize ,  wag, s s d e a s  ~ W e r n d ~  
@-la n ~ ' ~ % 8 ,  agad so on be. %noPuded b t n a  f'i-'d s@e%%a~, 243nere w e  1 ewar&I 
'~a.riatAorm in prepwing the  a1 raprt  sdi +.n bty satpm b~r a rev3ew QB FBPOF%B 



~ h r ,  umdi,~ size 02 the report IS gluier 6" x 9" QI 8 9  x fie a~aof~df~ng to a 
~aseocraf~ study 0%: varZIou8 eiQ re~.rtnr, %hs f omer adre easf ly fits %a a atim's 
paaka e; or a w i x i m i b  put ae m3 f r~ nore usgfiaf for easy ref  emme 8L9; %mi m e  tihlgs , 
Mrs deo%ulm as h length '%as rlecftisd em fa 2;iiLs skdy, but erne f"es1-t; tha% t?; 
mporP1 0% fI,iky peges aaer the i m m  to inaintai~r reader fBahms*t, Sis8 xlll ;&a 
c; pea* aix%anP; be d e k d a e d  by uas of grwpbira aids,  txwtoons at he^- hAkema 
to m a s  the mpoxlp; rr3~dabXe~ aewsy, -6 wifAsf s m ~ ~ g h  Q1B d n % d ~  m8dea h " ~ m 8 - & ~  
1% is a o ~ t  hpwt LO 12i3m repor+ o u t  mZ; %atax- a*. meka ~ P b r  %ha 
yewe s enel d, TIa3 use sf pie sty of) p%abmst,  l%m &wings, om4a~rrs, aad map6 f B 
hp&at %or a goad I W ~ ~ F ~ ; ,  %Q ~ e % ~ r e ~ w s  fomd useful Sat presaatieg gr&pMe 
nabriala w a  the fa l ' l?~~ i . lxg t  

(a) UnPP Skat iat l .oa l  'Ea3l.a~ and %$&- Drum D. Mudget% 
\ ougfi%mUffU,n:@o., E* Y,,I9W) 

By m y  of swsry, it id&% be sa3.d &-eat a.m:m.md report .s;kaotnfd presa~& a 
hn6p=fow how n day g%oWs ab %.wt.iZ g m  t, The Paate sus$ b s h p l i B i e d  
mkl oompreave ~ 5 6 3 % ~ ~  ~ervimha~ a d  ;3f~ogtms pmseahd $a an LrzteretstLng f aakLsn, 
Ers~pha cud %Iltus$~azi~ns shauld tdis i;b place & W O P ~  tmd larrajlnbr~c~s%ix ~ ~ ~ O B O % Q @ ~ P S B *  
h3Mxa.g Ihe repar$ auk g r m p t l y  usfag such mm5l.a ats t b  b y  Soou%sS P ~ Y P W T ~ ~  
PoZf ee a& aeparak ma% ling is h ~ & ~ a t  Pn the mmntiserl rep~p4"ltdEg pm~ea&1, 1% 
d&..P; 'be -11. to becvs a public re offfoisd9, e&Pq %n an addscax:= errp~oi$y 
to assum ma enks~tdefng, w i t t y ,  end %&omm..tsv~ m~td rep$p$- %s the 
p ~ b P i s ,  

DL Tho Should 
-IP--IIOI 

Xn "the larger a i t i e 5  there is a mmd for ~9mtmlf ratPLua in %ha p r e ~ r s r s ~ o ~  of 
* a  ajmmaf regsod, B tspeaifie d s a f p t i o n  of an offia%al %o edSk .$he Uwd of 
repx-t p ~ e 8 m t s d  %O the public :s ta neasasity. The depurtmar& hsetda eaauXd b 
antauraged %o a u M t  ir&tormatia and hfomsaLive reprta t o  t;b persca rssponsibPe 
for .the ~inn?~asc%. r ~ g w r t . ~  &I s f f i o e ~  isrz @Base "t;ouoh ~ 5 t h  tihe act5%-ft%ea m d  offieinls  
~f' 31% d a p a ~ ~ ~ b a t r ~ 4  ~h6u%d Be 858 jp .ed  %he ~ w o ~ ~ . o ? s  and it rihttufd ha i@m@red sa 
rn %.n%-eegra'3. sazd heparsan% seadea ts $he a b I n i ~ - k ~ t . % o a  and the v o b r s ,  Irz some 
hstan.aes i-t has bsaw fmad =kh&% mona.ky reports frm deparWa%a a r e  ha&pfiP ear 
t8ae prbpwaticm of' a9 final annual aspor%, In m o s t  ajltfes a$ has been a : s t a n m  
ta ham .the mnuerl repop% prepared by %hc town clerk, myar, or cfZ;JT ram-agemg, Th@ 
dsef sfon as who is b a t  gualifikod ta do %]Re job f~ debmined by %I-te s%ruakwa 
sf Poanl govez=zma~ti-P; rn %he lagal  rqu%rwmn%s as ee%&bl$sb.lar?. by &mT&s or crdiaaenm, 



13 a g e x ~ i e a  w h e ~  c~~ .4 ;@-~ t&d  far ina$o~m.at%o~ on xwp~r%Xng 
i%dit :~ted EO a'i reper: was 2;3attt?oda 

T$G Braseasoh Zu@aesr fsswe reporLtr on %he ae%ivi"tioe c%" 358 depmha 

~ s p & a  but xiore 3n the nafwa o$ p~t33rtet prag~b~tz r~pgCe&, The  Clxa'darGer- C 

lkj.a.t;iv& on kks par$ of its ~em*mrs d;o @am=y c u t  such n pmJeot, E4d ~ua.5. 
BdfbdPng axxi B3mtdgaP Audl%orlr&~ s s i a a  9eQk Ghet mmutit;. Finraat5aP re 
b the C i % y  Comp%rafEejr"t af%"%ce e S s a ~ d  of E&k%1;%~r%a a d  T 
oocwsion the bucPlhcipa1 hatssi~lmr Q a d s s i ~ ~  i s e ~ ~ s s  _ P P O I I ~ O L I ~ ~ ~  
i'sr gemera1 di~$.ci%llu%;lon~ The gdu~ia%paE Csurtbi i1~31.w only kkeI.so dfi sia% I%& 
~f d>-:;pnsid.iom caf cases a ~ d  make B-G a t k , p t  tc rapor% their a 0 3 i d a ~ ~  %a $he 

a4. reporter, T?.m i'iaimdsrl aomuMng Ba mds ?q tihe 
C i t y  C a p k ~ o % . ' % @ ~  ~r the E b ~ d  $ 8 % h f ~ k  & T&X&%,$.OE %a t&b AEEIUP_~ ~ 8 ~ 0 r k r  

~ 1 a g  a dup;er"tmgnts, SO~&E;,  ml c esiom do issue -dal repe&s 
v%$iesU x " o ~ Q ~ * ~ s  LYB of a l l  a i  shapa ,  and omter&, BBs 

e%adard exisr&a in binding, m i a n g  &fqrBe, dasf p, or Payou%, The pa-sea rishing 
P;o f P . E ~  om% wbouf %he aperueklcm of %.a e%%y af mmapo%ia  wwLd ham .tQ vie%=& 
%h&pw 80pardb &ggagl~$a~ etnd wade C ~ L T O U ~ ~  _- 
=aeon offered %n %#~~is setetiian ~ ~ ~ p l e d  w%i;B% 

d q F l n l h  mesd for oae maaabinsd c2--r~por$ fir the aiky of Y$nmsspo&ier, 



t The ~mnu9;1 repaarks of the d@y of i&irmeapolis were emlnahci on tb 
l o l l d n g  basres 

(a) Cover d e s i p  
(b) U s e  of" graphic aids 
(o)  2&dn%emce of r~adsr inPzme% 
( d )  Use  of orgmi~sa%iora &&a s~zd off'P?rl~,1 Ti. e9; of dapa 

.:: -*  , 
% 

p e n ~ e m e l  agld af f f - r~  
(e) Writ5ng and deirrign of repms b ti3rnaks than amqra read@h%es, 

amtd bbms%iag 
( f) P 3 . a ~  for future hpremm~t a d  op~ratzlszi 
(g) Clem amlysis of cmren% operaaons 
(h) Clear poa.$rayaE sf aWu%s*n%1.ve amd f b a n a f  al actiiuity 
(3)  ? ~ C E I L P ~ ~ S @  of 188t%8 0% ~ 2 9 ~ 0 & h ~ a  % R ~ F  "khan Osde month a%"%K' 

of yew) 

'fhe r e ~ t a  s e ~ ~ e r d  i r e  gpaerd me@'& %he mquisments of Islr"adasg 
a- opra.f;iaa of  the gmm~ila.%, As ern be asem froa Chw% A +&@ =ports are Bask- 
5% in a$.%e, farma%, a d  grqk%o repreaenta%ioa ~o woesgwy to nab ~epsr$a  
SJ%%eresi&fne: to t h  ammge a i e s e ~ ,  The in%em~"e-2?d wk%ikeag in &diasn .t;o 

, being sttb$s&ed %o anA wAmt.ras%ing rsplo~'ts, is also plrtoed a$ a great+ 
,< d$sd-tasge in abb& a ole= plct-wy 02 gave aaiL opratj.m, Be m s $  

, : 
\ 

sear& ou.9; aa8 gemaes a1 m p o h  OF a l l  sizes and dsssr%p%lw,  naqy of 
dull  sgd s p . f ; f s % i d  m&Umo 

L Ssct&on % pointed out the d%s tagere of t b s e  ~merous eepor%a and t b  
aped for one omptraite muah re ar the ei* of ~ m e a v o % i s .  Yfie 
acbiP$ a great saving h t h e  m e m y  ma 'ss i n  B past=t&m %o astribuk 
a .gtp~ff-ni$%ez and mesdrrble cumu~ -repor% t6 the gontsr~il pub%i%, B%b andysis sf 
the estiraail'ted cost of sauh of the reports ; r e d m d  ir %his study was prepmsdi to 
pin% ou% to Tt;kle C)ltieezi the w a r n d e a d  naabss of the imaivi6ua rpr%e for 
eaeh &t of gavement, B brsEdk6m of the aet21crde ueed to d@i% es*ahd 
cost i a  inoludsd as Agpo A,. S~cidon B ?a 4he appancTk indiaa4ies fhrs sethod 
ueed Pn anslylsbg the ee tad m s $  'of %he ps*easnt -el reporkso 
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OF MINNEAPOLIS AND HENNEPIN COUNTY 

601 Syndicate Building LInwln 0791 
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CHARLES T. SILVERSON. Pfai& 

TO$ W a y s  wd b ~ ' C e t ~  
 poti is City C w n b i l  

a) Chafy brief, b i p r r t  or poplwited 
a%au@d far 1955, 

b) T b  deaision as do it4 publioatim 5.a 

xq€lu* of GQgqr is lxvsliPaZl%e. 

t imlmd~*BEEt&PI 

*a 00 &SstriWia rsmd saB&ps%qq o 
wUeat  tke &% rh;i& i e  t o  be in 
agwc&es or Paaeq suie tiha* it is r 

The C i t i s e r t g .  aae af the priaoipal & e r t t s w  
in the oity are vrllling t o  asais* without oort  t o  the oifiF 
tion of this first report, 

The substantial intereat shorm in this ~ 4 , j e e t  , gSrd Pi&@ 
L ~it izan.8  leada ue to  believe that the parblb mgponse % tW'prrbl&& 

tion of sane farm of Consolidated Annual C i t y  &port be raw* 
gratifying. 

A NON-PARTISAN CITIZENS ORGANIZATION WORKING FOR BETTER CITY & COUNTY GOVERNMENT 
m 9 



ANNUAL REPORTING m 
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I, Purpose sf atudg 

XI, Sub cranmitteeg soope and methods of' resear& 

III, SLnrrmaky oF Findings and Conolusions . 1 * 

A. bportamba of gmernmental reporthg to the publio 1. 

B, The value of wing18 twmsl report 

C . Becapitulation of Findings on present status 
sf wlis ng I* 

D, Xatuse and wst of anrurd mprb reauammbd 
for XBrs 

4-4' a. Eva3uaWm a,? peextt mporta 
id 

Appendix A, IZos* defa&t5dol for annul  reporbs 



Ycmg people in Um.me.poU8 tram ti= to -a , , 
We lauk of a mnoiseo brief oonsolidartsd report of the 8ta.hr8 and 

a&v&t%es of several brmahss of their gsvemnt, "Ehfs BQPQW~ ' 

h m  aed frequently by msdmm of the warKoua amm&Za;eee of 
the . 

