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In & democgratic society it is scuvcely necessary to emphasise the nsed for
the public to be informed sbout 1ts govermment. The development of informed
eitigens iz ome of the mmjor goals of our public scheol system. It is ome of
the mainsprings of civio organizations such as ths (itizens League and the Lesgus
of Women Voters, It is Elh@ly recognized by other communlty groups, such as
politicel parties, chambors of commerce, lsbor uwrions and serviecs clubs.

. The regular medis of commuonications »- press, radlo, t@;ev*aions ppriﬁdicals w«’
-devete considerabls time mrd effort to informing the public about Vhelr governe
ments. So do the schools and wesny oivio opgapizetions. To a great extent,
Lhowsver, the sdeguasy of the job thess grovps do depends upen the readiness with
which the goverument econplies and relesses iﬁfcﬁiullane Thus, a\vernmeﬁt Ltanif
heg an impertant role in their informstis sthering sad disseminabing soetivities,

<

to agooumt for their stewardship to the woters, as dirsctors must mccount te their
gtockholders. '

Govermuent has ancther role. Public officials snd smployess have an cbligation

CAside from the geveral objectives of kesping the voters informed, govermmental
. reperting nslps in the econcmic dswslopment of the oamunity. Business and i
- lndustry looking for & place to loocate ag.axpanﬁ*waut to know a lot about a eity. -
For sxsmple, s concerm like Ppudential Iusurance Cowpsuy wante to know about uha’ -
econonic stsbilisty of the community, its laws end “35fs$ pethod of govermmsnt,
- serviess venderad, tax structure, finmenclel vecord and stetus, and a host of other
Pacte, Verious agencies of the city govsrmment which usai with these matters
dav in end day out ere in the hest ?osif;ﬁa o provids such informetion.

. AQ The value of a single annusl’rayﬁrtg

i “Good pu%l*ﬁ tep@r%ing ig not merely the process of prep&ring information for
- the public. It involves preparing adequate information in a way whnich i3 easy
for the public tc understand, Jngsrﬁs+lxg to read; and readily obtainasble. '

In & govermment whiznh has thousends of smployes, many diffsrent agsnoiss,
and & mulsituds of activities, e primary requisite o ﬁLhiﬂ? the Pay@rtivg af fote
tive s that the reﬂﬁ?ting to ths public bs couvrdinated snd consoildated. This
gssures e Lstter balenead presenistlon of information, aveids duplication ia
rrecesaing, and mekss 1t sasieyr for ibe oidizen s losate infurastion, siacs he
does not need Lo make separates laguirvies of mewy difierent offices and departmsnts.
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For affsctive govermwental reperting to the publls, therefors; a consolidatsd
ity repurt Lo essentinl.

B. fRecepitulaticn of findings on pras

Materisl gethered by the subscommltbes sod prasented ig the apnendix«uf this
raport provides concrete evidence that the present syeiss of reporiing in the
City of hinmeerolis 18 inadeguste and unsoonomical.

fs

The ioedequacy of the cystem mey best be recognized by considering the
inoonvenieuce aud confusion facing the oltizer who is imterested in findimg out
about the operetions of the oity govermment. To get the information, he must

sontact 82 separate azencles requesting “heir sspual reports. He finds that oaly
B0 of thsse a@&ﬁcxas prepare sucn 8 report. This hampars any attempt to get the
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comple‘be picture of mumc*pal operations, After obiaining the available repor*bsgjk
: . . he must wade ihrough them, This 1s no easy task, Thay apre of all sizes, shapes,
& . =nd descriptions. To further complicate tho metter, ihey ars meinly dull and

winteresting, Very few of the agencles try to male the reporits readable thz-ough
- the use of writing skills, design, graphw alds, and imaginative Landling of
mtsriﬂlo .

The gostliness of the present system of individuel reporting is also apparen‘ba
Each report requires a seperate cover and binding. The reproduction costa are
- extremely high on smsll jobs of this fype. Ilikewise the cost of emgravings, photosg
 drawings, and plotures is high. The full renge of graphic aide iz not availeble
‘besause meny of them are prohibltively expessive for short rums, Distribution
_costs are muoh higher in the multiple system of reporting., Labor sosts are higher
' becausg there is no stef? to concemtrate on the mechenical develogmemt of the
“report., These are but & few of the factors that lead us to the eonsiusion ‘bha‘b
ths individual method of reportine' vow in use is aneconmicaio

c Eature and cost of an annual report for Mimesapolls

Iﬁ. our study of the present system of reporting in Minneapolis we reveiwed

anmal reporting in other cities of similar sige. We found that verious types of

~ snmaiel reports wers used to stimulete interest and encoursge clvic cooperation.
The exhibits submitted with this raport provide g general ldes of ths different

 methods used by other citles. Some are newspaper-type reports, others are anall 4

. booklets, and still others are rotogravure sectioms highlighting e particular pro=
- _gram, We find that all the exhibits have some merit and would be useful as guides

,:m éenloping an anmel report for Mimneapolis, '

T We bolleva that the City of Milwaukes’s enmmal repor‘ts provide a good exampl@
of the type and cost of amual reports needed in Minneaspolis. Milwaukee has two
1+ 1954 reportss (1) s fairly detailed report of the city’s activities; (2) a conden=
- sation of the detailed report for use by civio groups, texpayers asscclstions, ’
adwrtlsing medi.a and the gemerel publiec,

’ Tha report is compiled end sdited by the municipal referemcs librerian of ‘

Milwaukee as ome of his duties, He states that the total cost of printing, binding,
paper, photographs and engravings csme to £5,728.34 For 15,000 coples of the detaile:

_report and 20,000 copies of the pmmphlet yeprints. Probably the labor inwolved in

- the compiling and editing emouunte to about $3,000, but we are cbtaining more specifi:
date on this frem the librarian, '

It would seem that Minneapslis should be sbls to publish en axmu@l roport for
about the same price as Milwaukes.

The question ariseas Whal portion of tho cost now inourrsd in prepring the
amnual reports of the 20 separate Kimneapolis agencies could te devoted to the

prepar&tion of the consolidatad sunual report? Whe.t additional coste, if any, would
. there ba? . :

&,& N Following methods outlined in Appendix B of this report, we havs tried to nale
e rough estimate of the cost of complling snd prepering the present 20 repprts put

o out by Mioneapelis ageneies. Our estimete is sbout $11 900, as detalled in Chart A
o follmng page 3,
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With s consolidated ammal report, the deperiments would still have to gather

end complle data in & clear and ussable forn for their own use mnd for transmittal
- to ths ceuntrel report writer and editor., This part of the cost therafore vmuld st!.l
_conbinus to be incurred in the seperate & u}?"ﬂ"ﬁﬁeﬁtﬁe :

+ should be possibls, howewer, to eliminate 38 a cost to the individuel de= -
partments the rest of the process of report preparation., This includss the cost
layouts, photogrephs, engrav:.ugsg rwroéuction, {printing, multilithing, etc.) and
-distribution, As estimated in Chart A, these costs now amount to over $68,000 in -
- Kijunespolis, or almost what it coets tha eity of Milwaukee to prepare and distri
its report, exclusive of the cost of the salary of the editor and compiler. s

It would seem, tharefors, the® the cost of a consolidated emmsel veport for .
Minneepolis, except for the servises of the editor, would mot be any greater than
the oversll cost of reporting in the ¢ity at the present time, Moreover, even the
services of ths editer probably would not bs a totel additicnal cost to the city..
 This is because same of the present depsrimental reports, such as the Park Board"e
entail sppreciable sditing, and this editing would no longar be needsd;

D, Agency renummendcad to complle snd prepere sn annual report.

The Mayor seems the logical official to have responsibility for ccmpiling ﬁnd
pubiishing the City®s consclidated smrusl report. He, more then eny other s,mgl_
 agency or department, represents the City to the public, and has the job of over
publia relations., While the City ha# ssvaral iudependent governiag bodies (City
Council, Park, School axd Library bosrds), thé Maycr provides some eaerdlnation
through his membershlp on a numbeyr of thme , .

The independenee of a mmber of governing bodlea raises the question about
 the Mayor's suthority to direst the varicus depoarimenrs to furnish his of fice with
the necessary information, smad to forgo publicetion of thelr own individuel repol
The Council and boards would meed to give their voluntery consent to this progedu
 but it would seem that this comsént should be forthooming in view of the benefits
to be head, 3

If ths Mayor wers umable tc ebsorb tho additioml cost of the anmual report
in his budget end the Council oouldn® make an additional appropristion o his
office, & way could no doubt be dovised of distributing the cost equitably auong
.the several independent governing bodles.

B; Possible outline for.smmual yeport

Appendix € is & fairly complete outline of the type of information which eould’
be included in o consolidated ammel report for Micnespolis,
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et 4 STOWED GOST F AIUUAL S550KT5 FiSeARD BY AUSHOLES O NEKALULSS GIVY GOVELLWE ®
— WAITTNG  TIPEG  LAYOUS T EEEe- "
DEPARTMENT AWRL N, 0 & 0 & & DWT- TOTAL
REPRT PRIVEMD DESIGN DESIGN  PHOIS  ENGRAVING IS DISP.  OGST

MAYORIS (FFIOE None - - - - - - - -
fezmy cowem : - - - - - - | - -

CITY CLERK a - - - - - - - -

OXPY ATTORNEY " - - - - - - - -
|OITY TREASTRER 2 pp 100 $72400 $6,75 | O 0 $80,00{ $6.00 | $16%.75
joTTy CONPTROLLER 205 op | BO-100] 600400 | 27ke05 1| © 0 141,000 60,00 | 1,075.05
Jorry assEssar ‘Nome - - | - - o - - N
{PUBCHAS NG AGENT ’ None . - - - - - - - -

DEFT, LICEISIS,VEHTS, tEAS. | 27 pp 75 150600 | 33,75 13.50 | o 2115 6,00| 224,40
|AESEARCH ENGINVEER Hone - o - - - - - -

BUIIDLE DSPECTOR 2h pp 25 150,00 | 18,90 © 0 105,30{ 0 274,20

POLICE DEPARTMENT 39 | 500 225,00 | 54.00] 11,00 13.2% 600,00] 32,00} 93502k

PIRE DEPARTMINT 56 | 200 300,00 | 7h25| O . o 35025] 2400 | 433,50

PUBLIC LIERARY 3 o | 2,000 300500 | 5%.00] 40,00 | 47,95 200,00{ 8000 | 721,95
BOAED CF EDUGATION 29 1 75 300000 | 67e50] 0 | o 90,00 900 | 466050
BOARD OF ESTDATE & TAXATION | LS pp | 500 300,00 | 101.25] 12,00 | dncluded | 400,00] 32,00 | 845,28
BOARD OF PARK CORGITSS IOMERS 37 7o | 1,000 300000 | 116,00} ecowrtesyy ¥ “ 900000} 108000 | 1,424,00
[S0AED OF PUBLIC VALFARE 39 oo 175 | 225,00 | sl.30| o0 8075 28,20 21,00 | 334025
|oaanmm conmsIan None - - | - | - - - = - :
,' PLAING COMISSION 26| 70 300000 | 3240| 329,50 | inclmded 350‘,00;‘ 84,00 i;@soéo:



GLLTY A ™ COBGLUSL | i

R I RITLIG U | mﬁaol:.
. o - ANHUAT. NOQ o S N DUCH : mom
DEPARTHENT REPom mmm DES Icm Dm m:, . HIOP08 _memvm@ PIONS  DIST.  COST
{CIVIL SERVICE CQLISSION P 2 | $150¢00.- | 540@.50 0 o [$23.15 | se.0 | S5
etmcrm BIDG. COMIISSION Nomo | - . - - .. - - -
*ILTIIGI"’AI- AUDTPQRIWM COMMo  None e - | = o -, - - -
#ZZRE RULIER ASSH, BO_ARD 10 mp 800 120,00 27v°° R 0 200,00 | 32400 | 379,00
RO, EMPLOYEELS RET. BOARD 20 pp 5do J 120;00_. 27,00 1 o 0 340,00 20,00 | 507.00
TCAGHERS REPIRMENT BOARD 2Lpp | 500 | 120,00 28.35 | o0 0 46400 | 30,00 |- 518.35
FOLICH RELINF ASSN, BOAED 1 pp 10 3000 5440 0 0 0 230 35470
BUNICIPAL GOTRTS None - o - - - - - - |
524G | 10,000 150000 | 33e75 e 20,4 | 220,00 1200,00 |  52he19
DIRROTOR GIVIL REFENSE 21 po 300 150600 27,00 | 50000 0 10.10 § 24,00 | 265410
WPIS . RIDEV, & HOUSING AUIE, Yone - = - - - - - -
QOITY ENGINEER DEPT. Hons - - | - - - - - -
PLS 5T, PAVL SANITARY DIST. | 76 0 |33 Lonobsad] 300s00 | 100425 - - 99&00 72,00 | 1,471,25
Fom ESTIMATED COST $L,362,00 $1417Ho40 © $456,00 $90,38 $59084°15 '$748430 $11,915923

* Seo section A, Appendix & = For Method of Deternining Amual Roport Cost




- as well as & sourcs of informeticn to historians and spesialists in xmmicipal gove

APPENIDX A

I, SURVEY CF 89

OF (GOCT .‘“”I_ REPORTING

In preparing to snzliyze the presen*’?;, systan of anrual 1'apm*’t11' ¢ in ihe C»:L'hv :
of Mipmespolis, the sub commiftee fir ""‘1@?0“ to determine the measures of & gae&
reporting sysbem. For vthis purposs, Jhe zub conmittee comsulted the works of
various suthorities in the fisld {see b?h;ior'raphy\ and examinasd actu,al sitv’
reports which are gensrally higbiv regardad in the fileld.

