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INTRODUCTION

In its 1982 Session, the General Assembly, by Senate Bill 213,
amerded Section Z2.1-2 of the Code of Virginia to direct that all state
agencies' annual reports be submitted biennially after July 1, 1982.

The amendment also gave the Governor the discretion to require an agency
to furnish an annual report. In addition, the General Assembly, by
Senate Joint Resolution Nc. 27, requested the Secretary of
Administration and Finance to evaluate and report on the need for arnual
or biennial reports by state agencies. The text of this resolution
reads as follows:

SENATE JOINT RESOLUTION NO. 27

Requesting the Secretary of Administration and Finance. with the
assistance of agency heads and others, to review the need for
annual or biennial reports by agencies of the Commonwealth.

WHEREAS, numerous provisions of the Code of Virginia require annual
or biennial reports by various agencies; and

WHEREAS, such reports are costly in terms of agency staff time,
printing charges, and distribution expenses; and

WHEREAS, the proliferation of such reports requires substantial
review time by decision-makers at all levels; and

WHEREAS, a recent study by the Joint Legislative Audit and Review
Commission found that statutory mandates for producing annual repcrts
are inconsistently and sometimes incorrectly interpreted and that a
substantive review of the need for each agency report could reduce the
cost and proliferation of such reports; now, therefore, be it

RESOLVED by the Senate, the House of Delegates concurring, That the
Secretary of Administration and Finance, with the assistance of other
secretaries, agency heads, and the State Information Committee, evaluate
the need for annual and biennial reports by all agencies of the
Commonwealth and recommend by riame to the General Assembly and the
Governor those agencies that should report annually, biennially, or not
at all. The Secretary shall recommend appropriate comprehensive
legislation specifying all reporting requirements and conforming
existing provisions of the Code of Virginia regarding agency reporting
requirements. The Secretary shall also recommend standard limitations
to the content, format, length, and expense of such reports; and, be it

RESOLVED FURTHER, That the Secretary of Administration and Finance
shall report findings and recommendations to the General Assembly and
the Governor bv November 1, 1982.

In order to meet the requirements of SJR 27, the Secretary of
Administration and Finance, assisted by the State Information Committee,
first surveyed all state agencies on their current annual and biennial



reporting practices. The Peputy Secretary of Acministration and Finance
and members of the State Information Commiittee also met with the
Comptroller to discuss special finarcial reporting requirements and
needs, and with officials of the Division of Purchases and Supply to
discuss publicatior, printing eénd distribution processes and standards.
Committee mermbers obtained a computer print-cut of all Code sections
with annual or biennial reporting requirements for executive agencies.

As a resuit of the investigation, the magnitude and complexity of
agencies' annual and biennial reporting became apparent. For e¢xample, a
computer sort on the basis of the words "arrual report" resulted in
approximately 20C pages of computer print-out for the Code of Vircinia.
Additicnal verification required reference to 68 different Code cites
for just three agencies. The scope of these requ1rements is a result of
a combination of factors, including the great diversity in Code
requirements and in the manner in which agencies interpret them, the
difficulty of defining what constitutes an annual or biennial repcrt cnd
who should receive it, and the recent impact of the state's computer
informatior systems on traditional reporting mechanisms.

In order to conduct a comprehensive analysis ¢f this subject, it
has been broken down into two parts. The first part focussed on
docunienting the extent of s¢encies' arnual and biernial repcrting, and
on identifying problems associated with such reportinc. This report
presents the mejor findings from that analysis arnd makes preliminary
recormendations for changes in the stétutes (see Appendix A) and in
administrative reporting requirements anrd procedures. The second part,
which will be completed for the 1984 Gereral Assembly, will contein
detailed final reccmmendations, with the necessary legislative proposals
and administrative procedures, in the areas uf need for, frcquency of,
distribution of, and, where appropriate, content of, specific types of
reports and publications.

The Secretary's study has been limited to agencies in the executive
department. However, the recommendaticns could be modified and applied
by agencies in the other branches ¢f government. In addition, the first
part of the study covers only those reporting requirements which have
been established in the Code and does nct document the reporting
activities required by other authority, such as legislative joint
resciution, executive order or gubernatorial prercgative, federal
legislation, or federal regulation.