'Bhbs 14mdq was &erhken b find mtrrhat is be- to 
/ 

-part the C%wtsr a&vit%as to tb publie) mb#er t h i s  %'to 
L. 

a desCible skndwd of repor&ing) a, if o- poticre AaUs ahart, 
harr fBbe d e f i d w  q r  be lvswaea* 

&bur oUfes 
and data an the saet?mlrr as3B cost af preparillg theas aouerkrii aopies of 
a r l 3  mmEil reparb ~rarr 'befrrg prepared by oity a g d e s  sad Morma+doer 
an *eir eost arrd &Ostribt&ont end zntrde fnquirg ~8 t o  c4w &%&alav 

rm a oaasolidatea #rraunl rep*. 



t' 

a, 
'y; 

,& fxa a dermoora-bic sotie.Q;y it i s  sotireefy netessary t o  empksice the need f o r  
4216 publio t o  be informed about its gavement, The developen% of Wormed 
e i t i ~ e g s  i s  one of the major goals 0% cur public s o o o l  s y s h ,  It fs one of 
the mainsprings of c iv ic  organfsstiom such as the Citizens League aad t h e  League 
of l a e n  Voters, I t  i s  widely reco@sed By. other ooamnunity groups, such as 
poli=tical partias, ~ h a m b r s  sf ommerce, labor d o n s  and serw-ice cfubs, 

Ths regular media o f  oa.t;fons -- press, radio, television, ~ e r i o d i c a l s  -= 
devote comiderabba time and effor* t o  informing the  public about t h e i r  govern- 
ments, So do the sdhools and narg civio orgetnisatiiona, To a grea t  extent, 
however, the Bdequaogr of the jab -these goups do depends q a n  the  madlness wit21 
Prhith %he gmement oompiles and mleaase i ~ o r m a t i o n .  Thus, goverrmnent f t ~ e l f  
has an important role i n  the i r  idomation-gathering and disseminating ac t iv l t ies ,  

Govement has another rcle.  Publ%c ofSicfrals and employees have an obligetion 
b account for t h e i r  stmardskfp t o  the voters, as direatore m u d  acoount t o  their 
stoskhol~ere.  

Aside from the general obJec%ivss of keeping the voters informed, govorrmrentd 
reporting helps i n  PJle eaonomio dev~alopenent of the omnunifye Business and 
industry looking fm a plam to locrab o r  expand want t o  knou a l o t  about a ci ty,  
For.example, a tonoern l ike  Pruden%ioll Insurance Coanpangr rants t o  lrnaar about the 
e c o n d c  s t a b i l i t y  of -t;he cmmmitys it8 laws smd oodes, method of gmelllpent, 

f 
\ s e r d a e s  rendered, tax struoture, ffaaneial record and status,  and a host of 0 t h ~ ~  

f a o b ,  Barbous agentdes of the eiw govgrmnent which deal with -the,ae matters 
day Zn and day out ape ia the beet FOBIHOD to provide euoh infonnstion, 

Good publio reporting i s  not mersly the prswss  of preparing infomation f o r  
the publio, I t  involme preparing adequate informatios in  a r ~ a y  whi* is eday 
f o r  the public t o  understand, interest ing t o  read, and readily obtainable, 

I n  a g o m m t w h i e h  has thouaarads of employes, many dWferent ageneries, 
anil FA mul t ihde  of aotivltiers, a primary requis i te  fo r  d d n g  the reporting effeo- 
kive is t h a t  the reportiag to the  publia Bg coordinated and wnsolidated, This 
arsrslares a bet te r  balanced presenta thn  of information, avoids dupllcmtion Fn 
grecese%ng, and makes it easier  f o r  the d t i t e n  to l o c a b  inf'ormrtticm, since he 
dope not need k make separate inqltirias of many different  offices and dep&ts, 

Por effective governmental repasting t o  the publio, therefore, a consolideted 
a i t y  report i e  essentiel .  

C, ReeapiLulaLian of findings on present s t a tus  o f  Minneapolis feportltng 
4 

p Haterial  gathered by the aub4eamdttea and presented i n  the h d y  of W e  ' report provides eanorete evidence that the present system of reporting in ths 
City ~f BQlnneapolie i s  inadequate and unecondsas%, 

/ 

i~ ' ha  inadequaoy of the aycthn may best be recognired by considering the  
Pnczonvbnisnog and confusion faoing the  ci t fzsn who i s  interested i n  M n d i ~ g  aLa% 
about the operations of the o i ty  g m r m t ; .  To get  the  infomatkan, be must 
~omteot 84 separate agencies requesling -3heir amurual reports. Els f inds tha t  ~ n l y  
20 o f  h s s  agenoies prepare such a repork, %'his hampers any attempt t o  get LkLe 



k '  a~lmplete picture of mun%aipal opesa.tiorms, Biter obtahkag the a n i f a b l e  reports, 
he mu& wade %rough them, T h l s  I s  ne easy T h q  are of a l l  sizes, shapes, 

,1 and desmipticms. To M e r  cmplicate  the raa-bter, tliq PVB d n 1 y  du l l  and 
~ t g r e s ~ n g ,  V e r y  fm of the agenaies t q r  t o  mal- the reports madable through 

'I the use of writbg sk i l l s ,  d e s i p ,  gra@Ae aide, and h g h t i v e  hmzdlhg of 
a matciriral, 

Ohart A f o l l d n g  pnge 3 L s  n rating of  exist^ city repats  make by %he 
sub d t b e  oh&-, It give8 one prsona s oon~ise  appraisal of the stgle, 
eontent and rsedabilitg. of those reporb ,  

T h e  ~ o s t l h e s e  af the present p y s h  of indiv5duel reporting i a  also apparent, 
Each report requires a separate crmr and bindin$. The reprodwuon oosts are 
ex%rea~~ly high m mall jobs of this typeo Llbksnise the oost  of engravings, photos, 
d-s, aad piotuFes is The Pull range af graphic aide is not available 
bmtm maqy of them are prohibitively expensive f o r  short runs, Mstributiasz 
aoats are mu& higher f33 4&e mdt5ple system of' reportingo tabor -eta are higher 
boause  there is no seafP to o ~ ~ t r e b  on the mechanical logmgnt C& +a 
~eporb, These are bu* a few of tber faotor~  that lead us to the cronalusion that 
the individual method of reporthg nuw in use is unze-d,  

D, letpre and oost of an annual re- f o r  Yinmmpolir 

IP OUT s%xly of *e present system of reporkfag in a p l i ~  - m 3 M  
reporting i n  other eitles of similar site. We found &at vario~ls 

rrsnud reports were used to sthmlttte interest and gnoourage a i d e  aooperrrtion, 
'Phe mMMOa submitted w i W ~  thfe repart provide sr general i dea of tb different 
ma*ds W3Qd by other oit iea,  Scam sre nemrspaperr-Qpe reparb, other8 are W l  

i b~Uets, and still &here care mtognsouw seatiom hfghUghting a parCiWar pra= 
@P-0 Be ftfsd that a l l  the exb5M-b~ have sam -if and would be useful MI guides 
in developing en dpcuaral report for EBimreapaPis, 

We belicae that fhe City of l i laaukee*s eunraxsl reports provide a p o d  example 
of *he type and east of m a 1  rapest8 needed in Minneapolf 6 ,  lwaukee ha8 b m  
1954 reporqe  (1) a fairly detaflec? report of' the dtgrea eotivit ies~ (2) a eonden- 
ead3un of &@ d e t d l e d  report for use by o f d o  groups, lmcpayerr aseodations, 
advelrtising; media and the gemPaf. publie, 

TIm report is -led and edited by tba m d d p a l  d r a n w  librarim of 
as  me 4P hie &~fdee, Hs states that the total coat 08 Prlpting, bbdbg, 

paper, photographa ssld gngrrolingtr mae to  56,726.84 for 13,000 aopftes of the d e t d l e d  
report glgd &XJOo oopiea of the pmtphlet repriKts, Probably the labor involmd 3.n 
the oampilfng and eating mounts to  about $8,000, but we are obtdaing more spadfi8 
dab CXI fran the librarime 

fD wmld sees that  YUmreaplia should be able t o  publish cm annual report for 
about tBs sermdl prim ae Uihmukee, 

The question cufseet 5% pewtion of fhe o a f  new imtmred In pre- the 
'r anrruali reports of .the 20 aeparafs Illhneapolis agegcdes oould be dewted to the 

I 1 -, 
preparation of tb ooasolidated gmwr3 report? What additional oosta, if q, m u l d  
there be? 

FollosPPng ntelibods outlined in Appendix A of &is report;, we have tr ied t o  malu 
I a rough sstfmate of t b  008% of' umpiling and preparing the present 20 reparts pub 

I by ]Lti=apUa agenoies, O\p. est5naate i s  *out $11,9-00, a s  a t a i l e d  in Chwb B 
follo;anpg pap 3, 



With s consolidated ernma% regorb, the depr%nen%e would s*x% have t o  gather 
h and o o ~ n p i l s  da%a in a clear end useable form f o r  t h e b  awe use md far %mmadftaf, 

(- % 

" to the oeptrd -port m5tgr an6 editor,  This par t  of the cost therefore would s.till, 
Y canthue to be iaaurPed i n  the separate departmentso 

r' 1% qhould be possible, however, -to elhminatg as a cost t o  the inavidual de- 
hartments the rest of Che process of report preparation, This ineludes t b  aost  of 
byouts, photographs, agraaings, reproduotion, (~rinting, xnultilithing, eto,) and 
dfstributdm. As estimated i n  k t  B,, eese oosts napp amount t o  over $6,006 in 
Ifinmapolls, o r  almost w h t  i b  m s t s  the crffy of Bilwaukee t o  prepare and distr ibute 
i t 8  report, ~pcolu~iwe of the m e t  of the salarg of the edftor emd oaanpiler, 

It mould #$ma, t h s d o r e ,  $hat the cost QT a oonsolidated annual report f o r  
Miane9~poU.e~ slxc#lg& for the servioes of t he  editare arauld not  be P L ~ ~ F  meter than 
the ovewll  WIPC Df reporfing in the dtgt at  the p e e a t  tiims, 
serviws of the editor probably would not be a total additional 
This is b 6 ~ ~ ~ 8 4 i ?  saae ef the presetat departmental reports, su& 
en t a i l  a p p d a b l e  edi-, and t h i s  edi-g would no longer be 

t b  l o g i d  OPf'iatsB to have r e s p n a i b i l i t y  fo r  uaqdXqg and ' 

ocrrrrsolidsr* m m d l  repout, He, -re tksa q r  4 t h ~  ds@e 
sszvto City to hBLB #m job OQ ~ o e f d c l l  

Ci%y heL8 several g- 'bo&ias ( C i t y  
am3 Lib- bcm%s), the des scam e~wdiwtioar. 
crrr a laaBbu1, at@ %hem* 

, 







I - .  I - 

* See section A* Appem%x b - FOT Method, of Ilete- Annual &part Cmt 



1x1 pregarixig to aa lyee  Lha $resent ag~tsm of enurual reporting ia  %he CiW 
af Y j m e ~ p o l i s ,  the sub c o d t t e e  firs% sought to i!ebfcmins the neasmes of a good 
~eportins, sys-teB1, for thls purpose, the sub o d t t a e  uomulbd  the xorks of 
v&r%otls mthorikles in tha f i e l d  ( see bibliography) and examined actual  d4sy 
faprtha w5iah ass  generally highly regcede& in the f i e l d ,  

!&is eea-kiarm sumaar%tes %he purpase cif a oomolidated m u a l  d e i p a f  reporb, 
de~sisable c a - b a t e ,  h m  the reprL eh.orr%d be prepared, and who should do it, 

%!he major rsmonforac~nrsol idsted annuraP repork is  t o  provide an adequate arxd 
i n t e l l i g ib le  analysis of @IB operation or" government; for .the general publie, The 
r e p ~ s t  ahauld be able Lo answer questions like tho fo'llcdngs 

(a) Does the aUxcistra"tim meet cf.vio needs adequately? 

(b) What current problem fa- the dty offi&aBs? 

( 0 )  What i s  plamed f o r  %he fifXLre? 