- This secktion summarizes the purposa of a ceﬂ.solidated evnusl murdcipal repo
desirable cuntents, how the report should be prepered, and who shouid do it,

i Ae Why a Consolidated ¥ynicipal Ranort?

The ma‘?er reason:orucmwlidatea apnusl rﬁ‘ort is to provide an. aoequatei ané,
intel"igible analysis of the operation of government for the gzeneral puhliea :
repurt should be able tc answer cmstia 18 {ike the fcllom,l,gx -

(a) Does the ndministra ion ' meat oivis needs adequately?
(b) What aurrent problems feve the clty cfﬁieiala?
" (e} Whatkié. plm;eﬁ’for/the -;m:um?
To meet tﬁv needs of the large group of “etmls in‘ta‘r'eﬂtea in thelz“ cl‘ty go‘véx;mneut
it is importent to dsvslop an ﬁas:} to read anmal report., Sueh s iink ba*hveen +h

~public snd the ity govermment will make for greater *mdsrstaﬁuing of, and a gre
~participation in civic affairs. The snnual report can serve as a public reaﬁrd

mext., It is alsc 2 mesas of plscing the elected official end a:iminis%z*ater:z.sn
a position of accounting for their stswardship of r'(z:z:nunity affeirs, L

The annual report in addit on i setting forth the resord of acaemplishmen‘hs
is & good placs in which to emalyezs current problsms md rescommend future steps
to solve tham, The roport elso ssrves te supply materiml of current nows interest
for disseminetion through the nmewspapere, radio, and T. V. The various department
heads will slso find thess reports helpful in 10La.tinv problem areas end bottles
necks in operation of ths depertwent. The reporis will provide & more snlightened
sitizgenry, bring about zreater cooperation detwesn citicen and govermment officisl,
snd result in ecomomiss in goverrment aad gocperetion in tacitling pronlsms in
municipal goverment.

B, Contents of a Typical Annual Report

The sgenay or office responsible for plencing the sunual rsport. zhould have
the skeleton comstructior or outlims plsmped for the report. The outline from
veay to year should be flexible to zive fresedom in chocvsiag information %o be. in=
cluded., ‘ »

A good ammual report must ssrve a mumbey of purposes. Flrst 1% ghould bs an
ascurate and complets record; sesandly it should be designed for ai.mnlieitJ and DR
inbslli eﬁbih y of reportingg and thirdly it should have provision for comparative
-aﬂt&w ’ ) - ) RO




There ars iwo types of repoeris thal con be prepsred by the cily depsriments.
The first is the detailed report of setiwity of the various depariments. The
S second is the newsy non-technical sanual regort to the publie. The former osn bhe
.  prepsred end pleced in the department files for review by the citizen interssted
‘ ©+t im more thaen basic faets of an anmual report. This relisves the amnual repert of

dull end uninterestiog deteil snd perzits & more attractive handling of the report
to the publie.

2

In preparing the simual repordt 1t is importent to develop a good cover design
with possible emphasie on a key ashievemeort, or planz sccomplished in the previous
- year. The use of pletures and voler slcag with s satchy title mey be en inesntive
for the readsr to lock besyond the cover vags. An introducstory statement of not
more . then two pages is recommendsd that might possibly bighlight some ageonplishe
mants or fubure plams. 4 good teble of contents should be supplemented with an
index for the reader who might be only interested in ons specific phase of loocal
govervment.

& serviceable amnual report sheuld g;’i‘i.-‘é & clear and simple eccount ofs
{a} The record of past sctivities for a per:irsc%,stxff’ioient o give an .
adequate basis of appraiszl sa to cost =ad usefulmess of a partliouler
service to the comsunity.
(b). The portreyal of current activity for the year.
{e) A statement of a futurs program for emch cf the depariments,
Ths snnusl report shou;.d provide the public with the following information
80 that they may adequately pess judpment on the sfficiency of the servi.m and
the at:a" 1ity of the sonducting offielals
(a) The efficiale responsible for meanaging the municipal dsyar't:nm;%;o

{(t) What servicos are rendered by oach departmeut of goverment including
an account of {functions apd sctivities. ~ o o

{a) fThe cost of servicss, comperative btax requiremsnts, and program of
Fubure work,

For thic reason the roport might well include in ths first few pages & direstory of
officieis, organization chaert, sumnary of scocmplishwents, 1egislation and genersal
adninistretion ectivities, .

in Zhs body of the report the department sccounts of sarﬁ ces oan be prepared
iz mors detail, An fatroductory page or twe can present a summary of ascomplishe
ments of the year, indicuting whet arsse provide information or serviee to the
eitizen, and other informeticn of similazr ready reference material to luoal
governmuert, This can be followed by a more detellsd comparative analysis report
of services rendered to the public in the previous yeer. The propossd sutline for
a Minnespoiis Annusl Heport to be jacluded in this report is an sxumple of the
information that could be provided in ths services end sctivities repert.

The financial stetementz can hest be included in a special section at the end
R of the report. The plams for the fubure snd probliems feced ean follcw the fimancial
K L seetdcon, Miscellansous data such as population, sizs, arsa, services offered,
o phone pumbers, and 50 on ¢an ke included in the final seckion. There are several
variations in prepering the szmusl report a5 sun be seen by a review of reports




of other sities bub essentially the outline remeins static. The person preparing

“the repori must use his or heyr own ingenuity to aeve,Lop a simple, concise, and

attractive report that will be used snd not filed in the nearest wasts papey .
basket.

G, Px-epaz‘at—ien of i:hekepm*&

The ususl size of the report is either 6" x 9" ar 8L" x 11 ageording to a
research study of verious city reporbs. The formor more eassily fits in a man's
poeket or A women's purse and is more usaful for easy reference at towm meetings,
No deolsisn as to length was decided on in thls study, btut secme fell that e
report of £ifty peges was the maximm to malntelrn reader intersst. Sise willl to
& great extent be detsrmined by use of graphic aids, cartoons and other items

‘to make the weport readable; newsy, and witty suough to maintain resder intsrest.

It iz momt important to have the report out mot later than six weeks efter the

- year's end. The use of plenty of plotures, line drawings. cartoons; ead meps is

important for a good report. Two reforences found useful in presenting graphie
mnaterials are the fellowings '

(a) Stebistiocal Tedles and Graphs, Brucs D, Mudgett
‘ THoughton Miffiin Co., ¥. Y., 1930)

(b) How to Use Fiotorial Statistics, Rudolph Medley
_ ﬁﬂwper & Bros., N. Y., 193‘3’)"

By way of summery, it might bs sadd that amaz*nu&'.l report should present a
twenty~-four hour s day picture of losal govermment, The facts wmust be simplified
ani comparative costs, services, aud programs pressnted in en lnberesting fashion,
Graphs and illustrations should teke ths place of wordy and uninteresting monolopues,
Getting the report out promptly usiag such media es the Boy Soouts, Firemen,
Folice, and separate mailing is importent in the enmial reporting process. It

 zigkt be well to heve a public relatioms official ecting in sn advisory eapacity

to sssure an enterta.imngg wi tt-y,., rewsy, and informetive snnual report o the
publie,

D, th Should Prepare the Réport?_v

in the larger sities there is a need for centralization in the preparation of
the srmmual report. A4 specific desigration of an offioial to edit the kind of
report presented to the public Is & necessity. The depsriment heads should be.
sntouraged to submit information and informative reports to ths perscm responsible
f‘or the anmisl report. An officer in olose touoch with the activities snd offielals
of all dspurtments should be assigsed the function and it should be recognized as

en integral and important service to the administration and the voters, In soms

instences i% has been found thab monthly reports from deperitmsnts ers helpful #n

the preparation of the fiuel anmusl report. IR most ocities it has been customary
to have the aanual report preparsd by the town clerk, mayor, or city mmnager. The
declsion as to who is best qualified %o do the job 1s determimed by the struciure
€ local govermmeont and the lagal rsguiremsnte &s established by charter or crdinence.

~
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ﬁ o STIDY OF MINNEAPOLIS SYSTEM OF ANNUAL REPORYING

A study of the annusl rsporting methods of the povermzsnbal wnits of ¥inmeapcli
was underbaken to determire hew they measure up to the standsrds Wriefly ou‘tline&
in Section II of this report. Eash unli of fmmmnﬂn‘b wag contacted and e oopy
of the latest annual veport was obtaimsd, if one was svallsble, The mejority of
the reporte wers for 158&, since ihe 1954 reports were not yet availeble, Ia -
gddition, pertinent quezaa%mns were wsked, ass Who prepared the repor®? How muech
Wre doea it take? What is the ocost? How is the report distribubed? v

A, How ths City Depurtments Report Now

The fellowling 153 agencies whsn contacted for informetion on reporting pra@tiaea .
indiceted no armual rsport was issueds s

dayor's Office = - {18) ity Engineer ‘ ;
City Couneil ; (1¢) Mirmespolis-St, Peml Hetropolitan
City Clerk o , ~ Airports Commizsion
City Attorney '

City Assessopr

Purchasing Agent

Research Englnser

Cherter Commission ,

Munielpal Building Commission

Mupieipal Auditorium Commission

Hunioipal Courbs

Housiag end Redevelopment Authority

frod Boad  fimlf 45 7 T, T g g, i e S,
PS 0 O 2D 0D ~2 N N sl $R B
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The Hessarsh Bugineer issues veports on the activitiss of his department
throughout the yesr depsnding on the projects at hend. These ars not armuel
reports but more in the mature of project progress reports, The Charter Commise =~
gion felt that it should issus sn sumal report but lacked the fumds or the im~
itiative on the part of its members 4o carry ocut such a oméecte The Municipsd
Building and Municipel Auditorium oowmissions left the annual financial raperﬁing T
to the City Compiroller®s office and the Boerd of Bstimute snd Taxatiow., Om
acoasion the Mum_mpal Auditorium Goamlssion issvas promotional type material
for geperal distribution. The ¥unielpal Courts have only theiy official 1ist
of disposition of cmses and make pc atbempt to roport thelr activitiezs to ths
geasrsl public. The remaining departmsnts simply stated that npo time or funds
were avallable for annual reports. The fissnelal sccounting is mads by the
City Comptroller or the Board of Batimate end Texation in the .mmml report.

The mnmimng a0 departments, bosrds, and carmissions do issus anmssl reports
on thelr activities, The yoports ars of all sizes, shapes, and conternt., No
standard szists in biading, writing style, design, or leyout, The persw wishing

to find out about the operation of the oity of Mlmmeapolis would have to visit

thirty separste sgencies and wade through ~twenty different reports. The imfor- -
nation offered in this sestion eoupled with the review of the snmual reports L
offered a8 exhibits with this study will point up to the everage Bittson the -
dei‘i,nim nesd for one cmbined ammicl veport for the clty of Mimmespolis,
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B, Evslustion of Present Reporis

- . L
' ( ‘The annual reports of the bty of Miuneepolis were evalustsd on the
Lo follawing ’oasi‘ss '
{a) Cover dssig:n '
(b) Use of graphic aids
(&) Maintenance of reader interest ‘
- -{d) Use of organization charts snd official 1list of department
. ¢ persormel end officers
- (e) Weiting ang deaign of reportys to maks then newsy, xvea&a,bles
and interesting '
} Plans for future improvement and operation
%; Clear amalysis of current opsrations
)

Clear portrayal of administrative and financlal ac‘tivity
?rcmptnesa of issue of veporits. (o later than one month after end
foi' yes.r)

Bhar'i; A folj,awing page.) rates the various city reports on the abuve basis.