FINDINGS

General

Treditionally, annual reports provide an account and description of
the activities of a public or private entity for the preceding fiscal
year. Such reports may be comprehensive or may focus cn the most
significant undertakings of the past year. In almest all cases,
however, they contain the detailed, annual financial slatements of the
organizetion.



Annual/biernial reporting in state government does not fall cleanly
into this category. Because no definition of "annual report" or
“biennial report" is given in the Code, any state publication produced
ori an annual or biennial basis can be considered an annual or biennial
report. In addition, there has been confusion in the past as to whether
the Code required an annual report from each agency. Prior to its
amendment in 1982, Section 2.1-2, which stated to whom agency annual
reports <hould go, was interpreted by many agencies as requiring annual
reports (see Appendix B). As a result, many agencies which do not have
a specific Code reporting requirement have been preparing such reports.

The confusion and inconsistency which have resulted from this lack
of definitions and guidelines were demonstrated in the survey and
research results (see Appendix A). The major types of Code reportirg
requirements and the kinds of reports they require, are briefly
discussed below.

0 Many Code requirements are gereral, pro forma prescriptions,
referring only to the agency's "activities" or "cperations."
Consequently, most agencies determine the content of their
individual annual reports and submit a diversity of material.

0 Some statutes do require that specific types of information be
reported annually, the most frecuently requested being
financial and statistical information and the status of
programs.

0 There are at least 12 requirements in the Code for "internal"
reports (i.e., reports from ene state agency to another, which
are not required to be submitted to either the Governor or the
General Assembly). Many of these reports are "rolled up" into
the annual report of the receiving agency which is required to
be submitted to the Governor or General Assembly.

0 Eight repcrting requirements are directed to multi-state
bodies of which Virginia is a member. These requirements
should not be changed, as the annual reports of these bodies
are a major benefit of the state's participation in them.

0 In several instances, the Code requirement fulfills a
reporting requirement of a federal regulation. This is not,
in itself, sufficient reason for a Code requirement and is not
applied consistently, since many agencies meet federal
reporting requirements without Code authority.

0 There are at least 14 agencies with multiple annual reportirg
requirements, generally for the different program areas or
responsibilities of the agency. Some agencies combine these
into ore report; others publish then separately.

0 The requirements are not clearly and consistently stated.
They are given in various forms, such as "furnish an annual
report,"” "report annually," "prepare annually," and "submit



annually." Agencies prinierily interpret these as requiring
written annual reports.

Determining the stetus of agencies' reporting is further complicated by
the 1982 amendment tc Section 2.1-2 which states that all annual reports
required in the Ccde be subriitted biernially as of July 1, 1982. The
application of this to existing requirements needs tc be clarified.

In Tight of these general findings, need, frequency, distributior,
content, and cost are examined below.

Need

There are two basic needs which justify agency reports: the nced
for public disclosure of informaticn to insure open communication and
accountability c¢f government activities; and the need for procducing
certain information as a means of carrying out ar agency's prograni
objectives and its lecislatively-mandated mission.

The first need is reflected in most of the general Code reporting
requirements. The intent of these appears to be to insure that agericies
dc what the statutes require them to dec ard that they provide a2 regular
accounting of their finances. The continuecd reed for these individual
requirements is questicnable, hcwever. The centralized computer
information systems which the state has established over the last
decade, as well as the program planning anc budgeting systems, have put
intc place an ongeing means ¢f monitoring ecencies' operations &rd
finances. In light of the capacity cf these systems, many
annual/biennial reports are probably unnecessary and duplicative of
existing, or easily available, central reports.

The seccrd basic need for informetion is refiected in many of the
specific Code reporting requirements. The research, developnert,
production, and reporting of informetion is a fundamental activity of
meny state agencies as a means of meeting particular program cbjectives.
Many of these specific Code requirements may not be necessary, however.
As a gereral rule, agencies should have the discretion to assess the
need for reports and publications in terms of their effectiveness in
carrying out the agency's program objectives, which may change over the
years. However, guidelines for agencies to use in conducting needs
assessments of their reports would give consistency to this process as
viell as assure that it is done periodically.