To msee the needs of the large group of people in%erested in %heir a i t y  gmrrmren& 
it 1s imp0rtao.i; to develop snr easy %o read m a 1  report* Suah a fink betwen th@ 
public an& tihe dty goverzmen-k w i l l  make for pates mderehnding of, and a greater  
pructf criptf en Pn cido affairs, The annw regcart oan serve as a publlo lreaord 
as mll as a souroe of infomation t o  historiam and speoiallsta in  d d p a f  govern- 
met?.%, It  is 8380 a metins of placing the e l e o h d  of f io i a l  and admbis-bra%or iar 
a podeion  of aoeounting for their srtx~~a~drahip sf c-udw affairs, 

Ph8 annuel reporit in addfti m to se%%ing forth the reaord of atrocmplisbents 
fa a good plsa9 i n  which t o  898~1yse uturemt problem end me e ebpa  
to sol- them, The mpm% afso s a m s  t o  supply material of s inbpest 
for dissdac . tSort  &rough the newspapre, radio, and T, V, The varioue deparbent 
he&% w i l l  alSo find thess mpo helpful in  locating problem areas and bo%tle- 
w o k s  i n  opepation of the &par t, !he =ports w i l l  p r d d e  a mre ~ n l i g h h ~ d  
~i%;Paemy, brfag about greater c~caperakkon be.txaeen oftiean and g o m m e n t  of'fioid, 
ard result in e s m d e s  3s gmrrme~9; and csoprch%iem in tadcling problems in  
mzaic5pal governmat, 

'r The agenqy or off ice responsible for planning the annuaf report  should ham 
i t;hs skelskn mnstruckl.oasa or outline plrmned f o r  the report. outl ine f r a  

par to yeex should ba flexible t o  give FreeBcrer, i n  ahoosing idomation to be 19- 
oludsd. 

i .- A good anmral report mast S Q ~ B  B number of purp$~~es ,  Firs% 9% shsuld be an 
a s m a t e  and o m p l s b  recr~rrla seoondly it should be designed for ~ p f i c i t y  end 
intelIigibillb%j of' reporthgg asld f;him"dly it ssh~ufd have provision for oaanpwa-kl-v@ 
dab . 



r 

(, 
r There are P;rao Qpes of report8 that can be prepwed by %he a i t y  dalp&n%s, 

,, The first i s  the detailed report of wokLxl.-by o f  the various depwk?wa%s. The 
seoond i s  the newsy mon-taahniosl amt~d peporb to, the pui39i~, The former ocdm be 
pmpsmd end plnmd fn the department zt les  for re=%igdp by the uitizem iateres-il 
in m m e  than basfo facts of err a;untal mpe~%, This mliems %he anmal rspork 0% 
dul l  and uninteresting detail Eind p e d b  a more ettraotive haazdlhg of  %he r e g o d  
%a We p ~ ' o l i @ ~  

In preparing the annual rrepwt it is hportmt to develop n good m r  desrigu 
w%% possible emphasis on a key a&ievm8nts o r  plans aecmpIi&ed i n  &e pmdaua 
P ~ o  The use of gf~keapes and aoqbor along with a mtohy S t l e  may be an inm%iwa 
for  the m a b r  to look by& the c ~ v a r  page, .lin htrdiuatony a ~ a - k m ~ h  of not 
more then f x o  pagee is sesomahendsd that  might possibly highlight some aaeonplish- 
m m t s  or fukure plans, A good table of contents s h o d 6  be suppleminted with an 
index Pox. the reader who m3gh.t be only irrksrested to one speciffo phase of lorn% 
gavsrmn-b, 

A seE"4Pceable annual report should give e clear and s k p l e  accown't &a 

(as) The record of past acti.d(;ies for m perioB stzfffoient to. give an 
adequaee basis of appraisal as Ls cost m d  use-sil of a pa9t;feulw 
service Co t h e  o d w .  

(b) The portrayal of mkrent a&ivity for the year, 

(a) A etateneat of ea future program f o r  each of khs d e p s ~ b e n t e ,  
\ 

!be !annual report should provide the public with the f o l l d n g  hf6amat;io.n 
80 that they may adequately pass j nr$ on the e f f i d e n q  of ?Am 88hue  m d  
$hs abihi-hy of the cronduotiag o f f f ~ i e d g  

(a) !be off ioials responsible for ag5ng %he d u i p a l  daparbnh 

(b) Elm% s9mimrp are rendered by smh aepm*tnimt o f  government inaluding 
an acrcou~t of functiana eh~%ib~i.%Ae~, 

FOP thi~ reasan the repcrt mi@% well include in &e first few pages a clireotory 02 
officials,  orgdzat ion &art, ~t.mwy of aaoamplDhen%s, legialaLia9 atxi general 
administration aotivities, 

In the body of the report the dopartnent aooounts sf sereioea o m  be prep~b~ed 
i n  more d e t a i l ,  Pa fntroduttory page or tm can fraresez-b a mmmry of ercoaplish- 
ments of the year, indf  cating what areas prov%ds infomatian ~r sewiua to bhe 

F, 
eitiqen, end other informtion of skdlex ready ref'erenm material to  looal 
gm~raaclnC, This can be followed by a more detai led caqarative analysfe report 
of sarrrioes rendered t o  the public i n  the prevdous par,  The proposed outline for 
a Zknmapolis Annual Report t o  ?te hclueied in #is assport 28 a example of the 
%nPomation %hat could be provided ta khe aesahoss and ero%%dties mprt. 

d 
The fi&cfal stahdntxi can bast be $ncluRsd in a special seatSon a% the and 

02 the report, B b  p f m  for the 1Pu-t;~-6) md prohl.em faced ?r%w follow %he f inancia1 
seokion, M%8selfansoue data such as gapt:lakioxx, 8iz8, area, 8~3hrimt3 offered, 
phem numbers, and so an oan be incPu6ed 19 the f knaP secP;icm. Thgm a m  s everd, 
variations 'aa preparing %he smmeJi report BY e m  be P ~ Q E  by a  dew of' reports 



I 

i 'o f  o%er c i t ies  but ee;s"ntially the auti ira m d n e  sta t io ,  The person prepfiring 
%he repor t  must use h i s  or he$ awn ingenuity t e  8ovelop a simple, concise, md 

? 
atkraative repor t  that w i l l  be used =A not f i l e d  i n  the m a r e s t  waste paps 
basket. 

C, Prepamtion of the Bepork 

The usual s ize of the report  i s  ei%her 6" x 9" or 8-fr" x If" according to a 
research s t u d y  of various o i t y  reports,  The F o m r  more eas i ly  f i t s  in a mmts 
pcrket or a wczmnw~~ purse & is more useful for easy refemnae a t  t a m  mneetbga, 
Eo d e d a i o n  as to length was deaf ded on iz? ~ T s  sfxdy# but sme f e l t  that a 
repor$ of fifty pages was the ~m.xi9m to d x t a h  reader iabres4;, Size dl1 
a grea t  ex- ba d e t e m i p d  by uE;e Qf gra$de aids, caE.Q;aons and okher f%txns 
b make the report readable, aewsYe and wiwf enough to d n t d n  reader i.n%ms%, 
It is most importank t o  have 4ths report aut  isot l a b s  % h a  six melts sfbr the 
year9s end, Ths use of p l e w  0% pioiasas, f2ne &&ge5 earbone, m d  mapa i s  
h p o ~ m t  f o r  a good repert. %a references found usefZrl i n  presenting graph3.e 
matepials are t h e  f ollosrrlngs 

an WfPSin Co., 1. Y,, 1930) 

(b) How t o  Use Pia to r i a l  ~tatd-s$iios, Rudolph & d I q  
a r  '% $me, I. P., 1937) 

By way of 8 ~ ,  it might be e d d  tihat a z m m  report should preaed a 
tmrenty-four hour s day pfoture of l o e d  g m m e n t ,  The f aoto mu& be dmpl i f ied  
and ca~nparatfve oosts, eerviees, and pFagram pmseatad in an in te res t ing  fashion, 
Graph8 and f l l u s t r a t i o n s  should M e  %he plaos af wordy erad uninferestbg snonologuas, 
Oettfng t h e  report out prcimptly using ma& nedia as the Boy Sooub, Pfra~~en, 
Police, and separala m d l i n g  i s  hpeP;ant i n  .the mmal reportZug pr0Ce88, It 
might be wel l  t o  have a publf G rela~mxa cff io ial  oatlag in'& adv%aory crapaoi%y 
t o  assult~ an entertainingB dttYB lbeq~~r~ a d  inf'omtio'e annual report ta the 
publi 0. 

D, Wlha Should Pwpare the Raporb? 

In the la rger  o i t i e a  there i s  a need for  eeatr~. l iss l t ion i n  the preparation of 
tfie anrrual report ,  A speoifio designation gf an ~PYicierl t o  edit the kind of 
repor t  presentad %o #e public i s  a mecmssity. The d s p a ~ h e n t  heads shoukl b@ 
enaouraged to 8 u M t  information and infomatire repPt8 t o  SSle person rasponeible 
f o r  the annual report. An offfaer in slose %owoh d % h  %he activities and offiaials 
of a l l  departzumts should be assigned the f\~notLan and it should be reeognised as 
an integral and imporhnt  sepvlce t o  the addnie%ration and the voters, In acme 
i n ~ t a n o e s  it hae been fowd that momsthly reports frm departanenta are helpf"ar1 3 a  
the preparakian of t h e  final annual report, Inmos t  ci t fss  it h s  been a u e a a a g p  
to have the dlnnual report prepared by t h e  tawn clerk, mayor, o r  c i w  meglager, The 
d e d s i o a  as to who is beet qualified t o  do %he job i s  determbed by ta?e a t r u o t u f e  
of local gove-nt and the l ega l  requi rsmnts  as e ~ t a b l f s h e d  by charter or ordinamma 



A study of' the annual reporting =%hods of the gmsmemtal units of Mimeapolfs 
was mdest&en to de~Pnains how ~ e a s w s  up t o  the standards br ief ly  outline6 
%xi Section I1 of thia  reptrt;, EGI& mi.t of gonrme& was co~taCted m d  a oopy 
of the Patest annual report  was o b ~ a b d ,  if one was srvhilable, '%he madori.t;gr of 
the reports were for 1953, siacs the 1954 reiw;-ks mm not y e t  avail able, In 
addjltAon, pr%in@n% queskions w e r ~  aslpd, &at Rho prepared the report? Hue muoh 
t h e  does f% take? mat is the soat? How i s  the  report distribu%ed? 

Tks f o l l d n g  13 ageasiss when ooakcted fo r  infornaation on repoPting praotices 
indicat;ed no annual. report was iasued: 

Bayor8s Office ( 8  e i ~  Ergbeer 
C i t y  Comet l f 14) * Pun3 
C i t y  Clerk d o n  
C i a b y  Attorney 
Ci* Asssssor 
Puroherslng Agent 
Resear& Engineer 
Ch&er Commisrri on 
X u c i i ~ i p a l  Building Q d s s i o n  
Uunioipal Auditorium C d s a i o m  

o f p d  Courts 
Eouaing and Bademlopent AuGhOFI%y 

The Researah Engineer i s s u e s  reports on %he activities of M e  department 
~ r s u g h a u t t h e  yeel. depending on the projeats at hand, These are not annual 
re~1Kea but raom in the m a w e  of pr03eg-b propess reports, The  C h a h r  h m d s -  
sion fe l t  t h a t  i.t; should issue an m u a l  report but laoked t h e  funds or  tlre b- 
i t iativa oo fne part of i t s  members to B ~ F P ~  out 8uab a projeot. The Uugiaipd 
Building and BSun%&pa', Auditorium ssians l e f t  the annual f i n a d a l  reporting 
to the C i Q -  C o m p t ~ o l l e r ~ s  office am? the Board of Estime-te  and Taxation. On 
~ c o a ~ i o a  the  Munioigal hditorihmn C d a a i o a  isauesl promotional material 
tP~r general dia%ributllon, The finicfpehl Courts have only theis o f f i d s %  list 
of d i spe i tbon  of oases and make no a P ; h p t t o  repor% their aotivitiaa Plo %he 
general publio, The rmsrin5acrg d s p a a h n t s  a h p l y  s tated that; no t h e  or  funds 
ware available f o r  eaanual rep or%^, The Pinm&al accounting $8 made by the 
C f Q  Comptroller o r  the Board of Eatianatg arid TaxrtQ;iozt in  the annual report, 

The ssmsiriing departments, boards, and sanniesiom do issue m a 1  repo&e 
on tiheir ao%iv%ties. The report$ are of a l l  sizes, shapes, and oontent, 880 
stemdasd exists i n  binding, w ~ i e n g  style, design, or Jayout, The p e r s a  Wiahing 
to f ind out about t he  operation ob" &s afw of Mfmeapolis would have vlsf% 
air*  sepa~rnts agenotes and wade -through -- different r e p ~ ~ % ~ .  The fpgforc-, 
ntaMon o-efered &a t h i s  seotfon toupled with t f=o review of the muma3 repork8 
offered as exhibits wia t ih is  s €x d y ~ l P  p o i z t q  to the average oitislen the 
defia%b need f o r  one mnbined m d .  report for the. a i t g  of EflSnneerpol$s, 



> The annul reports of .the c i t y  of ? ~ m e a p o l i s  mere emluafsd an *he 
Pollorwing basiet 

.Cover desiga 
Use sf graphic a i d s  
Uafntenence of reader inb-msL C 

Use of orgenieation ch&s and a f f i o i a l  l i s t  of department 
personnel end officers 
Wri.ting slnd &sign of E - ~ ~ o ~ ~ s  ta ~9&e them newggp, readable, 
and interesting 
Plans for future improvemextt a d  operation 
Clear analysis of cur~elat czparaaons 
Clear portrayal of ad9lhnistpat%vs and P2amcial aotivfty 
Prmptness of issue of reports. '(lo later -&hm one month afbr end 
of Y-=) 

C h a r t  A follacrrr%my5 p g e 3  rates the vaPious ui* m p r f ~  an the above basis. 

The repart8 reviewed hn gemraii meet the niniansrn rquhrfmen1;s of informing 
the eleated o f f f a i d  snd departmene heads of the firmactial and stat is t iof~1 
ctpepa%ia of the government, As m n  be sean from Chart A the mporta em laok- 
ing in swles format, and graphic mp.esentatiaa so mmesary t o  Qaloe peporbs 
bterest3,ng to the averaga dtieezi, The intereshcl aitirgn, in addition to 
being subjected to dull end uninterersking reports, $8 also pfaaetd a t  a great 

, diedvs9tags i n  obkbing a olear piotuPe of gove-& opratlm, He rrm& 
searah out and peruse annual reports of all s i tes  and deecripticms, mang of 
du l l  and sta%is%foal nature, 

Seutj.on I pofntsd out the disat&mntagee of these nmrms reports m d  the 
need for one oanposite annual repork Psr the  uit;Jr of apofis . The C S % ~  
w i l l  saalfte a p e a t  ~ a v i n g  i n  t h e  and money d be pos%tioa to &Latribute 
a wefl=written and wadable annual repopt to  the general publie. A n  tmdysi l r  of 
the estfmated ooet sf eaoh of %he reports redewed in this s t u d y  wna prepered to 
point out to the dt icen  the uneoon&d nature of the individual reports f o r  
eaoh unit of gm~rrment~ A breakdm of the metho tamdner astinahd 
cost i s  incrluded as Appendix A ,  betla B bx- t b  ea661r--'the ntef;h6d 
used in analping the estimated cost  of *he present aume1 reports. 