‘The repm'ts reviwed in. general mest the mnimxm requirements of imoming
elected official and department heads of the finencisl and statistical

ration of the govarnment 4s oan be sesn from Chart A the reporis are lack=
 in style, format, end grephic representation sc nsosssary to make raports
interesting to the average oitizen, The interested oltizen, in addition t
eing subjected to dull end uninteresting reportz, is alse placed at a great
‘disad’vantage in ebtaining a clear pleture of government operatiom, Be must
-search out and peruse ammual reports of 'all sizes snd desoripticas, many of
_dul ‘and sf,atistical naturee '

éctian I pointed out the disadvantages of these numerous reports and the
for one. ecsnpasite anmiel report for the clty of ,silnneaoolis, The oity
- will realize & ‘great saving in time and monmey and be in a position to distribute
" a wellewritten and roadable annusl report té the genmersl publis. An snalysis of
" the estim‘.tecl ‘cost of each of the reports reoviewed ir this study was preparsd 1o
S poin’c out to the oitigen the unsconomical nature of the individual reports for
/- sech unit of gow«ex-ment‘;.s A breskdown of the methods used to determine estimabed
- cost is included as &ppendix &, Sscilon B in the sppendix indicetes the method
- used in amlysing the estimated cost of the present ennual reports.
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Citizens League
OF MINNEAPOLIS AND HENNEPIN COUNTY

601 Syndicate Building ¢ LlIncoln 0791
Minneapolis 2

CHARLES T. SILVERSON, President

T0: Ways and Means Committee
Minneapolis cxty Council

- December 22, 1956

Gentlemen:

Since. the League's report suggesting the need for s %emli-
dated Ammus) City Report was presented to the Ways end Vesms Cem~
mittee in September, we have had the bemefit of further &mﬂim
and consideration of the problem with the Mayor, the Resgarch '
Engineer and others, From these it is our omeh:uau theks

&) Only the brief digest or popularized report ahewld be
attmp%d for 1955,

b) The decision as to it publication in booklet faam, or a8
. & newspaper sugpiement should be heldup \mtﬂ mm
layout of c@gy is arvaz.latie. :

o) The City Clerk should be directed to supervise -She
- tion emd rough layout of a 16:.page report for gee
to the Ways and Means Committee in |
‘a8 to distribution and estigmteg of aoat, ‘He 8
collect the data which ‘is to be included from m%&w eiﬁg
agencies or nokg sure that it is reedily avasilable.

The Citizens League and one of the principal advertism Wﬂs
in the city are willing to assist without cost to the city the } prepara-
tion of this first report, -

The substential interest shown in this sybject by rank and file
_ citizens leads us to believe that the public regponse: tg the publids-
tion of same form of Consolidated Aunual City Report will be most

gratifying,

- Cherles T, suvorsoa
President

A NON-PARTISAN CITIZENS ORGANIZATION WORKING FOR BETTER CITY & COUNTY GOVERNMENT
R o
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I, PURPOSE OF STUDY

- Many psople in Mimeepolis from time to time have oomplained

ebout the lack of & conoise, brief consolidated report of the status snd =

activities of the several branches of their government. This camplaint

-has been expressed frequently hy members of the varicus comnittees of

the Citligzens League.

- This study wes underteken to f£ind out what is being dons now to”
report the City's activities to the pudbllic; whether this measures up to
a desireble standard of reportingy and, if current practice f&lls short,
how the daﬁ.cismcy may be remedied.

I1, SUB COMMITTEEs SCOPE ARD METHODS OF mm

The report was prepared by the Sub Committee on Anmmal Reporting
of the Clty and Metropolitan Govermment Committee, Members were -

Fred 0. (off, chairman, Howsrd G, Austin and Richard K, Barton. '

The sub ocomuittee consulted\authoritative works in the fisld
of govermmental reportings gathere of reports from other cifies
and data on the methods and cost of preparing them; collected copies of
all amual reports now being prepared by city agencies and information
on their cost end distribution; and made inquiry as to dty officials®
views on a consolidated ammual report.
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III. SUMMARY OF FINDINGS AND CONCLUSIONS

A. Imgertance of dggvernmental reporting %o the publiec,

In 8 democrabic society it is scarcely necessary to emphasisge the need for
the public to be informed about its govermment. The development of informed
eitigens is one of the major goals of cur public scheol system. It is ome of
the mainsprings of civic organizations such as the Citizens Leagus and the league
of Women Voters. It is widely reccgniszed by other community groups, such es
politicel parties, chambers of commsrce, labor unions and service clubs,

The regular medla of commmnications =- press, radio, television, periodicals ==
devote considerabls time and effert to informing the public about their govern-
ments, So do the schools and meny civic organizetions. To a great extemt, -
however, the adequasy of the job these groups do depends upon the readiness with
which the goverument compiles and releases imformation. Thus, govermment itself
has an importent role in their information=gathering and disseminating activities.

- Govermment has another rcle. Public officiels and employees have an obl:.gation _
to account for their stewardship to the voters, as directors must account to 'h'xeu'
s‘boekholders . S

Aside from the general objectives of keeping the voters infomed, govermmental
reporting helps in the economic development of the community., Business and
industry looking for a place to locate or expand want to know a lot about a oi'byo
For example, a concern like Prudential Insurance Company wants to kmow about the
economic stebility of the community, its lews snd codes, method of govermment,
services rendered, tax structure, finsncial record and status, and a host of other
facts, Various agencles of the city govermment which deal with these matters '
day in end day out are in the best position to provide such information.

B, The value of a single annual report.

Good public reporting is not merely the process of preparing information for
the publis. It involves preparing adequate information in a way which is easy
for the public to understend, interesting to read; and readily obtainable.

In & govermment which has thousands of employes, many different agencies,
and & multitude of activities, a primary requisite for making the reporiting effec-
tive is thet the reporting to the publie bé coordinated and consolidated. This
assures & better balanced presentation of informeticm, avoids duplication in
precessing, and makes it easier for the citizen to locate information, since he
does not need to make separate inquiries of meny different off‘iees and departments.

For effective govermmental reperting to the publie, therefore, a oonsolidated
ei'by report is eesential.

C. Reoap}hxlation of i‘indings on present status of Minneapolis reporting

Material gathered by the sub-eomnitbee and presented in the body of this
report provides concrste evidence that the present system of reporting in the
City of Minneapolis is inadequate and unsconomical,

The inadequacy of the system may best be recognized by considering the
inconvenience and confusion facing the citizsn who is interested in finding out
ebout the operations of the oity government. To get the information, he must
gontact 34 sepsrate agencies requesting their anmual reports, He finds that only
20 of these agencies prepars such & report. This hampers eny attempt to get the
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camplete pleture of municipel operations, After obtaining 'i:he avallable reports,
he must wade through them, This is no easy task. They ere of all sizes, shapes,
and desoriptions. To further complicate the matter, they ars mainly dull and
uninteresting. Very few of the agencies try to maks the reports readabls through
the uss of writing skills, design, gaphic aids, end imaginative handling of
mtﬁﬂalo

Chart A following page 3 is & rating of exlisting city reports made by the
sub committee chairman, It gives omes person's concise appraisal of the styls,
content and readability of those reports,

The cestliness of the present system of individual reporting is also apparent,
Each report reguires a separate cover and binding. The reproduction costs are
extremely high on small jobs of this type., Likewise the cost of engravings, photos,
drewings, and pictures is high, The full range of graphic alds is not available
beeause many of them are prohibitively expensive for short runs, Distribution
costs are much higher in the multiple system of reporting. Labor costs are higher
becauss there is no steff to concemtrate on the mechanical development of the
report, These are but a few of the factors that lead us to the sonoclusion ‘that
the individual method of reporting now in use is unsconomiocal,

Do Nature snd cost of an annual report for Mimmeapolis

- In our study of the present system of reporting in Minneapolis we refeiged
anmal reporting in other cities of similer sige. We found that various s of
ammal reports were used to stimulate interest and emcourage civic cooperation.

The exhibits submitted with this report provide a general idea of the different
methods used by other cities. Swms are newspapsr-type reports, others are ammell
booklsts, and still others are rotogravurs sections highlighting a particular pro-
grem, We find that all the exhibits have some merit and would be useful as guides
in developing en aamal report for Mimeapolis, '

We believe that tho City of Milwaukee's enmial reports provide a good example
of the type and cost of arxmual reports needed in Mimmeapolis., Milwaukee has two
1954 reportss (1) a fairly detailed report of the clty's ectivities; (2) a conden-
sation of tho dstailed report for use by civic groups, taxpayers associations,
advertising media and the general public. '

The report is compiled and edited by the muniecipal reflersnce librarian of
Milwaukeoe as ons of his duties. He states that the total cost of printing, binding,
paper, photographs and engravings omme to $6,726.34 for 13,000 copies of the detailed
report and 20,000 copies of the psmphlet reprints. Probably the labor involved in-
the compiling and editing amounts to about $3,000, but we are cbtaining more specifie
date on this from the librarian. '

1% would seem that Minnesapolis should be able to pubnsh en anmual report for

abou's the same price as Milwaukse,

The question ariaeas What portdon of’ the cost now inocurred in prep-:lng the
amual reports of the 20 separate Minneapolis agencies could be devoted to the
preparation of the consolidated smmmal report? What additional costs, if any, would

" there be?

PFollowing methods outlined in Appendix A of this report, we have tried to make
a rough estimate of the cost of compiling and preparing the present 20 repaorts put
out by Minneapolls sgencies. Our estimate is bout $11,900, as detailed in Chert B
following page 3.
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With a consolidated ermual report, the departments would still have to gather
 and compile data in a clear and usesble form for their own use end for transmittal

" to the ceutral report writer and editor. This part of the cost therefore would still

contine to be incurred in the separate deparhnants.

‘It should be possible, however, to eliminate as a cost to the individual de-
partments the rest of the process of report preparation, This includes the cost of
layouts, photogrephs, engravings, reproduction, (prinmting, multilithing, etc.) and
distribution, As estimated in Chert B, these costs now amount to over $6,000 in
Minneapolis, or elmost what i% costs the city of Milwaukee to prepare and distribute
its report, exclusive of the cost of the salary of the editor and campiler,

It would seem, therefore, that the cost of a consolidated emmual report for
Minneapolis, except for the services of the editor, would not be any greater than
the overall cost of reporting in the city et the present time, Morsover, even the
services of the editor probably would not be a total additional cost to the city.
This is because some of the present departmental reports, such as the Park Board's
entell apprecliable editing, and this editing would no longer be needed.

B, Agency reomaﬁed'to aegii.ie and prepere sn ennual report.

: The Mayor seems the logioal orﬁnial to have responsibinty for oompiling and
~ publishing the City's ocansolidated snmual report. He, more than eny other single
agenoy or department, represents the City to the publio, and has the job of overall
publio relations. While the City has ssveral independent governing bodies (City
- Council, Park, School and Library boards), the Msyor provides scme coordination
tbmghhismbarahipmammberotthm

The indw of a mumber of governing bod

alses ‘mquesﬁmabm

bhy , ) 1 3pas ,_tmiahhilatficeﬂth
the necessary information, sad to forgo publication‘af Atheir cmm individual reports,
The Council and boards would nsed to give their voluntary comsent to this procedure,
but it wuld seem ﬁmt this w&t should be’ fortheoming in view of ambonoﬁts
toboh&d.

. R%Wmmbhh@wb%%ﬁmlmt&&omlmﬂ
‘in his budget amd the Council did not make sn additdomal appropriation to his '

office, a way could no doubt be devised of distributing the cost equitably emong

- the several independent governing bodles,
F. Poacihh outline for anmal report

Appendix B is a fairly complets outlineofthntypenfizﬂ’omaﬁmuﬁohceuld'

" be-included in a consolidated anmial report for ﬁmmus.
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CITY TREASTRER . I'mam Jroor | wamR |Goop |PooR |PooR {POOR jGO0D | BAREY |
CITY CONPTROLLIR T AR TPooR | VAIR 60 | POOR [FAIR( |POOR_IFAIR [ IATE
DEPT, OF LICINGIS, WBIGHTS, MEAS . FALIR GOCD GOOD |GOGD | POOR | GoaD [ GO0 | GOGD | TATE
BUILDING DSPECTOR POOGR | POOR | POOR |GOGD | GOOD | POOR | POOB | GOOD | EARLY
" POLICE DEPARTMENT FAIR §POOR FAIR JFAIR GOOD PAIR POOR GOOD | EARLY
FIRE DEPARTHENT POCR POOR [PEIR
PUBLL0 LIBRARY G0 GOOD FAIR
BD, OF EDUCATION POOR | POOR |
LED, ESTIMATE ARD TAXATION FATR PO0R
ED, O PARK COMMISS IONERS GO GOOD
3D, OF PUBLIC YELFARE FAIR POOR
1 PLANNING COMMISS [ON: - . , GOQD - GOOD
| CIVIL SERVICK DEPARTHENT FAIR POCR
PIBE RELIZEFP ASSIN BCARD FAIR POOR
MUN, EMPLOYEES RET, BOARD | FAIR POGR (
TRACHRES RET IRENENT BOARD AR POOR | FAIR
DOLICE RELIEF ASSTN BOARD POOE | POOR
o Mg Lo o FAIR POOR
DIRECTOR CIVII DEFENSE GOOD 00D
SANITARY DISTRICT FAIR - GO
LEGERD 3 o |
GOdDe Above minimun sianderds, but atill could be improved
fAIR:  Meets minimm standards ,
POORs  Bither does not meet standards or no graphic aids, etc., wers provided
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 Ghart 2 ESTIMATED GOST OF ANNUAL REPORTS FREPARED BY AGENOIES OF MINNEAPOLIS CITY GOVERNMENT *
[ — TEGO  TAY00S i T S
DEPARTENT AOMRL KO, & & & DW= TOPAL
~ HEPRT FRINVED DESION DISIGN  PHOPGS  INGRAVING IONS  DIST,  OCST
[MAYCRYS CFFICE Bano - - [ - - - - | - -
-c'm‘"‘cormcn. | ' - - - - - - | = -
OIIY CLERK 0 - - - - - - - -
CITY ATTORNEY . - - - 1 - | - - -
 form mmsmm 20 | 0 | #7200 %.wLo 1o $80.00| 96,00 | $164475
|orry couPROLIZR 205pp | 80-100] 600,00 | 37%a05 | 0O 0 151,00] 60400 | 1,075.05
oy assmsem None. - - - | - - - - -
{PURCHAS TG AGENT None - - - - - - - -
DEPT, LICENSES,VEIGHTS, WEAS., 27 75 150400 | 33.75| 13.50 0 21,15] 6,00} 22440
. [RESEARCH ENGINEER None - - - - | - - | - -
[BUIIDING ISSPECTOR 24 pp 25 | 1@000 18,90 | 0 - L 0 205.30] 0 271,20
|POLICE DEPARTMENT 39 o 500 225,00 ;}i&oorvu.m 13.28 | 600,00] 32,00f 935.2%
PTRE DEPARTMINT 6 | 200 aoo.oo d | 0. 0 35,280 24,00 433,50
 [PwBLI0 TERARY 3 o | 2,000 300500 | 5400| 20400 | 4795 | 200.00f 80500 | 7295
IBOARD OF EDUCATION 29w | 75 300600 | 67e50| 0O 0 90400] 9400 | 466,50
BOIRD OF ESTDIATE & TAXATION | MSpp | 500 | 300,00 [ 10%.25| 12,00 | fneluled | 400,00 32,00 [ 45,28
[POARD OF PARE GONIMISS IOWIES 37 0 | 1,000 | 300_.004 116,00 | court ° 4 900,00 108400 | 1,42%,00
BOARD F PUBLIO WELFARE 39 10 125 22500 30| o 875 28,20 21,00 | 33,25
CHARTER COMMISSION ‘TFone - - - - - - - - -
[PrA OG- COMISS TN 26pp | 700 300400 | 32,40| 329450 | incluled | 350500|™ 84,00 |1,095090
— : > — .



Chart B «~ continued

WRITING TYPIG

LAYOUDS

. AWWWL X, & & & < DuCs TOTAT,

DEPARTMENT REPCRT FRINTED ~ DISIGN  DESIGN  FUOTOS  ENGRAVING TIONS - DIST.  COST
won , "
- {:nm SERVICE COMAISSION 22 p 150 $150,00 | $40450 0 0 §23.15 | $8,00 | $219.6!
lruzozean 36, coermsszon None - - | - - - - - -

'_ 'lmmcxr.u. AUDTTCRIUM OGMM, {Tome |- = - - - - - - -

* \FIEE NELTIF ASSH, BOATD 0 | 800 120,00 | 27,00 | o 0 200000 | 32,00 | 3790
=imn;. EMPLOYERS RET, BOARD 20 yp 500 120,00 | 27,00 o 0. 340,00 | 20,00 | 50740
 {TCACHERS RETIRMENT BOARD 21 pp 500 | 120,00 26,35 0 0 340400 | 30,00 | 518.3
POLIGE RELIEF ASSN, BOARD 1 o 10 30400 8,40 0 o 0 230 35.7
MUNIGIPAL GOTRTS None - | - - - -. -, |= -
;s'.n.P.c.v 10,000 150,400 375 | 00 | 20,4 | 220,00 200,00 | PR
 bmuoTeR CIVIL DEFEISE 2loe | 300 |150.00 | 27,00 | 50,00 | o0 20,10 | 2400 | 2651
b, RIOEV, & HOWIG AU, | None - |- - | = p - - -
~  CITY mermnm; Bone e 1~ . - - - - - - ]
MPLS o~STe PAUL SANITARY DIST. | 7600 |33 m:m.oo 101,25 - -~ | 998,00 | 72,00 1’.#71925'

Fom ESTIMATED COST

84,362,00 $1,1750 $456,00  $90,38  $5,08k.15 $748.30 $11,915

* See section 4, Appendix A « Fopr Method of Detemining Annual Report Cost
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v, SURVEi’ OF STANDARDS OF GOOD ANNUAL REPORTING

In preparing to analyss the preseant system of enmual reporting in the City
of Minmespolis, the sub comndttee first sought to determine the measures of a good
reporting system. For this purpose, the sub committse comsulted the works of
verious suthorities in the field {see biblicgraphy) and examined actual oity
reports which are generally highly regarded in the field.

This gection summariszes the purpose of a comsolidated armual mmicipal report,
desirable contents, how the report should be prepared, and who should do it.

A. Why a Consolidated Myricipal Rgport?

The nejor reasonforaconsclidated annﬁal report is to provide an adequate and
intelligible analysis of the operation of government for the gemeral publie. - The
repoz-t should be eble to answer questions liks the followings '

(a) Does the a.dminis’cratien meet civie needs adequately?
- (b) What ocurrent problems faos the city officials?
(c) What is planned for the fulure?

To meet the needs of the large group of people interested in their 6ity govermment
it is importemt to develop an easy %o read ammal report, Sush a link between the
public and the city govermment wlll make for greaiter understanding of, and a greatsr
participation in civiec affairs, The annual report can serve as a public record

as well as a souroe of information to historiens and spsocialists in municipal govern-
ment, It 1s olso a means of placing the elected offioinl and sdministrator in

a position of accounting for their stewardship of cammunity effuirs,

Ths anmual report in addition to setting forth the record of accomplishments
is a good place in which to euslyze current problems md recameend future steps
to solve them. The report slso sarves to supply material of current news interest
for dissemination through the newspapers, radio, snd T. V. The various department
heads will also find thess reports helpful in locating problem areas and bottle-
necks in operstion of the depsrtment. The reports will provide a more enlightensd
oltizenry, bring about greater cooperation between citigzen and govermment officiel,
and result in economies in goverrment and cooperetiona in tackling problems in
municipal goverment. ' ‘

B, Contents of a Typioal Annual Report

The ageney or office responsible for planning the annual report should have
the skeleton construction or outline plenned for the report. The oubline from
year to year should be flexible to give freedem in choosing information to be in-
cluded., '

A good snmal report must serve a pumber of purpeses, First it should be an
acourate and complets record; seccndly it should be designed for slmplicity and
intelligibility of reportings and thirdly it should have provision for comparative
data,
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» ' There are two types of reports that csm . be prepsred by the city deparimentss
The first is the detailed report of activity of +the various departments. The
second is ths newsy non-technical sunual report to the public. The former cen be
prepered end placed in the department files for review by the sitirzen interested
in more than basis facts of en annual report. This relieves the ammual report of
dull and uninteresting deteil and permits a more attractive handling of the report
to the publise,

In preparing the ammsal report it is important to develop a good cover design
with possible emphasis on a key achievement, or plans eccomplished in the previous
year, The use of plctures and coleor alcomg with a catehy title mey be an incentlve
for the reader to look bsyond the covsr page. An introductory statemert of not
more then two pages is recommendsd that might possibly highlight some acecmplishe
monts or future plans, A good table of contenis should be supplemented with an
index for the reader who might be only interested in cane specific phase of local
govermsnt.

A serviceable amnual report should give a clsar and simple account ofs

(a) The record of past activities for a period sufficient to give an
adequate basis of appraisal as to cost snd usefulnesa of a pertlcular
service to the commumnity,

{(b) The portrayal of current sctivity for the year.
(e¢) A statement of e future program for each of the departments,

The ennual report should provide the public with the following information.
80 that they may adequately pass Judgment on the efficienoy of ‘the service and
the ebillity of the conduoting officisis

(a) The officials respomsible for managing the municipal department.

(b) What services are rendered by esaoh department of govermment inaluding
an account of functions and setivities, :

(¢) The comt of servioesa comparative tax requiremntse and progrem of
. future work,

For this reasan the report might well include in the first fow pagés a directory of
officlials, organization chart, summary of acoamplishments, legislation and ganeral
administration activities,

In the body of the report the depariment accounts of services can bs prepared
in more detail, An introductory page or two can present a summary of accomplish-
ments of the ysar, indicating what aresas provide information or service to the
citigen, and other information of similer ready reference matsrial to looal
goverrment, This can be followed by a more detslled comparative analysis report
of ssrvices rendered to the public in the prsvious ysar. The proposed outline for
a Minnsapolis Annuel Repert to be included in this repert is en exsmple of the
information that could be provided im the services and activities report.

The financial statements can best be included in e specisl section at the end
of the report. The plans for the future end problems faced san follow the financial
sestion, Miscellaneous data such ez population, size, arcs, services coffered,
phons numbers, and sc on can be included in the {iral section. There are several
variations in preparing the anmual repcrt as can be seer by & roview of reperts
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‘of other cities but essentially the outline remeins static. The perscnm preparing

the report must use his or her own ingenulty te davelop a simple, concise, and
ettractive report that will be used and not £iled in thes nearest waste paper
basket.

C. Preparation of the Report

The ususl size of the report is sither 6" x 9" or 85" x 11" according to &

- research study of various city reports, The former more easily fits in a men's

pocket or a weman's purse end is more useful for easy reference at. town meetings.
Ro decision as to length wes decided on in this study, but some felt that a
report of fifty peges was the maximum to nmaintain reader interest. Size will to
a great extent be determined by use of graphle sids, certoons and other items

to make the report readable, newsy, and witty enough to msintein rsader interest.
It is most important to have the report out mot later than six woeks after the
year's end. The use of plenty of piotures, line drawings; cartoons, and maps is
important for a good repert. Two refersnces found useful in presenting graphiec
materials are the following:

(a) Staetistical Tables and Graphs, Bruce D. Mudgett
oughton Mifflin Co., N. Y., 1930)

(b) How to Use Piotorisl Statistios, Rudolph Modley
(Herper & Bros., N. Y., 1837)

By way of summary, it might be said that snnannual report should present a
twenty-four hour a day piocture of local govermment., The fects must be simplified
and comparative costs, services, and programs presented in en interssting fashion,
Graphas and 111ustra.tions should take ths place of wordy and uninteresting monologues.
Getting the report out promptly using such media as the Boy Socouts, Firemen,

Police, and separate mailing is important in the emmmal reporting process, It
might be well to have a public relastions official acting in an advisory eapacity
to assure an entertaining, witty, newsy, and informative ennusl report to the
publioe,

D. Who Should Prepare the Rspori?

In the lerger cities there is a nesd for centreligation in the preparation of
the amual report: A specific designation of an officisl to edit the kind of
report presented to the public is a necessity. The dspartment heads should bs
encouraged to submit information and informative reports to the person responsible
for the snmuel report. An officer in elcss touch with the activities mad offiesials
of all departments should be assigned the funotion and it should be recogniged as
an integral and lmportent service to the administration snd the voters. In some
instances it has been found that monthly reports from departments are helpful in
the preparation of the final ammal report. IN most cities it has been customary
to have the emnual report prepered by the town clerk, mayor, or city msnager. The
declsion as to who is beat qualified to do the job is determined by the structure
of local government and the legal requirements as established by charter or ordinance.



V. STUDY OF MINNEAPOLIS SYSTEM OF ANNUAL REPCRTING

A study of the anmual reporting methods of the goveramental units of Mimmeapolis
was wundertaken to determlne how they measurs up to the standards briefly outlined
in Section II of this report. BEach unit of government was contacted and a copy
of the latest annual report was obtaived, if one was avellabls. The majority of
the reports were for 1953, since the 1854 reports wers not yet available, In
addition, pertinent questions wers asked, as: Who prepered the report? How much
time does it take? What is ths ocost? How is the report distributed?

- A, How the (ity Departmsnts Heport Now

The following 13 agencies when contected for information on reporting practices
indicated no annual report was issued:

(1) Mayor's Office ' ~ (18) City Engineer
(2) City Council : (14) Mimeapolis~St. Paul Metropolitan
(3) City Clerk Adrports Commission

(4) city Attorney

(5) City Assessor

(6} Purchasing Agent

(7) Research Engineer

{8) Charter Commission :

(9) Munieipal Building Commission

(10) Municipael Auditorium Commissiomn
(11)  Yunicipal Courts

(12) EHousing and Redevelopment Authority

The Ressarch Engineer issues reports on the activities of his department
throughout the yesar depending cn the projeets at hand. These are not annual
reports but more in the nsture of preject progress reports, The Charter Commis-
sion felt that it should issus en amnual report but lacked the funds or the in=-
itiative on the part of its members to sarry out such a project. The Municipal
Building and Municipal Auditorium commissions left the annual financial reporting
to the City Comptroller®s office and the Board of Estimete end Taxation. On
ococasion the Municipal Auditorium Commission issues promotional type material
for gemeral distribution. The Mynicipal Courts have only their official list
of disposition of osses and make no attempt to report thelr activities to the
general public. The remalning departments simply stated that no time or funds
ware avalilable for ennual reports. The finmmcial accounting is made by the
City Compiroller or the Board of Bstimate anrd Taxation in the anmual report.