COST D3TEE%.D'IATIOB FY,B ~ ~ A L  REPORTS 

The method ;>f d e * e n g  tho es%a$ed oos6 of reprad~?chg the a.mmt?~l 
reporbs for the  various oi* degarhemts was mVner,diffioult; t o  arriwe a% due 
t o  the many intzangible factors iwolved ,  h e  problem was the labar involved in - w~it%ng, design, typing, and proofreading, In & eiky govermnent sueh as Urn- ' 

eapolf 6 Plrhem there is no &n%r%l stenographio pool it i s  d i f f i a t  t o  ikttedne 
.the exact t h e  required t o  prepare a rough copy of the annual report, The 
S - ~ ~ G E S ~ P B ~ ~ B P  or seo~str;ry may do one trr several jobs a t  the  same t i m e  the 
m a 1  report i s  h h g  typed, . In  the same manaer tihe executive ar1i.o is ~espaneible 
f o r  the  writing a3ad design of the report usually f i t s  %he job of the a ~ u a l  
report writing i~ with the regular d~ties of his  job, In determinfna; the  
ec~.ma-ted writing md design ra, stebndard was established and each report judged 
dl8 a single oonwntrdbd sffork without tntsf'puption. The salary Paorived a t  
w i l l  be indicated i n  t%e outline included a t  the end of this .see.jAon, A similar 
approaahwas used h determining the typing and proofmading t h  for  eekh 
report. 

4 aaeond groblm imo3lved was es-t.jmatirig the cost of the engravings, &arts, 
pie-8 and dravings. To arrive at  these costs it was newsaary tn obtain figvres 
from ocrioslaroial photogrephers and engraving fime The figures are only fypioab 
onerr azd they are flexible depend* ix~ quantfky, s i te ,  qualiw, numbers, and 
d . d l a n ,  eituaf%ms. T b  crifqr does get a l i t t l e  Bet-ter rate due to its abi l i ty  
to plaw %he jobs ou* a bid t o  tge various oonoerns, Then, too, due t o  severall 
factors suefa BLS a e  t h e  element, job load of the firm bidding, and qu8peity 
i m o l ~ e d  tlaa oity may get a muoh nore reasonable rate than affered to w8t 
prim+& f f nus, 

A third probftm t o  dstermioe was ths aotual reproduction cost of the  report, 
Four methade were used i n  reproduokg fhe mporLs8 printing, ditbo, multilith, 
and nimemgraph, The maJori* of the reports were either printed or mimeographed, 

. 'itwo soup"G8a were crontaated t o  d e t e d n e  ihe eskhated cost of reproduotion af 
*e reports, Worhan Service, Inedqamted and H, A, Rogers Canpaqy Paere 
tatted tO a r ~ i v e  a t  the *ograph, multilith, e~nd tta costa of the mports, 
Jarrg Dillon d Ifyeis Press wae e x ~ ~ l y  helppal i n  detszmbdng the aekual 
priating ooet of the indiddual  reports, In the multilffh, mfmeograph, and 
d i t to  cost determination a figure  as arrived a t  bgr ad just5ng the m r o i a f  
rate to f i t  the situation existing in the ciby departments where tihe profi t  
motive i s  no t  Zavol~ed i n  repmduot5a1, 

The distribution aost opas detmnined by using th book ra te  astabllshed 
f o r  mailing pr inbd  material, The t o t a l  cost for eaoh report may seen high 
but it i s  nows8ax-y t o  fnolude the t4me involved in mailbg aru3. the incr~sased cost 
for  m.iXng outside the city. The figure quoted i n  eaoh oase may aabdXy be 
a l i t t l e  1- fo r  the total mailing mat, 

The methods used for  arriving a t  the estimated oost of the reports are 
a l i s t e d  below for those inkms4ted i n  ehe dsbdna t faara  used fo arrive at -st 

figures, In dl cases a figure sligirtly Power was s e l e c h d  to avoid u n f d ~ l y  
over-rating the cost of eaoh report, It must be rernsembered that many intangibles 
ex is t  in this i gp  of study that &fed %he cost debnaination, S- htengiblsr  
to note are labor, comontrated time a t  t h e  job of aanual reporting, xwprodtmtion 
oosta rsithin the  deptwtanent, courtesy danaY on8 of layouts, photos, and engravings, 
and methad of dietribil%d.on, With a l l  %he intangibles aooounted for  as feel &a% 
a fair c o a t  esfzimate waa established for each ~epolrt, If eaah departaent had 
b p t  a a w a t e  r e m d s  on repart rr~fting costs, tihe final fi@re should be wery 
close t o  t h e  one estimated in th i s  s-kadyo 



Cost bterminatiarns 

Labor Cost 

a, W r i t i n g  cmd designe 
Compiling da* eud miking the annual report at the pregent ld.me are 
u s u l l y  done by an employes at  the level of a ~ n f s ~ a l d v e  msi  skmt 

the deparPmmC bead* The anistrat im m ~ f ~ t e n t  p w  m m  
mrrently f e 2-78 t o  Se l l  dollars an h m e  The uost Pfm used hers 
for w r i t i n g  shnd design i s  #3.00 per hour. 

-bo 8tenographers and SmetaPfes 
for a junior stmographer in the o i t y  s e d o e  ranges A P a  

$1.31 to 3.8f sn hour, This varlsatm is  due t o  the ealary range = salug 
esf;ablf shed by the aid1 service for b g r a d e  salary incffesse for 
eaI&sPaatory advan-ent in work and norms1 yearly salarp inorease, 
We aswane that a person in .P;his olassffimtion would be ssnigned the 
wing task kB the mrma1 report, I? a person in the secrwtasg class 
or its equiarlent i a  trssigned the $ypiq task the cost would be 
about camiMrd h i e  than that e~tirsafsd in M a  study. The figure 
used in #.is study vas 81.36 and hour 

a, Draroingr, Charts, Qrqhe, 
The prepratfun of draafangs, ohtarts srrPd graphs o m s  under 43m draftsman 
or artis* elaesifioataaap, We assusre an average figtar@ d tso dollrars 
(82.00) an hour fojr t b i e  '.type of work, V e r y  l i t t l e  of t h i s  Qqm of 
work wem d& in my ozle o f  the teporta, exagpt by the p ~ n i n a ;  

i - 0  

2, bprOduot&on cost 

8 0  lth3ograph 
W Q T ~  Seroicre, U., m aaeraial staaographic aerpioe, Atrrrished 
the f olladng bpomatian on nt.fsrsograph oostss 

(a) U) regidnrfionu end 100 mpier 89 OW 
F'rog t b i ~  a3 rate an average e e b t e d  
oost w w  for nheographing by Qi* 
deparheate s 

S.)s~~dls  30 ea O .12 1.20 
P-r 1000 sheeta . 1.14 
Labor 2-3/4 hra. @lo% hr. 4,39 
Cover 4% Binding .lo ea. 1,OO 

 he to ta l  estimated nproduotiom ootat h o g r a p b i n b  ~n a oity' 
degar-t is based on ten registrations aad 100 sheets, By 
registration we mean a aing1e reprodaaible oopg prLnaqe; me 
hundred wpies of #e aa The differexme ptweexi 
the oonmmrdal rate of ( 9 , ~  dollma !r and .the a%* rate of (7,75 
do1laPs) results $'ram t b  savings of the dty in Mdt3hg 5te  
bmio materlaifs cmd thg e1fminnf;lm of the m r d a l  profit, 

bo h l t i l i t h  
Th3.a type of reproituotion was esf;inatsd Ito cost spp~arhm-tely tBa 
same arrr x&mographo In aobal  practiue nultilikh is tamally a 



little more expensive. Em ae mrm~h as WB hz~d f m  exsraples of 
this =hype of report iS m s  srs~lumed we would be come& Pn 
m3.uakiag the reports in ths same class cra mimeograph, 

T h i s  of reproduo2;iorn 3.8 much less expensive tha the o%hsr 
~ e d i m s  m~ierwed, Most commercial firms like He A, Rogers 
Ccenpag estimate the, eost of prin%i@g, sorting, a ~ d  binding a% 
.Q4 b .06 a ahas$, We have assumed the estimated reproduc~cm 
@os% in CU*o to be ( .94) oents par sheet in d.4y depmPments, 
-&doh iaoludoe omer and bfrtding of the s e t s ,  

a. Photograph& 
Cemmeraisl photogrespbrs suah as Bsr%on end Bee% estimated the 
cost of t a n g  one p%dure and to be f im 
dollars md f if--ate (#6,50), Xf mom -the8 one picture is 
taken a.t ths same phase the cost is less in proportican t o  sh6.lla.r 
sef-upe, In city reparts many  of the piotures are g r a s s  daarations 
from B E ~ ~ ~ C S  agendss or oiv46 organimtiorrs, 

b e  3kIgt~avingglr 
%he b e a u  of Engsadne; furnished tiha following s&o&le of c o d  
f QP engravings r 

C 

6b62 +# 
2" %t 2" o r  less 601a - , ?+ . .- * "sF*+ 

esthating costs for reproducing city reports* ~"ava us& "F 
the rine halftoas prim, 

0. Cose Estimates @arts, 
, Ch&%c, graphs, a n d d r  s coat estimates were determin~d on 

%he s a l a r y  soale for d l ~ e s n e s r ,  T h i s  s d e  as mentioned under salary 
k~st4mabs was based snr -the esRo dollar en hour r a b ,  

a, .&Wing 
*The aotusrl mst for printed reposts was o'btafned with .t;h9 help of 
Jsrpy mblon of l 4  rs Press, These w e  &he actual  costs tg %he oity 
departzaemts obta *- sd byliBr, DilPan fran the printing ffxms oarrenie~ 
sioned %a do %be work, 

5, M s t P i b u ~ c m  
We havat sstfmated %he mailbg casts in ane of two ways$ 
(A) Book R a t e  .O8 - 1st lb, .OB eaeh add, Zb, 

4.Ch Cf ass @18 ' .20-2nd Ib, 
In most arrea the less qensim book rats was ueed to determine the 
ek-khated as-bution =st $or annual m$ods, 

i The information f l d s h a d  in U s  section should enable khe reader to under- 
'\ eta& hm the actual e s t b a t e d  oost far each report was obtained BB %his study.o 

It oan Bs seep that a ucnrsemativa standard vsrs eehbliehed, In aoutali* i* i s  
p s s i b b  tbtt the oostsl dght be hf gher dm to' ths-aethads ef pm-g, : 



@ * 

CITY' TREA 
__I_ 

The oi.=ky treasurer9 a office nost cooperative in prcvidiag informatLon 
o n t h e  annualreport, A s p e c i d t & ~ & e  :' go toMr. Blaaa,iforhishe1p- 
f u b s s  a d  ooUr%gq0 T b  na%U~e sf the reports nda38 them of cousidsrable 
value to the various o i ty  daparkente as well as the oiky oow05.l nad t b  
gemral publio, The estimtei2 wst of the o m - h d m d  re]porte can be deter- 
mbed on the fo l lodog basis8 

WHting a ~ r d  &sip 24 ks. &aW #'EB~OO 
Typing 8: Proofmading 6 hrs, 1,35 6,76' 
Reproduc.Mon (Printilng & PbWhg) POO eopies .I26 

DI o ~ 0 8 0  Distxibutdon (~ iraO,  class) .08 6,OO - 
TOTAL ESTDAATED COSB $ S a i o T 6  

The repmt is only a small -bo  page report a d  f s ~ ~ : - i . z l  tam 
group of sxmual reports of %he oity, St tend8 to ~uppEmmnt the annual 
wort of the a i t y  oompCrol1eira ofliee, It is purely a s tat is t id  report, 
h e  aaubd ?m supp%mnea&ed by . W ~ Q  t̂y-f,>e of batr or pie ahark to fndioate tgrs naSum 
84. the expandittares cpnl! rwv-eraras i n  relat5on to the tasr dollap colboted 
and spnr.e, 

crm C O W ~ L L E B  - 
The o i Q  ccmp%rolEer@ 8 office distributes the majority of the financial 

reports far the variour, city dep~~taenta,  me follcming rapcprbe are dis- 
kributed by tbe de c 

( 8 )  General Balance She@& l S  page13 
( 2 Ilppropfiation Ledger. St atemen% 3 24 " 
(8 Bgabysis of ~ n d f ~ s s  9 4 "  
(4) Sta%ement of Bonded indebtedness $1 
(5) Analysis of Caeh Bseeifis 59 " 
!!!he k t a l  set of psprtnr have been handled as o w  in d e h a  l-ihe 

er%ted Q Q S ~  of the m a 1  ~ ~ % s O  The department mheographs about 106 
aopier eaak year depending a denand, 

Yri%ing and design 200 hour8 #&OO #600000 
Typixtg sad Proofreading 

Y 
\ 

203 " 302% 
%pmduation (l~&~~ogsqh) 2OOR TOW a ab4feO0 
.Di~tfibutilasr (Book rate) 500 ssopioa ,U ~ . 0 0  , 

TOTAL ESTIBBATED COIST # ~ o ~ ~ 0 0 6  



, Ik,.rSqyth was extremely helpful in f i d s h f n g  irmgom~om on %he 
rbports, He has found it help-1 to fwd& b d i v i d u a l  sheets t o  inB. 
teres-bd departments t o  ou% d m  on the h t a d  saber of anmrral resarts 
printed, Atbough the reports are of ataUs.P;icd m t u m  it is possible 
that sane of the information could be haluded i n  $he annu& reporbs 
of the indepqndent departznexrbs. In addfklm the reports  could use $raphie 
means to make the iPformat50n mom readable and understdable t o  42s 
general publics, 

DEP.WBENT OF LICBTSGS, PSEIGHTS 
MI! ~ S U R E S  = 

T h e  deparbent report is  in-berestlng in tha t  it a%tmpts to emlimn 
the fa&s by the use of graph i~  aids. An i z t e r a s thg  inclusion is a se&%oa 
on recommendations t o  ilnpmvci the opera'tfor: of the d e p r t m m t ,  The ee~nty- 
fim. 00pfe8 printed by the dapwhent o m  be estimated in c o s t a e  fallme:! .. . . . 

Writing and design 60 IWS. $8.00 hr, $lsO.00 
Typing and Proofreading 25 EUPB, 1,SS kr, 33 ,7b 

.F 1, Graphs sad  Pidures  10 ks. f,S6 be 13 .68 
i Reproduatiun ( ~ l l h o g r a ~ h )  28 R 9 .05 21.16 
! i Mstribution ( ~ o o k  Rate) '76 oopies *08 6 ,08 

. . 
TOTAL ESTIMAm COST # S S c M  

~he'departmeant is to be a m m e ~ e d  f o r  attampti- c e n ~ n m  the reports 
I by the w-e aP graphio aids. An axpansion of -this type of report&;3g;.pilf 

help to make the a u a l  reports of interest  t o  the average dtircsla, T b  
d t i n g ;  of the report itself mm8 0108s to %he Pdeal $a presenting a e9nrr8y9 
eaey %o read annual report fo r  public cmnsumption and study, 

mrLDIISO m SPEC rnR 

The BuildPng Inspeotorb &offie? does not pubUlsh aa annual reprt a t r io t ly  
for publio distribution, the l i m i k d  staff aPd funds araifable 6hs 
d e p d n t  prepares only a it* s k t i s t i m t l  report, Blemsr-bheless 
a%beanpt was made to determine iAe esthated aest of an asstnaod twanty-five 
m t t e n  O O ~ P B B ~  

Wri-tbg srnd design. 60 hrs, &d'so #w&m 
Typing and Proofreading 24 b e ,  le36 hr. 18.90 
Binding (Sbrthg, eta)  8 hrs. 1,55 hr, %0,80 
wag (25 sheets) 70 hps, le$5 be % ,5Q 
Distribution 0 

TOTAL ESTIMATED COST 

J '1% is  dif f ioul t  t o  estimate multiple typing of a raport. but a< oan 
sestaae *hat the fig;ure w i l l  be fdrPy close as la .time Ormolved On the prep- 

q aratiun, Though the report f e of l i t t l e  intereat  t o  the general publie sane 
atlxtmpt should be mads to turn wt a more interseking ISISU~ report, A few 
graghs and piwbwes wouLd point out t o  the &f sen sore adequably the wrk 

( 
Z of khe department and .the, problem involved, Re mighf m e n t i o n  af so *at 

the d q a d a e n t  kegps addf tional ~ e ~ o r d a  fo r  ooujilaiP redew an a rnmtldy tand 
quarterly basis as prescgibed by hw, 



The annual report of the  d'eprtsmnt i s  compiled by the Bureau of 
baorda  and printed by the Police Press, The r e p o r t i 8  made direot ly to 
the Iqyores  Offiae and B e  s s t i m t e d  aost am be deblPtined as follow88 

I Writing and Design 75 hts, 88.00 lusbn $=GOO 
Typewriting and Proof readt5,ng 4lI klFs0 1-35 64,OO 
Engravings 2 ea. 6.62 ea, 13,24 
Photos ( I f  not gra t i s )  2 ea. 5.50 ea, 11,OO 
Reproduotion (Printing) 508 oopies 1,20 ea. 600,00 
Distribution (Book R a t e )  400 copies .08 ea, 32.00 

( 

TOTAL BSTIYlllTED COST ~~~~ 
The p o l i w  d p d e n t  repor% is another s t a t i s t i c a l  type report that 

oould be improvad by the use of grap!de aids t o  itell its story, A t  preeent 
it serves the purpose of infopmixg the mayor and i~bmsted polioe airolea 
of the meahaniual operaticm of khe ds-enk, No stress i s  pXaoed on the 
many helpPul s e r d e e s  p r f o m d  by the  eleper-bnt of non-aorreoktwr ~attrPe* 
I n  partiaular mention ehovld be nnade by use of graphic aids of lbe f b e  work 
done trJI the department in sehuol patrol work, tdd to boys clubs and mi@- 
borhosd houses in organieing acttivities, an3 oidl defcmse %raining, There 
are probably mo& areas Behere &eater stress oran be la id  t o  d m l o p  publio 
d d e n c e  and respect in term other th8~1 purely eorreative natureb 

rep0Pt l i r ~  s t a t i s t i c a l  in  mnatrrPe w i t h  information 
indude rious act5 f %he deparhent relat ive t o  flm p r e v e ~ ~ b  
irm and oontml. The report i s  mprduced a t  the  f o l l d n g  e r s t b a b d  aoete 

Writing and &sip %00 hps, &dl0 hl-0 000 
Typing and Proofreading 55 hrs. 2.36 hr, 74-25 
bproduakion (Mimeograph) 63 R 7.05 S02S 
Distribution ( ~ o o k  Bate) 200 copies .12 24 -00 

b y  - 
TOTAL ES'CCMATED COST W K m  
Thet deparhmnt pr in ts  and distrilnates a p p r o x b ~ ~ l y  tao hundlred aopierc 

of a e  fiftystbee page report Lo intereshd o i t i x e ~ s ,  f i r e  depwbmnte of 
other uitiea,  aounoil and nayor. This mport  l i k e  othera i n  .this study ma- 
W n  materfal primarily e t a t i s t i c a l  i n  aatu~e ,  The report  eould be exhnaed 
as oihera 'by the use of g~apftio aide pointing up key m r k  of the various par ts  
of the f i r e  departmeat, Generally this report can be mmexided f o r  pgesen+ 
ing the s ta t i e t i sah  fao t s  wMch i9diea-b t o  the expert in fire pmvwitban 
%he status of the o i t y  fire degademzt fn p m t e o t b g  .the city aBd i ts  idmbit- 
Eints. 



Chief hlmquist i s  t o  be aongratulabd POF hi8  C~LBU*OV~S assistm~e t o  o w  

( 
committee i n  seeking in9onaation on the annual report ,  Thia me of covr- 
h5y  develops public t r u s t  and respot f o r  the  6epauYbseat d insures publb 
rrooperation a& assistance in its oprat%one, 

UrnEAFQLIS PUBLIC Lf BIum 

The l i b r a ~ y  publishes a variety of anual  reports on i t s  a&&dtiee 
throughout the year. Thia report was more d i f f iuu l t  to es t imah in uost 
beoause O f  the WQu8 U 6 9  O f  $ ~ a @ l % ~  d d 6  and of a~r i t ing ,  %@ h r a ~ 8  
averaged out four yearly reports and estimate the regroduotlon oost a8 
fo l lor~8 ! 

Writing and design 100 hre, @=a ~~~ 
Typing and proofreading 40 hm. P,36 S,OO 
Layouts and photos 2U hr6. 2.00 40,Oo 
Ewavings 5 ea. 9 ,59 47,95 
Begroduatians l,OOO ea. .20 9XK).OO 
Distribution 1,000 -ea .08 843.00 

The l ibrary  umdb prints  i d  distributes about 1,000 ooples of the 
report to other l ibrar ies ,  o i d a  p u g s  and ih avenge oiMssa, - me 
reports red -re boeh hbrestirg end informative a d  a m  among 5.k 
b s f  published in t he  d% spbm of annual repor-bing. E w h  year the 
report theme i s  &anged and the atyle i s  altered t o  avoid repet i t ion and 
dullness, Wss Wallace of the l i b ra ry  staff i a  t o  be 1oampUmented POP 

to develop a good mmal report a d  f o r  her oomtesy and 
-: i n  obtainiog infomation rronaerniag oost and meaad, T b  

only draarbaok t o  the rep i o  *at it i a not available for dietrlbution . 
until a b o s t  s;Zx months r the end of the f1s.pe.l par, 

B o r n  OF EDBICArnOBI 

The B o d  publishes eaoh year a finandal *pert of the Mirmeapolis 
School Syabn, The report is purely eh*t;isl&oal i n  nature and no other 
Wonnative material is inaluded, 'fhe estimated ooat af t h e  sevenQr- 
f ive  copies of the tffenty-nine page finanoial report i s  as fof lmaa 

Writing and design 100 hm. &@hae #m&QQ 
Typing and Proofreading 60 hrs, 1 3 5  be ' 69,50 
Reprodu&ion (di t to)  75 copies 1,20 ea 80,OO 
Distribution ( ~ o o k  rate) 75 ' ,12 ea 9,00 

I_ 

TOTAL ESTIMAm COST r)rasm 

In addition t o  t h e  annual report the Board issues monthly reporter omr 
its au t iv i t i e so  The nnnual report ~ e ~ v e s  the purlpose of giving f inanaial  
data on the soh001 syaiam, I t  muld seem t h a t  the deparbmxb should augwnt 
the  finanoial mpor t  nith a newsy, informative report f o r  the general publio, 
mi* the t&&&iavailable to the d e p a r b r h  it would be possible b cbvalop 
a8 internsting report  amplste si%h graphit3 aids and ~ 1 9 i l = d t b n  material 
uhiah would re su l t  in an interesting and informative a ~ ~ u a f  repol*&, 



t The Board of Park ktmni,asionsrs pu% aut oae tha betksr tmma$ 
 report^ oumpheta with pfobree ,  stat%ist;ical debta, intoresthg mms 
page, and map of the park ar'sw, The Board usually distributes abouf 
%,800 QI! the dgh+qr-erix page 6&ort at the P011dng e s t b a t s d  coat8 

Writing mxl deeigx 100 be. #8.00 &QfLm 
T y p i n g  and Proofreading 86 krs 1,258 116,Oo 
Layouts and & o b s  (~ss lsned oourteay) 0 
Engraving (Intcrluded i n  prhti .a~) Q 
Reproductioe (Frin.t;lng & Bagrarkngs) 1,000 oopiea ,530 900.00 
Distribu%im ( Book RE~P;B) 90Q " , I2 108 .OO 

TOTAL E S T W ~  COST $1,4a4!.00 

In es tha t fng  %he BOB* P% asewsd t h a t  t;k9 piohu-es inaluded i r t  
%he reper% were shed by outside agenotes a% no sos t  %o t he  delparhnen-bo 
Ordinarily eost f o r  takfng a piewre mif fudsh ing  one oapy f o r  ulss ?q~ 
the engramr is abou* $SOW c r ~  'bso  ilepnding on tihe nmber of s M L m  
861hps a% thas sme C h e ,  Gemrally this mpr% oomes up t o  the standarde 
af. the type of newsy reports msded for %he gen l i a ,  There f s roaaa 
f o r  bprovement of the cover gage w h h h  would s mduw #e oos* of 
k b  greaent repor%, In h5s let* t o  the Board, the Suparin%end@nt rnarrna 
up the purpose of h i s  reporb aa E'011mss 

(1) Report Bhrodcle events of the par 
(2) The report ~houPd GOP* the hukgrcsuod mad philosophy *at 

motdmfiea desieiose of the  Board 
(3) The reporb should be a  leans of LnkspretiPg park QJXI reoreation 

need6 in  the l i g h t  of aociaf and came trends, 

Inrc,smee a modification af these aims t o  fie various depazrtPnents 
wmfd  s e w  t o  develop the of M e r e s t i n g  md useful mmal reports 
needed fa 4238 dty of Bdimeapolis, 

The annual report of' the bardl of h b l i o  W e l f e s s  is a icmbined reporb 
of the various departments w i u n  the Welfare Board structure, ?!he reporb 
d=though only thirty-eight pages i n  length gives a clear p i a h r e  of tlm 
operation sf the gublio health, Minneapolis Ornerd Hospitd,  pbl io~-x~gUef,  
penal and gsmeat ional  inst i tut ions,  buildings asld gromds and equipnmk, 
and eznergeaey housing divis iom sf the hard of Fublia %elfam, me estimafed 
eosP, of %he 0ns hundred and semn4qr-five anma1 repbPts i s  ae fslEssw~s 