The remaining ap departments, boards, and commissions do issue anmial reporte
on their activitles, The reports are of all sizes, chapes, and content. Ho
standard exists in binding, writing style, design, or layout. The person wishing
to find out about the operation of the eity of Minnespolis would have W visit
thirty separate agencies and wade through - twemty - different repcrts. The infor-
mation offered in this seotion coupied with the review of the anmual reports
offered as exhibits with this study will point up to the average citigen the
definite need for one combined enmual resport for the. ity of Minneapolis,
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» Be Ewaluation of Frésant Reports

The annual reports of the city of Minneapolis were evaluatsd on the
” fqnming basiss . ‘

() . Cover design

(b) Use of graphic aids

(¢) Maintenence of reader initerest

(@) Use of organization charts and officisl list of department
persormel and officers

(e) Writing and design of reports o make them newsy, readeble,
and interesting

(f) Plans for future improvemant and operation

(g) Clear analysis of current cpsrations

(h) Clear portrayal of administrative and financial activity

(1) Prcmptn;sa of issue of reports. (No later than one month after end
of year . A

Chart A following page3 retes the various city reports cn the above baéis.

The reports reviewed in general meet the minimum requirements of informing
the elected official and department heads of the finencial and statisticel
operaticn of the government. As can be seen from Chert A the reports are lack-
ing in style, format, end graphic representation sc necessary to make reports
interesting to the average citizen., The intereasted ecitizem, in addition to
‘being subjected to dull end uninteresting reports, is also placed at a great.
disadvantage in obtaining e clear picture of government operatiom. He must
search out and peruse ammmal reports of all sizes and descriptions, many of
dull and statistical nature.

‘ Section I pointed out the disadventages of these numercus reports end the
need for ons cauposite annual report for the city of Minneapolis. The city
will realize a great saving in time and monsy and be in a position to dstribute
a well-written and readable ammual report to the general public., An analysis of

- the estimated cost of each of the reports reviewed in this study was prepered o
point ocut to the citiren the uneconomical nature of the imdividual reports for
each unit of goverrment., A broskdown of the methods used to determine sstimated
cost is included as Appendix A. ESgotion B in the appendix indiscates the method
used in enalyszing the estimated cost of the present anrmsl reports.
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appERDIX 43
COST DETERMINATION FOR ANNUAL REPORTS

A, . Method

The method of dstermining tho estimated cost of reproducing the ennual

reports for the various city departments was rather difficult to arrive at due

to the many intangible fectors involved. One problem was the labor involved in
writing, design, typmg, and proofreading, In & clty government such as Mimne
eepolis where thaere is no cenbral stenogrephic pool it is difficult to determine
the exact time required to prepasre a rough copy of the annual report, The
stenographe® or secretary may do one or several jobs at the seme time the.
amnual report is being typed. ' In the same manner the executive who is responsible
for the writing and design of the report usually fits the job of the amnueal
report writing in with the regular duties of his job., In determining the
estimated writing and design a standard was established and each repart judged
e¢ a single concentratad sffort without intsrruption. The saelary arrived at
will be indicated in the ocutline included at the end of this ‘section., A similar
approsch was used In detsrmining the typing and proofreading time for each
report.

A second problem involved was estimating the cost of the engravings, charts,
pletwres and drewings., To arrive at these costs it was necessary to obtain figures .
from oommercial photographsrs and enmgraving fim. The figures are only typical
ones ard they are flexible depending om quantity, size, quality, mumbers, and
similer situations. The city does get a little better rate due to its ability
to placs the Jobs cut on bid to the various comoerns.- Then, too, due to several
factors such as the time element, job load of the firm bidding, and quantity
involved the olty mey get a much mors reascnable rate than of fered to most
private firms,

A third problem to determine was the. actuel reproduction cost of the reporto'

~ Four methods were used in reproducing the reportsg printing, ditto, multilith,

and mimeograph, The majority of the reports were either printed or mimeographed.

‘Two sources wers contacted to determine the estimated cost of reprodno'don of

the reports., Workmen Service, Incorpcrated and H, A, Rogers Company were cone
tacted to arrive at the mimeograph, multilith, and ditto costs of the reports.
Jerry Dillon of Myers Press was extremely helpful in determining the actual

printing cost of the individual reports, In the multilith, mimeograph, and.

ditto cost dstermination & figure was arrived at by adjuet:lng the ocommeroial
rate to fit the situation existing in the city departments where the profit
motive is not involved in reproduction,

The distribution cost was detsmmined by using the book rate established
for mailing printed material. The total cost for each report may seem high
but it is necessary to include ths time involved in mailing and the inoreased cost
for meiling cutside the city. The figure quoted i.n each oase may actuelly be
a little low for the total mailing cost,

The methods used for arriving at the estimated cost of the reports ere
listed below for those interested in the detorminatkons used to arrive at cost

figures, In all cases a figure slightly lower was selected to avold unfairly

over-rating the cost of each report. It must be remembered that meny intangibles -
exist in this typs of study that affect the cost determinstion, Some intaengibles
to note are labor, concentrated time at the job of amnual reporting, reproduction
costs within the depertment, courtesy donations of layouts, photos, and emgravings,
and method of distribution. With all the intangibles accounted for we feel that

a falr cost estimate was established for each report. If each department had

kept acourate records on report writing omsts, the final figure should be very
close to the one estimated in this stady.
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Cost Determinations

1., Lsbor cost

b,

O,

Wri‘tn.ng and deﬂi@o

Compiling dete and writing the ammual report at the present time are
usually dore by asn employee at the level of adminlstrative sssistant
to the department hsad., The administrative assistant pay range
currently ie 2,76 to 3,11 dollars an hour, The cost figure used hers -
for writing and design is #3,00 per hour. :

Stenographers amd Secretaries, v

The sal for a junior stenographer 1n the city service ranges from
$1.31 to $1.61 en hour, This variance is dus to the salary range
established by the civil service for ine-grade salary increase for
satisfactory advancement in work snd normal yeerly salary inorease. .
We assume thet a person in this classification would be assigned the

- typing tesk in the smmmal report, If a person in the secretary class

or its equivalent is assigned the typing task the cost would be
about one-third higher than that estimated in thia study. Ths figure
used in this study was $1.36 and hour.

Drawings, Charts, Graphs.

The preparation oi‘ drawings, charts mﬂ grephs ocame under the draftsman
or artist classification, We assums an average figure of two dollars
($2.00) en hour for this type of work., Very little of this type of
work was done im eny one of the reports, except by the plenning
departnent, -

2, Reproduction Cost A

Qo

bo

Mimeograph '
Workmsn Service, Inc., a ccmercial stemographic service, furnished
the following information on mimeogreph costss

(a) 10 registrations and 100 coples $9.00
From this commercial rats an average estimated
cost was evolved for mimeographing by clity

departmentss
Stencils 10 ea e .12 1.20
Paper 1000 sheets ' . 1.14
Labor 2-3/4 hrs, @1,45 hr. 4,39
Cover & Binding «10 ea. 1.00 .
Total estimated reproduction cost ¥7.78

_ The total estimated reproduction cost of mimeographing in a oity |

department 1s based on ten registrations and 100 sheets, By
registration we mean s single reproducible copy printing ome
hundred coples of the typewritten copy. The differencs between

 the cormercial rate of (9.00 dollars) and the city rate of (7.73

dollars) results from the savings of the city in bidding its
basic materiaels and the elimination of the commerolial profit.

Multilith
This type of reproduction was estimated to cost egprca:imately the
seme &8 mimsograph, In actual practioce multilith is usually a
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little mors expensive, In as much es we had few exemples of
this type of report it was assumed we would be correct in
eveluating the reports in ths seme class as mimeograph.

e, Ditbo

This type of reproduction iz much less expensive than the other
mediums roviewed., Most commercial firms like H. A. Rogers
Conpeay estimate the ecost of printing, sorting, snd binding at
.04 to .06 a shest. We have assumed the estimated reproduction
sost in ditto to be (.04) cents per sheet in city dea»pxa.r‘t:a:mn‘l'.sﬂ
®hich includes cover smnd binding of the sets,

3, Cherts, Graphs, Photos, and Drewings

a, Photogrephs
Commercial photographers such as ¥orton end Peel estimated the
cost of teking one picture end furnishing a print to be five
dollars end Pfifty-cents (§5.50). If more then ome picture is
taken at the same place the cost is less in proportion to similar
set-ups, In eity reports meny of the plotures are gratis donations
-from news agencies or civic orgenizations,

b. Engravings :
The Bureeu of Epgraving furnished the follawing schodule of cost
for engrevings:

Copper Plates . -Zing Halftone
6.49 o .

x 3«1/8" 9,80 8,62 o

2" i: 2" or less 6,80 .,18 R

" In astimating costs for reproducing city reports we hava usB&’ i
the zine halftons prics. . :
8. Cost Estimates Charts, Graphs, sto. -
. Charts, grsphs, and drawings cost estimates were determined on S
the salery scale for deaftsmen, This socale as mentioned under salary
sstimetes was based on the two dollar em hour ratse,

i. .,.Printing
.The actusl ocost for printed reports was obtalned with the help of
Jorry Dillon of Myers Press. These are the actual costs to the ocity
, departments es obtalned by 1 by ¥r. Dillon from the printing firms ocommis-
aioned to do the work.

- 8, Distribution ’
- - We have estimated the mai 1ing costs in one of two wayss
- (A) Book Rate 008 = 1t 1b, .04 each add. 1Ib,
4th 01’-58 ’ 018 b om”znd Ibo
In most cases the less expensive book rate was used to determine the
estimated distribution cost for anmal reports,

The informetion furnished in this section should enable the reader to under=
stand how the actual eostimated cost for each report was obtained in this study.

It can be sesen that a oonservative standard was eatablished., In acutality it is
possible. that the: costs might be even higher dus to the methods of . preparing, printing:




g

T e '

.mém

distributing the reperts, Chart B s.o’i..lawm{; page 3 in ths bady of this repori; :
provides a breskdowmm of costs fsr the various phases of report mparatv on. -From

* this analysie on san meke & conparison of the reports of the various departments

8s to cast and time speat on specnfwc itenms,

C. Gost Analgsis of Available City Ragor‘ts :

~ CITY TREASBRER

The city treasurer’s office was most cooperative in providing information
on the ennual report. 4 special thanks ' .. . go to Mr. Blem. for his help-
~ fulness and courtesy. The nature of the reports makess them of cousiderable
_ value to the verious city depsrtuents as well as the oity oouncil and the
geperal publi¢, The estimated cost of the one«-hundred reporhs can be deters
mived on the following bas:.ss .

- SIZE:. Two page printed snd bound :

' Hriﬁing and Design - : -~ 2 brs, $3.00 hzooo
Typing & Proofreading - ‘ _ 5 hrs., 1,36 6.75
Reproduction (Priunting & Binﬂing) 100 oopies ~126 80,
Distribution (First class) noow 208 ' 900
TOTAL ESTIMATED COST - o - dea

The report is only a sme.ll two pags report apd is W_M‘t m the
group of snnual reports of ths city., It tends to supplement the ammal -
rgport of the olty comptrollers office. It is purely a statistioal report,
but could be supplemented by soms itype of bar or pie chart to indicate the naturs
of  the expsnditures and revemues in relation to the tax dollar collected .

and Sp@ﬂ‘ta

CITY compm’mmm

The oity omnp'&sroller's office distributes the majority of the financial
reports for the various city depa.rtmants. The following reports ars dis- .
tributed by the departments . : '

(1) General Balancs Sheet _ 15 pages
(2; Appropriation Ledger Statement 24 "
{8) Analysis of Expenditures ¢ "
(4) Statement of Bonded Indebtedness 31"
(5) Analysis of Cash Receipts \ & "

The totel set of 'reports ‘have been handled as one in determining the
estimated cost of the annual reports. The department mimeographs about 100
- 6oples each year depending on demand. ' :

Tiriting snd design C ~ 200 hours $5.00 $600,00
Typing snd Proofreading o203 © ' 1,36 S

- Reproduction (Mimeograph) - 200 R T 7,06 . 141.00
-Distribution (Book rate) 500 copies .12 60,00

TOTAL ESTIMATED COST : $1,075.06
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S Hr,isﬂxyﬁh‘was extmmelj’,héipful in furpishing informatdon on the
reports, He has found it helpful to furnish individual sheets to in-

terested departments to cut down on the total number of annual reports
-~ printed. Although the reports are of statistical nature it is possible

that soms of the information could be included in the annumal reports

of the independent departments. In addition the reports could use graphio
meens to meke the information more readeble and understandable to the
general public.