WriP;ing and design 55 hrs, k C # B  &Z6,00 
a wing and Proofreading 3-8 hrs, f .55 61,36 

Title page (Drafting) 175 ea, ,05 8 e?S 
Rep~odu~tiopl (mimeograph) 58 R, '7 ,OS 28,m 
~ e t r i b u t i o n  ( ~ o o k  rate) %75 ars, .I2 21 ,00 

__I_ 

TOTPLL ESTWTED COST 

The mpurt is wsll~vmitten WG could be made much more infwres4zing to %he 
average aitizen wit& the addif5on of ~ietPt9Pes~ chlfgts, graphs, and cartoons, 
*he departrent bas made the re3eP-t someshat less ota-t;ia-i;ical %an most o-khcw 
am-1 reporbs by ina1usiom of scj.Px&is&iea,l data I x a  the mit-ke~ nabpial, 
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2 
BOPiD CF Z S T h W E  AND '%A%4TIOEI 
OIDUIC- 

!&is report because of' its nabre is mainly a s%a.C;ic;%ifsaP ~aceou11tipg 
of %he f imnaia l  aotivities of the various ci@ deparhwtar. The estfmated 
cost of the 500 copies of the 45 page report is as f o l l m ~ s  

Wri-bhg and eiesign IQO hrs. b,00 b.3 
Typing and R ~ o ~ e ~ ~ ~  75 hrs, IPS h r ~  
Layouts (Charts & Graphs) 8 k s e  130 br. 
bgrmings (Inoluded f s P r i x l t h g )  
Reproduatisg (Printing 13 Binding) 500 copies 1,25 sa. 
Ms%ribut;ion ( ~ o o k  sate) 400 oogferr .OB sa, 

TOTAL BSTDUTED COST 

c o o  
fOI.25 
12,m 

0 
400 000 
$2000 - 

m e =  

T h e  arm&rnl report i s  a gsad et&ist ioal  survey oombhed wi*' histapioal 
date, -oharts cm distributfan uf ihe dollar, valuations, and debts, 'Pa3g 
mpovt oould be made s l i tk le  mre iz~t8restizqj rtnd understandable if graphs, 
charts, and W o c m  were bjersW at a greakr degree i n  %he mgort, On 
#e whole the report is a useful and ompa& u n i t  gi&& r clear pioture de 
the finanoial stat;is%ios of the eiw government, 

CI'R PLAfJIBlXG CONhaSSfOE 

The l a s t  enaual report of the City P l a m h g  C d s e i o n  was publi&d 
Ss 1952, The d y s i s  w i l l  %hemfor8 be made of fhe 26 page 2962 report 1 
to defgMns tbe e8.i;lmatsd cos-b of the spurud reporbs t o  *he d8ps2'tau8nte 

Writing d deiign fOObzs, w a W e  
T y p i n g  and Proofrearding hre, 1.86 I&. 
-auk and Photos 1%8 hP8, f . M ) & ,  829*,80 
EYtgrevingci (Included i n  0 
Reprodue~ca ( ~ e o g r a p h )  700 aopiers .50 ea, Sb6,OQ 
Me-tribuDim (Book rate) 7 0 O s  .l2 ear. WOOO 

T O W  BSTIMA'l%D COST #~,oe~.m 

The C d s s l o n  usually publishes about sewn hundred mpiw of She 
amaZ report whiuh i s  mdled to a long l is t  of e i d l a r  planning agemiea 
in  addition h interested a i t i r e a  and the oouneil, 'Pbs 1962 report wf.tbin 
its limited aoogg present6 a goad p i e w e  of the operation and aims of the 
planning depar-&anent, Tbe piohwes, g~aph8 BPd &ar%s hef p thg reader to 
v i d i r e  lzhe work done by the d e p a s W t  t o  inprove the ph#sical growth 
and dgve lopn t  of the aity, There i s  still maah roan for improvement as t o  
desi-, use af cofor, more in4ierestAn.g charts, $rapba end piatureo, and 
m a t e r i a l  zrantaat. It i s  uafor4amate that  the ammfssion due t o  lacla of funds 
and inadequate staff has been urrable to develop and expand tlrs I952 sarmmal . 
repert a8 a means of prcsnokian? m d  educa+Aon of the &ticen as t o  the opera- 
tion of the deparkent, 

mnPOLIs CIVIL sm1m ~ m I S S I 0 ~  

'.his is a very brief mpo& p r h a r i l y  s b t i s t i o a l  i n  na-eo There 
are 880tions on removal proceedfsys, legal opfmione, alassif%oert9ops W 
rrscsmpliahents, The Cdessfon prin-bs, and distributes about one lmndmd 
and fifty copies of f&e h n t p  page annul report the follaRing 
astxbated wsts 



Wriehg a d  desie;n M) ~ s a  - 8 ~ d l ~  #91SQG80 
T y p i q  a d  roofreading 30 b 8 a  f ,85 40,SO 
Begrroduc%iea (xu1 ti l ith) SO Ei "105 21,%5 
Dietributim (~ook rate) 900 sopiea ,08 8 ,OZB - 
TOTAL ES'l'DJATED COST 

TMs i a  me of tihe few repo~ks ursimg the m l t i l i t h  prmees in.=- 
pmduaklon, The report mnfxdw a a-t;er&ctd.ve cover but leaves merh ko 
be desired hn handling of the cmn%errt, h e  interesting feature, hmever, 
i r  ra m a l l  sabtfon titled wliighTi&.ts b ReeFtaibent and Ex 
As mentioned f o r  other sepo&s this study of oi~d.1 semiran awbixltieta - 
oould be inproved by the use of graphic d d s ,  In fcciresa lnre mi@% poh* 
out %hat the aodeafon  has published an 3.n sioe report aiieqprar;t;Sly 
outlining the eadtivities far the cxzmen% gta 

There &e, four retirensab bsdllPds repres8~19;ing the fire, polioe, tgaohers, 
and zauniaipd employees of Che Q i k y  of Mimapolf s, Bese group8 prepare 
an m.mal repo* for the memhrobdp as t q u i r e d  by sta* Prxw, U.%;ha~gh the , 

b a r d s  are not directly coneerrad hi the ciIgr-PPIde annual report, it W a s  
Wmught &&%rerb% t o  indicate the estbatsd ooe% of theip mp&sc Phey 
w i l l ,  therefore, be handled eegm=a%ely in t u s  ersot;iom, 

B6Sl?l@APOLIS FIRE DEPAa 'F RELIEF ASSOCfA!i!IOXS 

The assodation publishes sight hundred copis5 of a bseaCy page annual 
at ?b f0lbWiYlg e6tfm8bd QOstt 

writing and &sig?l 40 hrs, 
T y p i n g  PrnB PrmfPeading 

&m 
20 h p ~ ,  1e35 h r e  n.00 

Beprodu~tion (Prf n m g )  806 crrpfse ,255a 200,00 
Bi8Cributi an 800 6opies .04 %a 32,00 

_I 

TOTAL DISTRIBUTIOB COST 

The report i s  purely stat is+Aual  with no material on the puPpUS8 as 
sims of  Ws organisatlane By Pgserti on of grraphi Q matepid t~ s u p p l e d  
the 8tatiat;iae the repox=% might baame zaom understandabble and madable for 
the mermbership, Basioally the repert oarried out the purposes of the laar 
h reporting on the figapcial resp~llaibility of the aaeoaiation, Due t o  
%he f#t th& mu& of the iaP0neation i s  similar $ran  par to par the 
prinking mste are smekmat 1cmw9 .t;W f QP other maud mports, Th6 
sense, format is  used by the prixter and rimes ape added or deleted aDd figures 
o b g e d  420 bring the report up t o  date, "Phe association d%reotor l a  to 
5s t3cmmded for bringing about this added saving t o  the mzibersh&p, 

' MINl.lEAPOLIS TEACHERS RETI-T FUHD ASSOCIATION 

The assoaiatlon publinhes an a u a l  report sidlar i n  nature to that &' 
%he F i r e  Relief Assodat&an mpwt. !%e! estimated c o s t  of the five hundred 
oopies o f  tihe *en%y-onet page report Is as fs%%msa 



~ r i t i n g  and design 40 h s ,   so^ be $rm,os 
( -  - ming and Proof reading 21 b e .  1,s hF, 28 ,a8 

Reproduction (Printing ) SOOeopies . W e & ,  340.00 
MstribuPJon 500 uopies ,08 ea, 90 ,M 
TOTAL DISTIUCBUTIOE COST E S T m E D  @la 

fn addition to the mmal mpcrt %he Assoef a e o n  gublishea €4 Eatv~11 
booklet t i t l e d  ai8rtic%es of 1noo~pora't;Lon and By-Laws" for  pptls~d d i s e i -  
bution t o  tk?B mscmbersh%p, Xo at-bmpt was mde to analyze f h  ~600nd 
report printed in amoup1to sf 2 , W e  This report l i k e  others of ih typa 
i s  purely a s.O;aWstiod aocous-ting of  tho operatlans of t'm aassoda4done 
The two publications are prbar%Lw distri 'o~ted $0 t2ie membership with 
cropfes aveilabjhe to other h.b,emsted groups for study.  Inciden%idly, 
ths ooplt of the Art ic les  of IWomortltim is quite 6easmable, 1953 
booklat eost ab or about e l m n  cents a cropy, 

BBUEIPCIPAL EiSFTXIPEB RETIRIBBIT BOARD 

Thia annual report like those prevliaus3.y reviewed eont&itb purely 
atatis%icrrrl &%a reviming a e  f h a n o i a l  status of the retiremen% boarde 
The estimated toat  of i&e 600 aspies OF the 2U page US8 report i e  ae 
f ollcrrr~s 8 

writing and deeign J&O ~ W S .  #&QO . #S&DAm m.hg an;d Proofreading 20 ks, %,35 he Z!7.00 
Beproductj.on @A.nting) 500 cropies .68 es, 54M)eCW 
Distribution 500 copbs  .M sa, 

TOTAL ESTJ34ATELl COST &O 

Thia azmual report fa Mdition t o  s t a t i s t i c a l  data coatrains a genera% 
review of a o t i v i t i  es and f inerncf a1 status for .thg ourrent yeas, report 
a e m s  the purposes of infomFng %he nenibership aa to the operatian s ~ b  
f'inaatbiaf statue  of t h e  rethmeni; board by i t s  eleoted offloiafs,  The 
same reommendbaiilon aiade cmcekging other reports oan q p l y  hem, A fss 
aharks or o a r t o m  would make the report xwre i&erzws~ng andre&&fe to 
the rehip, 

UNMFSPOUS POLICE RELIEF ASSOCfATIOlB 

TWe repor+ i a  the ana1les.t; reviewed in t h i s  study. It is purely a 
one page finanoial  statement t o  tPle membership and legal authorifisu, We 
ham estintatad the cost  of *he ten page typewrittan oopies ae followss 

kl . t in& and design l o k W s o  $ & w o  

Typing and ProoFkaalULng 4 b e ,  1,S5hpe 6,40 
Diistritrutiaa 'd,B ea, ,O8 ea .30 

TOTAL ESTWT"D COST #=&@ 

The reports are mn% t o  the Publio $xambr,  Ses~etar.y af S t a t e ,  C a m p  
~ o l l e r ,  d i s  poated in each of %?ze ~ o l i o e  Aepail~berhs a t a t f a r ,  - - , - 
A 



F. E. P a  C ,  -- r The most recant repox% by +he C d s s i m  was the 3952 Progress bporb". 
This report is prirnaFi1.y inf'omt.%v8 and propagmdis-bio in zl 

ir 
wi%h U t t b  

emaphasfs on s t a t i s t i s a l  data, To arrive at some type o f  cost estimate fo r  
U s  d e p a r h n t  an awlyeis w w  made of the 10,000 aopies of the fifteen 
p a p  report, 

Writing and derciep 50 h~s, ba00 # ~ , 0 0  
ming and Proofreading 25 bs, 1,s 33 -76 
Engpad~s 20,M 
Reproduati ons (Printing) 10,000 copies .002 ea 220.00 
DPstPibution (4th Class) 5 s  mu n .02 ea '2.00 .80 

TDTAL ESTIMATED COST @M*rS 

In additikon to this  infoanative booklet the G o ~ s e i o n  has gubliahed 
a two page -port t o  the Bdlayor 9nd Cortndl i n  Nay 1954, This is a report 
on the work of the mmmiesion throughout US3 and can bp, esfhated in -st 
about f l f ty  t o  one hundred doUar8 t o  ~eproduce, '&e Comrmislsion varies l210 

of report8 dependfng on khe med, available fmde, and aotivities 
%h~ou&hot the yearo f f would sees adviseable for  thg kmmissian 9 develop 
and dis+ibute a staBdardixeB snmal repo r t  complete w i t h  skneist&oal data, 
grqhio aids, and Wormalbve o on the a o t S V i ~ e s c r  

DIEECTCB OF CIVIL DEBHSE 

The C i v i l  Defease deg  he^ of +O t w g  'int;e&5 & 
progress mpsrtd. To larr rage 9a-h oos% of its emma& 
mpor.t*s ag used *e *Psogresa as a guide, The usually 
publishes about three f %he repo&fo~ utlern t o  l2~ 
relatied oivl l  defence agendes, %he general publie and governmqntal agelleiee, 

Writing and design 58 hrs, I: L z ,.OO 
Typing and Prcmfkeading la b e ,  1,s hr. 27,00 
Bhoba and ltrgouts 60,Oo 
Rep~oduokion (MuliAlith) 2OR 7 ,05 14,lO 
Eki8tributitm (Book hh) 68* e08 24e00 - 
Tom ESTIMATE3 COST . # b g a ~ ~  

ThB hi70 m v i ~ e d  thfs S* c01~tdZWd attr&%~MlfB 0-r -98 
an8 interesting and inf'onaa~ve data on -1 defense m.tivi#es, The repcrbs 
a m  well w r i t t e n  and geared to the readersMp of the average ,oifAsep, There 
are sufficient pictures and e t s t i s t i c s  t o  maks the report interesting as 
w e l l  as i119ormativg to the avsrage oitirren, On the whole the reporbs can b 
rated a8 better than average i n  %he o m s  rev imd by this oomm2tteg, 



< The IllimeapoUs-St, Paul S a i t a r y  D i s W a t  publishes a ratlisr 
rive repert; m ite aofivi l ies, fa 2368 the agenay pubUshed s e m  hundred 
-pies in p a p e ~ ~  mmra and thFity=tbee ctopie~i with embased aopora, 
The wibased bowl owered bookle%s are sent t o  board, mayor, others . 
Wlu~ll+ial in the operatfa af &e s a n i t a r y  dietrioto The e e t h - b d  008t 
of the bcddleta i s  detersbed as follawsr 

W c i k t t z g  design lo@ hrs, #SoOO hr 85OO000 
%P% 76 &SO 136 hr 103 , 26 
Engrav2nq~ (bssulssd inaluded in printing cost) (P 

PhdW8 (Asswted Gratis) Q 

Reprodudan ( M a t i n g )  998 ,00 
MmMbutiun (.w) 72,OO 

TOW ES!PXMATBD COST $1- 

lPhia i~ wrrr of the be* krokLets pubUshsd by ths variaus gmex%b 
mdmtal  tmitsr of t&e ShneapoUe area. !l%e d % e r o  have medo ailequate use of 
o2rsr2s, graphs, am8 picr$uss. %!ha nusbrierl is prsseneed in an hbrsattng st~d 
readable laaararrr. Ur, bais Bao&r ie to be otmplbemted aa hir sffotkr  tq 

a aawerX arr To interu8l;ing m p m b  for the pnbUo 
eurd ebs- t~iX%43Bls. 





I, Financial SitusLion 

A, ~rmmtasited b d a e e  &ee% and expla nation of funds 
and Uses. 

B, Budget and Ekpema s-t;aMent showing mv~mes by souraers, 
. .. rrxl~enditurea by ats;ivi.E;ies, an3 ma&yeis oi' surplus OP 

defldP;. 

Report on city posildan relative to emergenay developing frana 
war, fire, disaster, sieo, 
Ho. of persons per fatal populat50n eoave in VBVIOUB Unitso 
Bariow types of uni* orwised and totals of @a&, 
Report oa equippeak and Pinandal stahas of agenay, 

Cams handfed of various );ypee, 
Beport of probaaon office rola6ive to disposition of 
-8s e 

Ho. of oanviotions obtslfned, egpeerls handled, 
Caseo eonnplehd in pela%ion to tokl on docrket a% end of year, 



C X E  ASSESSOR 

A, General property %ax levy per $E,000 of assessed poperty 
valua.tion and par #~*000  -true valuation, 

B, Legal asseasmen% r a t i o ,  
C, Assessed value of land, fmprw~menta, personal property, and 

sxsmgt property s'nm segarateI,y, 
D, Bs, of real estata parcels, pareefs improved, v&mn%. 
E, No. of assessnen.l; appeals and percent changed, 
F, Farcent of' ourrent levy collected by end of yew mid percmb 

of pawceding IePliss eollec%d, or accumulated delhquenoies, 

A, 80. of bill8 payrolls pre-audited, 
B, Explanation of Amds sand f&mita%ions ?qr $Lacere 
C, Repod of. ammd gm-audit State Ekemines, 

A, Types  of budget forms and cla~sifioations, 
B, BgO%ew Qf budget fpst3xwtes frm agenoies, 
C, 3Laxiznm tax rate established for each agency mder 

i%s jurisdiotion, 
D, Reporb omr fixing of b o a 8  4n be faerued, 
E, Bgmmmeadatiom of long-range plan for -pita1 

knpmments flnsm 

A, Bcmded debt graph ehowiag p~esen't and Puturn 
mounts of mtisemeat and ipztspest, 

B, Pepmnt of debt service of t o i d  ex'padi%wes, 
C, Amount of banded cbbt and mount per eavita, general and 

s u s t ~ g .  
D, Pe~wnt  of bonded debt of ssoessad value, of valua, 0% legaf 

l M  t, 
E, b u n t  of overlapping dab&, 
F, Current interest rate for beads, 
G. Amount of floating debt ( s h o r ~ t s m  loans) ia%eres% rats, 



A, lo. of C d s s i o n  meeting held, 
B, Funds available to W s a i o n  stme 
C. Basio studies oanrpleted (various %rggs) 
ID, Akster or tomprehensive pfms ocpmpfebd and 

edopbd c ~ s s i m ,  
E, Action teba $y C i C y  Cousaoil on rewmmenda%ians of 

e d s a i o n o  
P, Uae of exmprehensive plao in debmiPing mrual'and Icmg- 

range o q i t a l  ~ p r o v ~ e n - k  program and budlget, 
Go Bo, of projset p h a s  or matters referne4 to mmai%, 
H, Stahen% of mqjor projeota m p 2 e h d  in conformity with 

paan and mmbsr of major projects not i z i  m n f o r m i t g  w i t h  plrrnc 

A, PeraenZ of present nwraonforming uses oacurring; sin- 
adoption of ordfulaoc;ss %&rough aid  of board of appeds, 

B, BTs. appeals for solling o r d h a a e s  and peraent gkt;ed, 
C, Percent of frontage soned far b.c~siflesrse6 a d  percent oacupied 

by bwiaess, 
El, Perc~xlt of area af oi* e w d  for industry, mside3lsre, perm& 

oa~upied by each ( siq. mi. or, saws used.) 
E, Year the present or-ces were &opted, ohages and azwx.%h~n%~ 

hp last paro 

111. Subdivisims 

A, No, of mbdivisiaar plats rstriprasd, 
Bo Boo a e ~ p t e d  u ~ u M % b d ,  . 
C, Bo, revised and io-d, 
D, Blo refused orighdly end not Patgr moepbd,  - 

E, Area of lend subdfvided during year and percent deaignubd by deed 
provfsion or othemdSe for meidenae, 

B, Milea of streets d d a a t e d  (by width) anti ama8 dedicated for papk 
PuFpo-so 

COB% of purohtns* per pepwnt of cost of purohaees, 
Percent of mount pmohasad centrally or btd, 

e u n s w i t h  one bidder, 
n w w u on eqergenoy orders ,  
a R w a on formal oontrae* 

P. w 51 w u Wer specif2 cations, 
G, 52a%io of oash diacoumz%s to pwohasss, 
B, Vdue of ndvage material, 



A, Smr Systea 
1, bails6 af various types %aid by pipe sise a d  l e e ,  
2, e? I n $8 " and sizes repaired and oleaned, 
3* No, of wtoh basins cleaned and $ of t o t a l  deantsd, 
4, Adequacy aml mndition of sewer ~yslxm, 
6, Proposal far c d n g  year, 

Be Street SaaitakLon (61eranhg and Dus%ing) 
1, 'Milee of clesning done (method used). 
2, Area olefaad, cost per mile, and mmod usedo 
3, Cubio yards of m e p i g g s  removed. 
4, H o m l  frequency of cleaning by olaasea of streets, 

C. Waste CollectLon and Disposal 
, For 6(r& type of refuse by crlaases (garbage, afpbs, other 

mwb) sboar Prequenoy of colZe&iaa, has eolleuted (h 
ourb, alleg, or house) vsltene hadled, and permat disposed 
of by trariou disposal nethods and cost per ton clr oubio ysuod 
for mlleetion and disposal, 

A, Streets, Alleys, eta, 
I, No. of 4. yda, of various typgs of new pa* mmpletgd 

(new and repaired). 
2, No. of sq, yds. o f  various of patdhing ~mp1ehd-s  
3, l o ,  at lined feet af curb and gutter ocmpleted. 
4, Paroeot done by amtPELCto for- auoountS othsr 

suah 8s feaerwl, sksk,  and county a ido  
8 ,  Miles of at ree ta  oiled or othemise treated, 
6, Street dartamocs related Lo need, 

111. S h e t  L i g h t i n g  

A, Semicre and Babe 
lo Meguauy of lighting as memured by asaidemts, mimes, 

and ac.tual light delivered, 
2, Expansion and repair of lighting system, 
3, Rates paid by city far mrrato 

%\ XV, Show Rexmwd 

A, Service rendered 
1. lo.  of sncnsiltom of  3" or nore requiring p ldng ,  
2, Miles plowed, 
3. Cue yds. loaded and hauled, 
4, OOher semriees auah as blading, sand*, eta, 



V, Other Glemioes 

A, Bridges, Viaducts, end Grade Separations 
1, Bridge repair ml hpr&ent8. 
2. Viaducts repair srad rnaialenance, 
3. New grade sepasakians, general upkeep, 

Be 'hmlels 
1, General mainknancle md repair. 

C *  Wat8rwrr;ya 
1, Control related t o  river traffio, 
2. River terminal maintewaoe and repair, 

D, Other 
1, Cermetery n a i ~ s ~ e ~ n a e  and rep*. 
2, Upkeep rxf markets. 
3, General mspoxwibility fop dtg lands m d  bldg8, 
4, Equipnt upkeep and repair, 
5 ,  Miles mhr vehides o p r a b d  and m a t  per vehiel.8 per 

hour (camsnercid unite, private  and city ammi), 

VI. Eabr Depaaent 

A, SePvfuers ~e~ 
1. Csll-ption in gallons per dqy per oapitcr, 
2. Peak daily md hourly by oanstrmpti on, 
3, Gallons pmped perm* a d d  and pewgat used in  cli* 

p q s e r i  a 
4, Quality of supply (trea-bent, bautsrial aount, leakage, eto,) 
5. Perclent of population living in dwelling using publio q 8 k n n 0  
6, h b s  and typical bill for volume (5,000 gal per manth). 
7, Total W e r  of acrsxnmb and lo, of delinquent, percept of 

total delinqusd. , 
8. Het profits, pa~rme~ts ixt  lieu of taxes, charges t o  cify 

departmoents. 
9, Pertmnt of earPtgg8 with r e s p o t  to volume. 

10, Pumping and purification costa p e r d l l i o n  gallonre 



BOARD OF PUBLIC mtwm 

I, Fublic Welfare Diviaioa 

A, BgneraL 
1, Rating az lher ican Public Health Assoc* Apprdsal fom,  

I 2, Tot;al living his-Ln? and birth rate, 
3e S t i l l b i r t ~ ~ e  - Prewn-b of' total bir=ths, 
4, Deaths by cc~wss and death rate, 

Bo Infant MortalfQ- 
2, Infeeat  death^ under am manth and rate per 1,000 births, 

- 20 m a u ' year of age by muses and rate 
per 1,000 bir.taas, 

3, Hedioal d e r i t a  t o  2t fmt~  per loOOO birthso 
4, ProPessionsl viaita t o  pr~natal cams per 1,000 tota l  ldrtbs, 

0 ,  Q@.ene 
1, 196, of rrzming visit3 per 1,m sdlool popula~onp 

(a) pmnatd cases. 
(b) iofanta under ma year age. 
(c) to sobzoul children. 