DEPARMNT OF LICENSES, WEIGHTS
AND MEASURES

Th.e department report is interesting in that it attempts to enliven
the facts by the use of graphic aids. An interesting inclueion is a section
on recommendations to improve the operation of the department. The seventy-
five copies printed by the dapar'ment can be estimated in cost ag follows:

Writing and design 50 hrs. $8.00 hr.  $160,00
‘Typing and Proofreading = 25 hrs, - 1.38 hr, 33,75
Graphs and Pictures . 10 hrs. 1,36 hr, 13.50
Reproduction (Mimeograph) ~ 28 R B 21.15
Di.atribution (Book Rate) 76 oopies .08 6,00

© TOTAL ESTIMATED COST ‘ ‘ $22¢.40

The 'depai-ﬁnent is to be commended for attempting to enliven the reports

- by the use of graphic aids. An expansion of this type of reporting will

help to meke the annual reports of interest to the average citizen, The

writing of the report itself eomes close to the ideal in presenting a newsy,
easy to read annual report for public consumption end smdyo _

BUI'LDIHG INSPEC EDR

The Building Inspeotor's offiee does not publish an snmual report strictly
for public distribution., Due to the limited staff and funds available the

~ depsrtment prepares only s typewritten statistical report. Nevertheless =sn
- attempt was made to determine the esﬁ.mated oost of an essumed twenty-five

typswrif:ten coples.

Writing and design B0 hrs. - $8.00 ~ $150,00
Typing and Proofreading 24 hrs, - 1,36 he, 18.90
Binding (Sorting, ete) : 8 hrs, 1.85 hr. 10.80
Typing (26 sheets) o 70 hrs. 1.85 hr, 94,50
Distribution ’ 0
-\ TOPAL ESTIMATED COST - : Qz'u,ao

" ‘It is difficult to estimate multiple typing of a report, but we oan
assume that the figure will be fairly close as to time involved in the prep-

aration, Though the report is of little interest to the general public scme

attempt should be made to turn cut & more interesting snmusl report., A few

- graphs and plctures would point out to the citigen more adequately the work

of the department and the problems involved., Wa might mention also that
the department keeps additiomal records for council review om a monthly and

- quarterly basis as prescribed by lasw.
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POLICE DEPAR’IME'NT

The annmual report of the department is compilad by the Bureau of
Reoords snd printed by the Polics Press. The report is mede directly to
the Mayor®s Office and the estimated cost can be determined es followss

' Wiriting end Design 75 hrs. §3.00 hr. $225.00
Typewriting and Proofreading 40 hrs. 1.35 54,00 -
Engravings 2 ea. B.62 ea. . 13.24
Photos (If not gratis) 2 ea., 5.50 ea, . 11,00
Reproduction (Printing) 500 copies 1,20 ea. 600,00
‘Distribution (Book Rate) 400 copies .08 ea, 32,00
TOTAL ESTIMATED COST - : $035 .24

The police dpartment report is another statistical type report that
could be improved by the use of graphic aids to tell its story., At presemt
it serves the purpose of informing the mayor snd interested police circles
of the mechanical operation of the department. No stress is placed on the
‘many helpful services performed by the depariment of non-sorrective nature,
In partiocular mention should be made by use of graphic aids of the fine work
done by the department in school pstrol work, aid to boys clubs and neighe
borhood houses in organizing activities, and civil defemnse training. There
are probably more areas where greater stress cen be laid to develop puhlio -
oonﬂdenee and raspect in terma other thm purely corrective nature. -

PIRE DEPARTMENT

the amiual report is primarily statistical in nature with information
included on various activities of the depertment relative to fire prevent-
ion and control. The report is reproduced at the follauing estima*bed oosts

Writing and design 100 hrs, $5.00 hr. 8300;& —‘
Typing and Proofreading 556 hrs, 1.35 hr. - 74,25
Reproduction (Mimeograph) . B3R 7.06 36,26
Distribution (Book Rate) . 200 copies .12 - 24,00
TOTAL ESTIMATED COST | : $433.50

' The department prints end distritutes approximately two hundred copies
of the fifty-three page report to interested citisens, fire departments of

other cities, council smd mayor. This report like others in this study con-

tain meterial primarily statistical in nature. The report could be enhanced

as others by the use of graphic aids pointing up key work of the various parts

- of the fire department, Generally this report can be commended for presents
ing the statisticel facts which indicate to the expert in fire prevention

the status of the city fire department in protecting the city end its inhabit-

ants,
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Chief Malmquist is to be congretulated for his courteous sssistance to our
committee in seeking information on the anmusl repert. This type of coure
tesy develops public trust and respect for the department and insures. publ:lc
coopera.tion and assistance in its operations,

- MINNEAPOLIS PUBLIC LIBRARY

The 1ibrary publishes a variety of armuel reports on its activities
throughout the year. This report was more difficult to estimete in cost
because of the unique use of graphic aids and styls of writing. We have
everaged out four yearly reports and estimate the reproduction cost as

followss
Writing and design 1C0 hrs, $3.00 gsoo.oo
Typing snd proofreading 40 hrs, 1,36 54.00
Layouts and photos 20 hrs, 2,00 - 40.00
Engrevings c ' 5 se, 9,569 47.95
‘Reproductions , 1,000 ea. 20 200,00
Distribution 1,000 -ea : .08 - 80,00
TOTAL ESTIMATED COST - $721.95

The library usually prints and distributes ebout 1,000 oopies of the
report to other libraries, civic groups and the everage citisen. The
reports reviewed were both interssting and informative and ere among the -
best published in the olty system of enmual reporting. Each year the -
report thems is changed end the style is altered to avold repetition and

- ‘dullnesa, Miss Wallace of the library staff is to be ocomplimented for
hexr efforts to develop a good annual report and for her courtesy and

P : in obtaining information concerning cost and method, The
only drawback to the report is that it is not available for distribution.
until almost six months after the end of the fiscal year. o

" BOARD OF EDUCATICN

M‘t/ p The Board publishes each year a finanoial report of the Mirmeapolis

~ School System. . The report is purely statistical in nature and no other
‘ ‘informative material is included., The estimated cost of the seventy-

0(';'/} ' five copies of the twenty-nine page financiel report is as followss ,

Writing end design 100 hrs, = $3.80 hr, $300.0C
Typing end Proofreading 50 hrs. 1,35 hr. ' 87,60
Reproduction (ditto) 76 coples 1.20 ea 80,00
Distribution (Book rate) 7 " .12 ea 9,00
. TOPAL ESTIMATED COST o  $468.50

In addition to the anmual report the Board issues monthly reports on
, its activities, The annual report serves the purpose of glving financial
v ~ data on the school system. It would seem that the department should augment
the finsncial report with a newsy, informative report for the gsnsral publie,
With the talemt available to the department it would be possible to develop
an interesting roport complete with graphic aids and welil-written meaterial
whioh would result in an interesting and informative anunual report.
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ROARD.OF PARE COMMISSIONERS

The Board of Park Comissionsrs put out ome of the betber ammal
reports camplete with pilctures, statistical dats, intsresting ocover
page, and map of the park ares, The Board usually distributes about
1,000 of the eightyesix page report at the following estimated costs

‘Writing end design 100 hra., $8.00 $300.00
Typing and Proofresding ' 86 hrs  1.38 116,00
Layouts and Photos (Assumed; ocurtesy) : )]
‘Engraving (Included in printing) .0
Reproduction (Printing & Bagravings) 1,000 copies «80 900,00

_ Distribution {Book Rate) gc0 7 «12 108.00
TOTAL ESTIMATED COST | 81,424.00

In estimating the cost it wes assuved that the plotures included in
the report were furnished by outside agencies et no coest to the department.
Ordinerily cost for taking a ploture snd furnishing one copy for use by
the engraver is sbout $6.50 or lsss depending on the number of similar
_ set-ups at the seme time. Gererally this report comes up to the standards
of - the type of newsy reports needed for the gensral publis, There is room
for improvement of the cover page whisch would somewhat reduce the cost of
the present report. Iy his letter to the Board, the Superintendent sums
up the purpose of his report es follcws»

(1) Report chronicle events of the year -

(2) The report should contain the backgrotmd and philesophy that
motivates decisions of the Board

(3) The report should be a means of interpreting park end mcreation
needs in the light of social end economic trends,

Inasense a modificatian of these aims to £it various depar‘hnents
would serve to develop the type of meraating end useful enmal reports
nseded in the oity of Minneapoxieo

BOARD OF FUBLIC mz:x’.mma

The anmzal report of the Board of Public Welfars is a cambined rsport
of the various departments within the Welfare Board structure. The report
although only thirty-eight pages in length gives a clear picture of the
operation of the public health, Mimnmeapolis Gemeral Hospital, public-relief,
penal end gorrectional instim‘bionsg bulldings end grounds end equipment,
and emergency housing divisions of the Board of Public Welfare. The estimated
eoat of the one hundred end seventy-five annuel reporta is ms followss ~

Wiriting and design 75 hrs, §3.00 R - $226.00.
Typing and Proofreading 38 hrs, 1.35 51,30
Title page (Drafting) - ' 176 ea., -06 8.76
Reproduction (mimeograph) 38 R, 7.06 28,20
Distribution (Book rate) 175 ea, .12 o 21.00
TOTAL ESTIMATED COST ' ' $334.25

The report is well.written but could be made much more interesting to ths
average citizen with the addition of piotures, charts, graphs, and cartoons,
The department has mede the repurt somewhat less statistical than most other
avnual reports by imolusior of shatisticel data in the written materisl,



 DOARD OF ESTIMATE AND TAXATIGN

This report because of its nature is mainly a statistioal aceounting
of the finenoial activities of the verious city departments. The estimated
cost of the 500 copies of the 45 page report is as followss

Writing and design 100 hrs. $3.,00 hr. $300.00

Typing and Proofresding 75 hrs, 1,35 hr, ° 101.26
Layouts (Charts & Graphs) - 8 hrs, © 1,50 hr, . 12,00
Engravings (Includsd in Printing) o R S o
Reproduction (Printing & Binding) 600 copies 1.26 es. 400,00
Distribtution {Book rate) ‘ 400 copies 08 e, 32.00
TOTAL ESTIMATED COST . o $845.286

The anmual report is a good statistiocal survey combined with historical
data, charts on distribution of the tax dollay, valuations, and debts. The
report oould be made a little more interesting and understandsble if graphs,
charts, and cartoons were injected at a greater degree in the report, On
the whole the report is a useful and compact unit g:lving a clear picture o
the financial stetistics of the ity govarmmnto, B

CITY PLANNING CMEISSIOK ’

The last ammal report of the City Planning Ganmission was published
in 1952, The snalysis will therefore be mede of the 26. page 1962 report
to determine the estimated cost of the snnual reports to the doparhuant.

Writing and design 100 hrac, “«% hr. Mooooo.
Typing and Proofraading , 24 hrs, 1,36 hr, 32.40
Layoute snd Photos 168 hrs, . 1,50 hr, 529:.50;
Engravings {Included in Mimeogr&ph) - SRR 0o’
Reproduction (Mimeograph) 700 copies .50 ea. 350,00
Distribution (Book rate) 700 *® .12 ea, 84,00
'rom. Esrmmmn COST . . . $1,006.90

The Camnission usually publishes about seven hundred oopiea of ths
annual report which is meiled to a long list of similar plamming agencies
in addition to interested citizems and the council. The 1952 report within
its limited scope presents a good picture of the operation and aims of the
planning depertment, The pieotures, graphs, and charts help the reader to
visualize the work done by the departmemnt to improve the phisicel growth
and dovelopment of the city. There is still much room for improvement as to
design, use of color, more interesting charts, graphs end pictures, and
material comtent. It is unfortunate that the commission due to lack of funds
end inadequate staff has been unable to develop and expand the 1952 ennual
report as & means of promotion and education of the citizen as to the operae
tion of the deparhnent

MINNEAPOLIS CIVIL SERVICE COMMISSION

This i1s a very brief report primarily statistical in nature. There
are ssctions on removal proceedings, legal opinions; olessifications =mnd
accomplishments. The Comnission prints and distributes about ons hundred

end fifty coples of the twenty-mine pege anmal report et the following -
esﬁmatod costs
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Writing end design 50 hrs. - $8.00 $150.00

Typing and Proofreading - 30 hrs,. 1,35 40,50
Reproduction (Multilith) 80 R . 7.06 21,16
- Distribution (Book rete) 100 eopies .08 8,00
TOTAL ESTIMATED COST _ - $219.66

_This is one of the few reports using the maltilith process in. re-
production., The report contains an atbtractive cover but leaves mueh %o.
be desired in handling of the comtent, One interesting feature, nmever,
is 2 small section titled "Highlights in Reeruitment end Exemiration.”

As mentioned for other reports this study of civil servies achtivities
cculd be improved by the use of graphic aids, In fsirness we might point
out that the commission has published an inexpensive report adecmately
outlining the activities for the current year,

RETIREMENT BOARDS

, There are four retirement boards representing the fire, police, teachers,
end munielpal employess of the city of Minneapolis., These groups prepare
an ennmuel report for the membership as required by state law. Although the

boards are not directly concermed in the city-wide annual report, it was
thought sdvisabls  to indicate the estimated cost of their reports. They

will, therefore, be hendled separately in tlils section,

uImAPOLIs FIRE DEPARTMENT RELIEF ASSOCIATIONS

The association publishes eight hundred coples of a twanty page am:ual

' kreport at the following estimated ocosti:

Tiriting and design 40 hrs. $8.00  $120,00
ZTyping end Proofreading 20 hrs. 1,35 hr. 27.00
Rsproduction (Printing) 800 oopies .25 ea 200,00
Distribuﬁ.on , 800 copies 04 en 32,00

: TOTAL msmlnnnow COST S $579.00

The report is purely statistiocal w:lth no material on the pm‘pose or
aims of the organization. By insertion of graphic material to supplement
the statistios the report might become more understandeble and readable for
the membership. Basiocally the report carried out the purposes of the law
in reporting on the financial responsibility of the assocliation. Due to
the fact that much of the information is similar from year to year the
printing costs are somehwat lower than for other annual reporta, The
same format is used by the printer and names are added or deleted and figures
chenged to bring the report up to date, The association director is to
bs commended for bringing about this added saving to the membership.

MINNEAPOLIS TEACHERS RETIREMENT FUND ASSOCIATION

The association'publiehas sn sanual report similar in nature to that of

~ the Fire Relief Association report. - The estimated cost of the f:lva hundred

oop:les of the i':wenty‘»one pege report is as followss
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Writing and design 40 hre. $3.00 hr. $120.00
* Typing and Proofresding 21 hrs, 1,35 hr. 28,55
Reproduction (Printing} 500 coples .68 ea. 340.00
Distribution 500 coples 08 ea, . 30,00
TOTAL DISTRIBUTION COST ESTIMATED ' - $518,38

In additi.on to the smmel repvort the Association publishes a small -
booklet titled "Articles of Incorporation end By-Laws" for gemeral distrie
bution to the membership., No attempt was made to enslyzs the second
report printed in emounts cf 2,000. This report like others of its type
is purely a statisticel accounting of the operatioms of the associstion,
The two publications are primerily distributed Yo the membership with
copies available to other interested groups for study. Incidentially,
the cost of the Articles of Incorporation is quits reasoneble. The 1953
booklet cost about $225 for wo thousa.ds or about eleven cents a oopy.

MUNICIPAL MPLOYEES RETIREMENT BOARD

This annual report like those previously reviewed contairs purely
statistical deata reviewing the financial status of the retirement board,
The estimated cost of the 500 csoples of thse 20 psge 1953 report is as
followss

Writing and design - 4o hrs.  $8.00 Omg,m
Typing and Proofrsading 20 bhrs, 1,36 nr, © 27,00
Reproduction (Printing) 600 copies .88 ea. 340,00
Distribution L ~ 500 copies .04 ea. 20500
TOTAL ESTIMATED COST | $507.00

This a.zmna.l report in addition to statistical data contains a gensral
review of activities and financisl status for the current year. The report
serves the purposes of informing the membership as to the operation end
- financial status of the retirement board by its elected officials. The

seme recommendstion made concerning other reports can spply hers. A few
charts or cartoons would make the report more in:l:eresting and readable to
~the membership, :

MINNEAPQOLUS POLICE RELIEF ASSOCIATION

~ This report is the smallest roviewed in this study. It is purely a
cne page finencial statement to the membership and legal authorities., We -
have estimated the cost of theten page typewritten coples as followss

Writing and desigx 10 hrs, $3.000r. $30.00
Typing and Proofrsading 4 hra, 1.35hr. 5.40
. Distribution s 186 ea, .08 ea -0
TOTAL ESTIMATED COST $85.90

The reports are mnt to the Pyblic Exeminer, Seorstary of State, Ccmprn ;
trolle?g and is posted in each of the police denartmen‘l;a stationst Conilars



The most recent report by the Commission was the 1952 Progress Report™.,
This report is primerily informativé end propagendistie in natyre with 1ittle

~ emphasis on statistical data. To arrive at some type of cost estimate for

this departmsnt an analysis was made of the 10,000 oopiea of the fifteen
page report.

‘Nri’ting and design 50 hrs. ”em " $150.00
Typing end Proofreading v 26 hrs, 1,26 33.76
Engravings ' ' 20.44
Reproductions (Print:.ng) 10,000 copies ,002 ee 220,00
Distribution (4th Class) 5,000 " - .02 ea 100,00
TOTAL ESTIMATED COST $524.19

In addition to this informative booklet the Commission has publishsd
e two page report to ths Mayor and Council in May 1954, This is a resport
on the work of the commission throughout 1953 and can be estimated in cost
about £ifty to one hundred dollars to reproduce. The Coammission varies the
type of reports depending on the need, available funde, end activities :
throughout the year. It would seem adviseable for the Commission to develop -
end distribute & standardized snnual report complete with statisticai data,

| _graphic aids, and informative ommant on the aotivities,

DIBECTOR OF CIVIL DEFEHSE

The Civil Defense department publishes reports of two types; ‘interfn and
progress reports. To arrive at an average ea‘bimate eost of its snmual
reports we used the "Progress Report" as a guide. The agemcy usually
publishes about three hundred copies of the report for gistributien to the
related oivil defense agencies, the general public snd governmemtal agencies.

Writing eand design ’ 60 hrs, $3,00 2. $150.00
2?yping and Proofreading 22 hrs. . 1,35 hr.  27.00
Photos and layouts . ’ _ - b0,00
Reproduction (Multilith) 20R . 7.08 14,10
Distribution (Book Rate) 200 oa, .08 24,00
TOTAL ESTIMATED COST $266,10

The two reports reviewed in this study contained sttractive oover pages
and interesting and informative deta on oivil defense activities. The reparss
are well written and geared to the readership of the average citizen. There
are sufficient pictures and statistics to meke the report interesting as
well as informative to the average citizem. On the whole the reports can be
rated as better than average in the class reviewed by this committee,
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MINNEAPOLIS AND ST. PAUL SANITARY DISTRICT

The Minneapolis«~St, Panl Sanitary District publishes a ratheor extens
gsive report on its aotivities. In 1963 the agenecy published seven hundred
coplies in paper-bound covers and thrity-three coples with embossed covers.
The embossed bound ooversd booklets are sent to the board, msyor, and others

“influential in the operation of the sanitary district, The estimated cost
of the booklets is dotermined as followss

Writing and design | 109 brs,

- §$3.00 hr  $300,00
Typing and Proofreading 76 hrs, 1,36 hr 101.26
Engravings (Assumed included in printing cost) - -
Photos (Assumsd Gratis)
Reproduction (Printing) . 998.00 -
Distribution (.03) ' 72,00
. TOTAL ESTIMATED COS?T ' . $1,471,

This i1s ons of the betbter booklets published by the various governe
mental units of the Minmeapolis area, The writers have made adequate use of
charts, graphs, and pictures. Ths materiel is presented in an interesting smd
readable manner, Mr, Louls Brocher is to be complimented on his efforts to

- present a useful as well as readable end interssting repm—kfor the publisc
and elected arﬁohls.
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11,

III.
- .

I.
i1,

- IIX,

Iv.
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CITY TREASURER P

Financial Situation

A, Summarized balance shest and expla nation of funds

and uses. _
B, Budget and Expense statement showing reverues by sourses,

.+ expenditures by activities, amd enalysis of sur;:lus or

defioit
GIVIL DEFENSE

Report on city position relatd.ve to emergency davaloping from
war, fire, disaster, eto,

Ho. of persoms per total populstion active in various units.,
Various types of units orgenised and totels of eadh,
Report on equipment and finmncial status of agenoy.

MONICIPAL JUDGES

'Gasea hendled of varicus ty-peso
Report of probation office relative to disposition of

cases,
No. of convictions obtained sppeals handled,
Cases completed in reslation to total on dooket at end of yeer,
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I,
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CITY ASSESSOR

General

A,
B,
C.

Do
E.
F.

General property tax levy per $1,000 of assessed property
valuation and per $1,000 true vslustion,

Legal assessment rati.oc.

Assessed velue of lsmd, improvements, personal property,
sxempt properiy shown seperately.

No. of real estats parcels, parcals improved, vecant.

No. of assessment appeals and percent chenged, v
Percent of current levy collected by end of year and peroen:b
of preceding levies collected, or accumulated delinquencies.

CITY COMPTROLLER

General

A,
Bo
C.

Bo. of bills and payrolls pre-audited.
Explenstion of funds end limitations by lew.
Beport of amnual pre-audit by State Examiner.

" BOARD OF ESTIMATE AND TAXATION

General

A,
B.
C.

D.
E.

Types of budget forms end classifications.

Review of budget estimates frum sgencies.

Meximum tax rate established for sach agency under -
its jurisdiction,

~Report on fixing of bonds o be issued.

Recommendstions of long-range plan for ocepital
improvements financing.

Borrowing

A,

Bended debt gresph showing present and future

smounts of retirement and imterest,

Percent of debt service of total expenditures.

Amount of bonded debt and amounmt per capita, general and
sustaining.

Percent of bonded debt of assessed value, of valuep of legal
limit,

Amount of overlapping debt.

Current interest rate for bonds.

Amownt of floating debt (short-torm loans) interest rats.
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PLANNING COMMISSION

Plhnning

A,

Bo
c.
Do
E.

Fo

G.

H,

No. of Comeission meeting held.

Punds evailasble to commlssion staff,

Basio studies completed (various types)

Master or compreshensive plans c’anpleted' and

adopted by commission.

Action teken by c:lty Council on recoxmnendations of
commission, :

Uge of oomprehensive plan 1n de*barmining anmxal and longe
range cepital improvement program and budget,

No., of project plams or matters referred to council,
Statement of major projects completed in conformity with
plen end mmber of major projects not in conformity with plen,

Zoning

, A;

B,

.
- D

Bo’

Percant of present noneonforming uses occurring since .

adoption of ordinamces through aid of board of appeals,

HNo. of appeals for zoning ordinsnces and percent granted.
Percent of frontage zoned for businesses and psrcent occupled
by business,

Percent of area of city zoned for industry, residence, peroent '
occupied by each (sq. mi, or acres used.)

Year the present. ordi.nmees wsm adopted; ohanges and ‘amendments
in last year, v

Subdivisiana

A,

B,

C.
B,
B.

,Fo

¥o. of subdivision plats reviswede

Bo, mocepted as submitted.,

Bo. revised and eoccepted.

No refused originally snd not later accepted, ’ ‘
Area of land subdivided during year end percent dosipated by dead
provision or otherwls$e for residence.- -

Miles of strests dedicated (by width) snd acres dedicated for park

purposes, 7
PURCHASTNG AGENT

Genoral

A, Cost of purchasing per percent of cost of purchases,
B. Percant of amount purohased centrally or total,

C. " with one bidder.

D. . " . " on emergency orders,

E. @ " " i ~on formal contract

F. ® " " " under specifications,
G, Retio of oash discounts to purchages,

H. Value of salvage material.
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© CITY ENGINEER

Sanitation and Wesle Removal

1.
2.
3o
4,

6.

A, Sewér System
Miles of va.rmus types laid by pipe size and length,

" and sizes repaired and olesned.
Noo of catch bssins cleaned and % of total cleaned,
Adequacy and condition of sewer aystem.
Proposal for coming year.

B. Street Senitation (Cleaning and Dusting)

1,
2.
3.

'4

1.

,Highw'ay.

A, "'Streats, Alleys, ete.
' No. of sq. yds. of various types of new paving eompleted

1.
(new and repaired).

2o
-

4,

,5‘,;

6.

Miles of clesming dome (method used).

Area clesxed, cost per mile, and method used.
Cubio yards of sweepings removed.

Hormal frequency of cleaning by olasses of. streets,

- C, Waste Collection and prosal

For each type of refuse by classes (garbage, ashes, other
mta) ‘show fregquency of collection, how collested (from
ourb, alley, or house) volume handled, and percent disposed
of by verious disposal methods and cost per ton or ocubio yard
for oollection and disposal, . '

No. of sq. yds. of various types of patching ocmpleted.
No, of lineal feet of curb and gutter completed.
Percent done by contract, force account, other aids
such as federal, state, snd county eid,

Mjles of streets oiled or otherwise treated.

Street maintenance related to need.

Street Lighting

A, Service and Rateseg

1. Adequacy of lighting as messured by a;ccidents, erimes,
and actual light delivered.
2. Expansion and repair of lighting syatexno
3. Rates paid by city for ocurrent,
Show Removal
A, Service rendered ‘
1. No. of snowstorms of 3" or more requiring plowing,
2. Miles plowed,
3. Cu, yds. loaded sand hauled.
Other servicss such as blading, sanding, etec.

4,
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city engineer cont.

Vo

VI,

Other 8ervices

A,

Bridges, Viaducts, and Grade Separations
1, Bridge repair enl improvements.

2. Viaducts rspair and maintenance.

3. New grade separations, generel upkeep.

Tunnels
1., General maintenance end repelr,

Waterways
1, Control related t¢ river traffio,
2. River terminal maintersnce and repeir,

Other

1. Oemstery maintenence and repair

2, Upkeep of markets. '

3, General responsibility for city lends and bldgh :

4, Equipment upkeep and repair.

5. Miles motor wehiocles operated and cost per vehicls per
hour (commercidl units, private and city md)a

Water Department

A.