D. C asble Disease Cartrob 
1, 'Ilulasrwlosis 

(a) BOO of 086BS h 0 8 ? i t d i ~ e d  m d  &t O f  QMe8 I X B ~ ~ P  
supe~rePtm, 

(b) % s u ~ t a  ~f aativitiss to p~smrrt hbe~c%Ulot3%8* 
(o) Per& c@ P. B, aases hoepitdised in s i n b a l  stagea, 
(d) of Oas6e ~ p 0 d d  bsf0l?8 death and pmf 0f 

*,tall re;papCed oases, 
( 8 )  Eaegietratj-on a* T, 8, oUnios per es~atal maident death, 

I 16, b l l p o a  
1, Peramt 0% e1ematxu-y school population ~raocinated, 

P, Diptheria 
1, Peremt of ~ohml population (under 5 yeass of age) 

h u n i o e d  0 

2, Permat of populatdazz inmnunised, 

Go Others 
1. ~ussiag visit@ per 0~88  (rnsa~Le8, scarIet fever, typhoid). 
2, Bo, of ind5viduals under keatanent for syphilis er gono~pher~ 

H e  I~lspsotions 
1, Average f~equenqy of inspections at dairies md dairy 

f a m e  
2, 370, of milk samples eo l leohd frm trucks, s t o r e s ,  eta, 
3, Permnt of raw ml%k distributed *ah is oertif id, 



V, 5Inergermcy Housing 

A All Housing 
I, Total m b a r  a ~ 8 1 1 h g  m i t r  in dt;y by t s a w ,  senksd, 

vacant, g~~;ljggp.  ocmpied 
2, No, of fmf ly u n i t s  wikh ?sea on additions, deducklons, net 

aupply by okeassss (single familyg dupleac, multLgle) 
3. Average value per dwelliag unit for p d k s  issued during 

ye-. 
4, Repair d deaolitiorm, m j o r  mpair (vobu~tstry am1 eomplabso~jr). 
5, lo, and percent of wacmcies by d e e  of dwelling size, 
6 ,  No. of fszmlliss doubled up, 

Be Public Housing 
1, Po, of dwelling wits avaflebls at end of year, 
2, BTo. and peroezti of veromofes in mi*. 
S. Amount and permat of rent d t - h n  off as moolleatablse 
4, AVXRA6E ElVMEQ OF ROO%S PER IXEUmG UEn, 
8 ,  Average nmbas of persons per row, 
6, Rent ead irmome range f h m  occupied in different houm 

' f e ~ 8 l 8 ) ,  

A, Ho, of regiabred voter8 
B, So, who voted at laet camoil auld apeaid eliea%&w. 
C, Perwnt of rsgiah~t.csd voters wh6 v&d at erah d e & i & o n o  

A, BBee-birtgs attsnda 
B, Couacil reports and dnutes, 
C, lot ioea to public, 

- 
A, Ha, of laeethge h f d .  
0, Irmrportant ordincolrrear or rssrp%utiona passed, 
C, Aet imr  on ut i l i ty  Pranahfses, 
D. Eo. of petitiigns for publfo iqrov8memts, 
6 ,  " " miscelleneovs p e t i k i a n s  and m m m ~ c a ~ o n a ,  
F, " ~0514xaets and m e a t s  handled, 

I, No. of ficsnses of various W e s  isswd, 
11, Cases of weights & mawures hasdled, 



1, Suits in Behalf of city- 

A, C i d l  aotions for &orc~em%, damages for riofatfonas, 
or oontratts, 

B, Civil eases hwldng dmagea t o  city g o m m t s ,  
0 ,  " action for ieo1lecfioa.s of penalties, not orinrfnal, 
0, Aatlma for or&nhal or penal charaotsr. 

1, l o ,  of ~ o n d c t i a n s  of regulating osdixiaaees, 
2, Eo, of proseou*ons under opimSna1 ord3-mneess e t a t u k s ,  

Claims agdnst  c i t y  (Be,, oakuse, ssttlmernt) 

If .  

A, Aet;tans f or tpnforoemnt of, 0x9 for da?&%ge~8 for PiolatAon 
of oorntraots, 

B, Aot%tms for d 
iajury~ 

Addni~trative and l;egisla.eiw, Aotivitllea ( in  o m e a t i o n  d t h  
pb%ia improvements, proper* nquieitlons, easements, 

A, Bo, of eases Ptmdled out of mu& em6 cases l i t igated .  

A, Hoe of ordinanms th&%ed, tmsnded or reviewed si.eb 
o p i ~ ~  given aea ssm(b, 

8, go, oP forrnsll ophicans fin mayor or o i w  oounoil and t o  
aMnistrative of f icers  of ddy, 

. A, Bo, of oity amplopes (full t;ime-par-%-the, temporary, 
emergenay, 

B, Mstributicm of empfayees (Ho, and pereat ) .  
1. C r m p e t i t i ~ e  semi- ( sk i l l ed ,  unskilled, eto)  
2, Bon~oop~petitive selrvfee ( etaadentcr, appointed, etie) 

C, Percent of empluyees in eaah oompational group 
(profgssiaaaii, mesksmlbcal, olerieal),  

A, Hoe of exermsg origimsal, pramotiona%, qwlifying, 
B, p w h r e  reaidenos was waived, 

.C, lo, of erppltomtst maulta (mjeotiosrr, failed to quallPg, 
passed, eta, 

D. IOo, of csrtificebiomrsr end appoinbentsl prmaaent, seam-1, 
amrgenqr, garovisiomil, temporary, 

B, Bktio of number of wslcanaies f i l l e d  by promofion after exanination 
.t;o toea1 veomeier, f i l l e d ,  

F, BQ. of veterans qpointied md percent who rewived 
appoinheat based on point preferenem, 

Go Pmgwn~y sf aenmalts of e l ig ib le  Xistep length of' %.%me required 
t o  prepare e l ig ible  l%s t s ,  



III. Classifitakion =dl Bay P l a n  

A, Swrvey made 't;s check validfbf of basic salary rangss, 
B, Reelassificat&sn sumyo 

A, P l a p m e n f s  in -  conditiom sf employees. 
B o  Ulediaal m e ,  credft uxdam, reareat3a, a*, 
C , Types of h - s e d c s  trdning propans by number and percent. 
D, Tim a d  pary~02'i los~aes (mas-) 

Vo Separations 

A, Cases  (No. -6 p s r m t )  
8, Tuxmover for varime elasses, 
C, Fines or suspembons for di8om.ipUnaZ-y rearrons, 
D, P e r e a t  under =tiremat plans, 
E. lakre oP benefits e 

. F . Total of r s t % m a t  B e d i t s ,  
(3, ~Elo, of retirm~nt benefioiwPies. 

MPLS .-STo PAUL SAHI!CARY DISTRICTS 

A, Nethod of disposal, 
Be A " t r e a h e  9lione of gallcma treated and 

bypassed, and %re cost per million gallons. 
0 ,  Method sat isf  amkyr to  Health Beparbent ( S t a b ) ,  
D, Parmnt of dwelljbrags oomzeoted w i t h  sewage SF-, 

A, Underwriters gradjag aad cilq rating with other o i t i e s  
of stme population &ass, 

B, Firs insurance rates, htaf pd. lrms paid by residents, 
loss ratioo 

Bo. of building fires per -pita or per $1,000 true 
valuation. 
Amrage loss per building fire or resident fire, 
Petal f i r e  Ises, loss per oapitrr, t o w  inmared loss, 
total suepioious lase 
Peroent of ralaticm bekeen lossss and f nsurmoe oafried, 
Loss per $1,000 true valuations of buildfngsro 
Moo of firccjanen and pm80as Pajwed or l.d.1hd 5n fimso 
Types of ooeupanay and aarzstxwo-bion of buildings bimwbo 
Is, of buil&ng fires "sncludbg roof andt ~Mmney fires, 
l o ,  of Mres ooouring cat s ide  of buildings inafuc%fxtg 
p a s $ ,  rub%ish, &mpo auto f i r e s o  



A, BTo, 02 81- a f  a l l  m s a  
i 

B e  
t t w m  per phone, alarm system, otber methods. 

C, " * * naaliaious f'arSw aim. 
D, Main eause~ of fires by standard c'iassifipatio~. 

XV, F i r e  Prevention 

A, No, of buildfzgs of various types inspected, 
Be Pesaent of dwellings inspected. 
C, No. of oammon hetsards folmd and peragnt violating 

ordinancrss , 
D, Peroen* of Ina9az-as m o v e d  or rioPations oometst?, 
E o  Ho, of arson inmstigations, arrests and mnsriotions, 
B, Tylpes and extent of fire prevention eduoation, 

POLICE I>EPAR!P%EIE 
i I, General . . 

A No. & patrolmen per oapita. 
B e  

n w  )D 

I ;  
1,000 offenses, 

t C, " " uniforraed p t r o h n  worldngt in  oars, on solo, on 
I Jll&0p~)ybl+3, a. f ogt , 

. * D, No. of calls for police aasistantm bnd minimum and 
i maxirman and average %he for response, 
t ,  E, 80. oP man days devoted t o  speclial servioes; ftumralfb, 
I daaoes, bank and payroll e s ~ o r t ,  e b ,  

IT, Wajor Crimes 

i d  I A, 130, of' offensee by olasses, 
B, Peroitnt cleared by arrest, 
0 ,  Permnt of cmapiot;iol~s of a l l  classes, 
De w w ~%oIep property m m m d ,  e x v t  autos, 
E, A loclal stolen auks reoovered. 
P. 30. of auto thefts and perosnt cleared by arrest, 

111. C r i i w  Prevention 

A, Perctent of orims ohared by ~weni1e arres=k8, 
B, Ho, o? juveniles investigated. 
0 ,  Peraent of juvenile offendere who were repeaters, 

A, Xo, af citations, peramt of ~ n ~ a f i o a s ,  t o M  and 
average fines or e entenees for moving vilatl om, 

B, Eilo, of personal hJury aocidmts, 
C, " parking oitatians, convic%ions, fines, or sentenme, 
Be * injury gcofdeBts per oapita, per registered ears 

par Righvay mils, 
E, Xo, fined or jailed aa rels.ted to total acoidsnts and to 

injury accidents, 
of persons k113.d p r  100.000 population. 

n hj-a W QI 



I, BTo, a d  Mnds of innpecLions 

A, Probotiw Inspectitfan, 
1, Ifuifding 
2, Plumbing 
3* Eleatsisal 
4, Qae 
5, Boiler 
60 S l e v a t ~  
7. &her 

B, Sanitation 
Po hoke regulation dfmts,  . d o l a t i m ,  
2, P r o b h u  extoountiered Knd raoammda~ans f o r  additfanal 

suprPisi on or legis'l ation, 

BOARD 03' PPAR B:~TSSIOEEIU 

1, No, of parks and tot& park area 
11, Aweage in pmwnent2.y cmmd park and mareafioml arw 

I I per 1,000 prsans, 
III, Playground area per 1,000 persons, 
IV, "l'ypw and extgne at? supervised aat iv i t ies ,  
8, FaaiTitiea a d  cen-rs (~ttendanae ) . 

8, Gaff Courses 
B, Indoor Centers 
C, Tenrnis oourta 
Do ng pools 
E, &aches 
B, Ba~seball ~iamoads 
Go Others 

VT. General description of department aotivitbesr, personnel, laws, 
fiqcial s h h s  aad q other Wormation thak concisely 
b l l s  @hg deparbent story, hope, and plms for the futureo 

I, Pupils 

A, Ebolfaenrt; auld. a ~ e ~ a g s  aktgndance by grades a d  amas 
B, S&ool census (Emolherrt in parodda'h, prfvah aud publia), 
C, $ of distribution by age apd grade, 
Do Cmpfetion 2n reladormsto emolPmsn% of pupils, 
E, $ to college and to emplbopent frm colleg~3, 
Po Fbyeical e x a s  m d  hf'orma-klon obtdned, 



0,  gn~ollmenk a5 dg'Yet s a h ~ o l ,  mcrea%%on~l aati9il-trbee, @%o, 

11, Soho~l #sn$ 

A, Seating eapaz3.Q.j end suitabili%y of plant f aoi l i t ies ,  
B, Use by nu~-school agenoiei and att&Aenoe figures, 

A, Yeapa of serxloa of persoslnel in teaching fielase 
a, Appointments, setiraents, rasigaatkons 0% tsaohing personnel, 
C , Teaches raqui semnt~l. 
D, Professional and a zt of staffs, 

L I B B E  mmD 

A, 230, of Bound Vol~anc~e, 
Be Volumos per capita %or pspulaPSon served, 
C , Inemaee or decrease 3rr f iotioa mrma nm-f i~aon, 

a h i l d m s  arjrsus adlu26, mfs~enas volteaes, 

11, bgistratiou 

A, no, of adult8 a8d ~w'BD~~ss, 
8,  Peroemt of' populak%an, I 

111, Cirmlatiorm 

A, A a l l t  fiotion, 
B, " non-fiaticm, 
C, Children8 books, 
D, Begiatrsticq per oapih.  

IV. Referenoe SePvice 

A* Ea. of qwatdons mmmd (general) Define Oensral & ~ ~ S W O  

B, * " n *  arch) * S t ~ ~ o h  n e 

C, BibliograpbA~s ompiled * Bibliogmp&ysarvioee -. 
V, Shm per& of o p e r a ~ g  aosf for artent p a r  a p t  fo3. 

e a l d e s ,  peremat for 'boak8* peroat for binding sad -bindingo 
Operating me* per oapih,  (not bokraerer) 



v 

OZMPTP City Nme?g@r& I~sooia%iar?, "A 
fan: - b b  Jjm1.ua1 BiWoipaI ReportR, Sept, 

Inbrut%olzal CSL* Mmagers Assoaiatiors, - "Sgeoifioat3.o9e for Scmbnt; 
of %he Armn~aal U u 9 i ~ p . l  ~ ~ ~ o r - b " ,  Jzano 1938, pg 1-15 

M d p a l  Finance Officers Assca, PCfitarla fox Judging a Waia ip l  
Finmctial Reportu, O c t ,  1854, p2 

Roger Baldwin,  %unicipaT ~aporbhg", 3 u e  28, f93T pp % ~ t  

U of iPemessee ~ ~ ~ r r s i o n  Div5sic.m krusicripal Te&doal Addsorg SarPioe, 
Yay f9M), pp 3.3 d 14 

Naeional C d e s i  on on Idmidpal ReportAng, ''Publid Bepartbgn 
Pub, No, 19, 1931, pp 1-1157 

~woif on Public  Expsnditume, Ine, "Hoderrdeed &nidpa'l. 2e 

%he '-ern Nmioipal  Reporb" 

A 