Services rendered

1. Consumption in gallons per day per oapitae

2. Peak daily and bourly by consumption.

3, Gallons pumpsd percent sold snd peroent used i.n cd.ty
purposes, :

4, Quality of supply (treatment, bacterial count, leakage, ete.)_

5. Percent of population living in dwelling using public system.

6. Rates and typical bill for wolume (5,000 gal per month).,

7. Total mumber of accounts and No. of delinquent, percent of .
Yotel delinquent. |

8. Net profits, payments in lieu of taxes, charges to city
departments,

9. Percent of earnings with respect to volume,

10, Pumping end purification costs per million gallomns,.
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BOARD OF PUBLIC WELFARE

Public Welfare Division

A,

General « o

1, Rating on American Public Health Assoc, Appraisal fomm.
2, Total living births and birth rate, : '

3, Stillbirths = Precent of total births.

4, Deaths by causes and death rate,

Infant Mortality

1. Ini'mt deaths under one month and rate per 1,000 birtfns.,

- 26 " " year of age by csuses and rete

par. 1, ooc births,
3. Msdical visits to infants per 1,000 birthso
4. Professional visits to prenatal cases per 1,000 total births,

Hygiene
1. Ko. of mrsing; visits per 1,,,000 school population;

(a) pronatal ‘cases, |
(b) infents undor ome year age.
“{e) to school children, -

" Communicebls Disease Comtrol

1. Tnberculosis v

(a) Hoo of active cases hospitalised eand number of cases under
 supervision, ,
(b) Results of activities to pre'vent tuberculosis.
(¢) Percent of T. B. cases hospitalised in minimal stages.
(d) Ho. of cases peported before death and psroent of
. total reported cases.
() Registration at T. B. clinics per amual residemt doatho

Smallpox
1. Perocent of elementa.ry school populaﬁon vaccinated,

Diptheria |
1. Peroent of school population (under 6 years ot age)
immunized.

2. Percent of population immunized.

Others
1, Nursing visits per cass (measles, scarlet fever, typhoid)
2, TNo. of individuals under treatment for syphilis er gonorrhea.

Inspectiocns

1. Average frequensy of inspections et dairies and deiry
farms.

2. Bo. of nilk samples collscted from trucke, stores, ete.

3. Peroent of raw milk distributed which is certified.
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Emergency Housing

As

B.

A, .
B, Bo. who voted at last council and speclal eleoﬁ.onsa

C.

All Housing

1.
2.
5.
4,
5,
8.

Total mumber dwelling upits in d.t'y by tenurfe, rented,

vacant, owner octmpied

Ho, of femily umits with data on additlons, deductions, net
supply by classes (single family, duplex, multiple)

Average valus ‘per dwelling umt for permits issued during
Yyesr., )

Repair ond demolition, major repair (voluntary and compulsory).
No. and percent of ®acsncies by size of dwelling size.

No. of families doubled up.

Public Housing

1.
2,
3.
4.
B,
6.

No. of dwelling units availeble at end of year.

No. and percent of vacanciss in units.

Amount end percent of rent written off as lmeoneetablac
AVERAGE NUMBER OF ROCHS FER DWELLING UEIT.

Average number of persons per room.

Rent end income range (how oecupied in diffemt inoome
levels),

CITY CLEBK

' _E'_}._eetl ons

Ho. of registered voter

Percent of registered voters who voted at ezch eleotion.\‘

Recording and Reporting

A. Meetings attended.
Council reports end minutesu
Botioces to public,

B,
C.

Gensral

A,
B.

(-4

’US‘J\SO

b

CITY COURCIL

Bo. of meetings held.
Important ordinances or resmulutions passeda
Action on utility franchises..

' Bo. of petitions for public improvements,

" miscellmeous petitions and communications.
" contracts and agreements handled.

SUPERVISOR OF LICENSES, WEIGHTS AND MEASURES

No. of licenses of various types issued,
Cases of weights end msasures handled.
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- _CITY ATTORNEY
. ( o 1. Suitsfiﬁ behelf of city
Y. - A, Civil actions for enforcemsnt, dme.ges for violations,

or contracts.
B, Civil cases inwlving demages to city govermments.
c. " action for eollections of penalties, not criminal.
D. Actions for oriminal or penal cheracter,
1, No. of convictions of reguleting ordinences,
2. No, of prosscutdons under criminal ordinanees, statutes.

II., Claims against city (Na., nature, settlement) -

le Agtions for enforcement of, or for danages for wviolation
of comtraets,
. B, Actions for damages to prive.‘ha property and for oarsona.l

injury.

III, Administrative snd Legislative Aotivities (in commection with
publio improvements, property aecquisitlons, easements.

A, BNo. of cases handled out of court end ceses litigated.

IV, Ordinsnces and Opinions

A, Hog. of ordinances drafted, amended or reviewad with

- opiniocns given om same,

B. Ho, of formal opinions to mayor or city council and to
administrative officers of oi.ty.,

GIYIL SERVICE
I, Size of City Service

A, 'Eoo of city employees (full time-part-time, temporary,
' emergency.
B. Distribution of smployees (No, and percent). -
‘ 1. Competitive service (skilled, umskilled, etc)
2. YNon-competitive serviee (students, appointed, ete)

C. Percent of employees in each major occupational group
(professional, mechanical, olerical),

II, Recru:lhnant

o Hoe of examsz original, pramotional, qualifying,

" 3 whers reasidence was waived.

« No. of applioants; results (rejections, railed to qualify,
passed, ete,

¥o. of certifications end appointments; permenent, seasonal,
emsrgency, provisional, temporary.

Retio of number of wacancies filled by promotion after examination
to total vecmncies £illed.

Ho. of veteranz appointed and percent who received -

. appointment based om point preference.

G, Frequency of renewals of eligible listss length of time required
to prepare eligible lists,

L
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.
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Civil Sefviee Con"’t

. III,

Ve

I,

II.

5

H. Percent of total man=days filled by proﬁsionalemploysaa;
Classification and Pay Plen

A, Survey mads to check validity of basic salary ranges.
B, Reclassification survey. :

In~Service Aotivities

A, TImprovements in working conditions of employees.

B. Medioal care, credit unions, recreation, ste.

C, Types of in-service training programs by number and percent,
D. Time and payroll losses (reasons)

Separations
A, Causes (No. and psroent)

B. Turnover for various classes.
C. Fines or suspensions for discriplinary reascns.

D. Percent under retirement plans.

E. . Nature of benefits.
F. Total smount of retirement benefits.
G, Ho. of retiremsnt bensficliaries.
MPLS ST, PAUL SANITARY DISTRICTS

Sewerage Disposal

A, Method of disposal,

B. " treatment, millions of gallons treated and
" bypassed, and trestment cost per million gallons,

C. Method satisfacotyr to Health Department (State).

D, Percent of dwellings conneetsd with aewage system.

| FIRE DEPARTMENT
Specifie information ons

A. Underwriters grading and city rating with other cities
of same population class. :
B, Fire insurance rates, total premiums paid by residents,
- loss ratiog

Losses

A, ¥o. of building fires per capita or per $1,000 true
valuation,

B. Average loss per bullding fire or resident fire.

C. Total fire loss, loss per capita, total insured loss,
total suspicious loss,

D. Percent of relation bstwsen lossss and insurance carried.

B. Loss per $1,000 true veluations of buildings.

F. Ko, of firemen snd persons injured or killed in fires.

G. Types of occupancy and construction of bulldings burmed.

" H, No. of building fires including roof and chimney fires.

I, No. of fires cccuring ocutside of bulldings including
grass, vubbish, dump, and auto fires.
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Fire Department, Con't

IIX.

Alarms

A, TFo, of alarms of all types.
B, = " 7 per phone, alarm system, other methods,

"G, ™ " " gelicious false alarms.

D. Main causes of fires by standard clasmficahoh.

Fire Prevention

A, No, of buildivgs of various types inSpecteL

B. Percent of dwellings inspected.

Co FNo. of common heserds found and percent violating
ordinsnces.

D. Percent of hagerds removed or violatioms correeted.

E, No, of arson investigations, arrests and convictions.

P, Types and extent of fire prevention education.

POLICE DEPARTMENT

General

‘Aa No. of patrolmen per ca:pita.

Bje . “ 1 OOO eronseso

-6 " ™ uniformed patrolmen world.ng; in cars, on solo, on

11,

I1I.

: motorcyola, on. foot,

l)6 No. of calls for police assistance and minimum end

maximum and average time for respomse.

E. ¥o. of man deys devobed to special services; funerals,

k_fianoea_, benk and peyroll escort, eto,

‘Me jor crimesv

A.. bllo. of offenses by classes,

B, Percent cleared by arrest,

e, ‘Peroant of convictioms of all classes.

D. " " stolen property recovered, except autos.
E, R " 1local stolen autos recovered.

F. No. of suto thefts and percent cleared by arrest.,

Crime Prevention

A, Peroent of orimes cleared by juvenile arrests.
B. No, of juveniles investigated.

€. Percemnt of juvenila offenders who were rapeatarso

Tre.i‘fic

A, Ro, of citationap percent of convietions, total end .

~

average fines or sentenses for moving vilations,
B. HNo, of personal injury accidents.
C. " " parking citations, convictions, fines, or sentences.
Do " ® injury sccidents per caplte, per registered ocars
. per higlway mile. ‘
E. No, fined or jalled aa relested to total accidents and to
injury accidents.
F, Ho, of persons kllled per 100, OOQ populattone
Go injured "



L,
I1I.

III,
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I.

Police Deparmient Con't

H. Percent of hit and run nr.z.vers apprehended . and
percent convicted.

I, No, charged with driving while under influence oi‘
intoxicating liquer, percent convicted,

J, Percent of arrssts by radar and percent convictions
obtained on svidence.

K. No. of license plates impounded by courts fran second
off'enders.

BUTLDING INSPECTOR
No, and kinds of inspections

A, Protective Inspection,

1., Building
2, Plumbing
3, Elecotrical
4, Gas

5. Boiler

6, BElevator
7. Other

B, Sa.ni.ta:bion
"~ 1o Smoke regulation effarts, viclatioms.
2. Problems encountered end recamendations for additiomal
supervision or legislation.

BOARD OF PARK COMMISSIORERS
Ho, of parks and total park area

Acreage in permenently owned park and recreational areas
per 1,000 persoms,

’Playground arsa per 1,000 persons.

Types and extent of supervised activities.
Facilities and centers (Attendance).

A, Golf Courses
B. Indoor Centers

C, Tennis courts

D, Swimming pools
E, Bsaches

F. Baseball Diamonds
G, Others

General deseription of department ectivities, personnel, lews,
fingncial status and any other information that concisely
tells the deparhnent story, hopes, and plans for the future.

BOARD OF EDUCATION
Pupils’

4, Eprollment and average attendance by grades end aroas

B. School census (Enrcllment in parochial, private and nubli.c)
C. % of distribution by age and grade.

D. Completicn in relationsto enrollment of pupils,

E. % to college and to employment fram college.

F, Physical exams smd information cbtained.
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Board of Educétion Con®t

II.

- IIT,
111,

II,

III,

@. Enrollment at night school, recreational activities, ete.
Sohool plent

4, Seating capaclty and sultabll:.ty of plant faoiliti.es. B
B. Use by nonwschool egemcles and attendance figures.

Sehool personnel

A, Years of service of personmnel in teachiﬁg fields.

. B, Appointments, retirements, ralignations of teaching persomnel.

C. Teacher requirsmenta,
D, Professional growth and sdvancement of staffs,

LIBRARY BOARD
Book Collection

A, ¥o, of Bound Volumes.
B, Volumes per capita for populatlon semd.

C. Incresse or decrease in fiction versus nan-fiction, ‘

- childrens versus adulb, reference volumes.
Registration

A, ¥No, of mdults and ;j\wvan:].les°
B, Percent of populati.on. ‘

Circulation
A, Adult fiction,

B, "  non-fiction.
€. Ckildremns books.

" De Regiatratio@_ per capita,

Reference Service

A, Ko. of quesﬁons m\swered (general) Define Ganeral questlonso
B, *  (seazch) "  Search
c. " *® Bibliographies canpiled " Bibl:lography servlcee-- ‘

Show percent of operating cost for aurrent year aspent for
salaries, percent for bocks, percent for binding and rebinding
Opsrating cost per Gap.l.t&o {not borrower)




1}37

Council on Public Expenditures, Ine. "Modernized Uﬁnicipal Reports™, pp 191;7

| The Mead Corporation, "Planning the Modern Municipal Report” 1945, pp 1-40

REFERENCES

~

‘ Intematiom‘l City Managara Association, "A checklist of Suggeeted I'hems

for the Armnal Municipal Report”, Sept. 1940, pp 1-17

Internat onal City Managers Asscciation,” "Specifications for the Jontent
of the Amnual Municipal Rsport®™, dJune 1938, PP 1-15

Municipal Finence Officers Assce, "Criteris for Judging a Munioipal
Financial Report®™, Oct. 1964, p2

Roger Baldﬁing "Municipel Reporting”, June 18, 1937‘ pp 1-8

U of Temsssee Extension Divisicm "™Municipel Techuical Advisory Service,
May 1950, pp 13 & 14 -

Naﬁonal Gozmnission on Muricipel Repor'cingg "Publis Reporting”
 Pub, No. 19, 1931, pp 1-167