In terms of the basic needs for information, Code requirements
should be T1imited tc require periodic reportirg of essential informatior
only. This will primarily be financial informaticn, statisticeal
information, proceedings/results of quasi-judicial cr regulatory
activities, and information on critical issues before the state. Basec
on the two basic informational needs discussed above, these criteriea
have been applied in order tu develop the preliminary recomniendations
for specific Code reporting requirements shown in Appendix A. Although
final validatior of these recormendations is needed, examples of the
types Gf reports which meet ecch criterion are: reports from agencies
which primariiy administer programs which are firancial in nature -




Department of Treasury, Virginic Supplemerta’l Retirement System; reports
from agercies which are responsible as a primary mission for the
aisbursement of financial aid to localities - Department of Alccholic
Beverage Control; reports irom agencies which are quasi-judiciel or
regulatory in nature - Department of labour ana Industrys reports from
agencies which provide statisticel data in such areas s public health,
public educetion, emplcyment, and labor and industry when such data
should be previded for continuity, research or archival records -
Departrent of Health, Department of Educaticn, Virgiria Employment
Comnission; reperts on critical issues before the state - toxic waste
disposal, cuter continental shelf cdrilling; and reports from multi-state
bodies.

Frequency

With the amendment of Section 2.1-2 by the 1982 General! Assembly,
all agercies required to furnish annual reports must now submit them
biennially, except when the Governor reauires them annually. Ir most
instances, essentiai informaticon needs can be met with bicnnial reports.
Further evaluation of specific agercy reports will be undertaken in
grder to determine which should be provided annually.

Revision is also needed in the submission dates requirec for
enrual/biennial reports. Presently, the Code requirements, if given at
all, vary considerably (e.q., August of each year, prior tc corvening of
the General Assembly, by December 1 of each year). These cdates wili be
revised for uniformity as well as for appropriateness in terms of the
type of informaticn required (e.g., certain data have a calendar year
basis, other have a fiscal year).

Distribution

Twe aspects of distributicn are important in assessing agencies'
reporting reauirements: who the reports are distributed to and how the
distritution is made.

The size of an agency's distribution 1ist for a report is rot only
a sianificant cost factor of report praduction, but is also one of the
major means cf documenting the need for a report. As a pert of the
needs assessment of particular reports, acencies should validate the
need for the information by those receiving the report and consider less
expensive alterratives for providing the information. Agencies are
already required to update their mailing lists annually (see Appendix B,
Section 2.1-467D., Code of Virginia).

How reports are distributed is also a significant cost factor.
Again, agencies should assess ways of reducing their mailing and
delivery costs and examine cheaper alternatives. The Division of
Purchases and Supply, Department of General Services, is a rescurce for
agencies to use in evaluating the mechanics ot their report
distribution.

In acdition to the agencv's in-house 1list, Section 2.1-467 sets out
recipients of agencies' annual/biennial reports (see Appendix B).



This scction was amended in 1982 in order to reduce the required
distribution of reports. This section should be assessed to determine
any further changes which can improve distribution and to determine if
agencies are complying with the requirement in paragraph D. that they
update their mailing lists anrualiy. Chances will probably be necessary
in paragraph B. as the definitions of the various types of reports are
develcped.

Content

1. Subject Matter

As noted above, in the absence of any definition of annual or
biennial report, virtually any state publication precduced on an annu:l
or biennial basis can be so designated. The lack of uniformity in these
reperts is further compounded by Code requirements which specify thet
certain information be published annually or bienniaily.

The first step in alleviating this confusion is to define the
contents of annual/biennial reperts. The basic purpose of an agency’s
annual/biennial report is to provide an acccuntirg of the expenditure of
public funds and, where appropriate, to ccrnvey factual informeticn about
important agency programs. Thus, the contert of such reports should be
cenfined to the following components:

0 A brief description of the legislatively-mandated missicn of
the agency;

0 A complete set of financial statements, including balance
sheet, analysis of change in fund balarce, and operating
statement (revenues and expernditure), and any other statements
necessary to give a full and accurate accounting of the
agency's financial activiticsy

0 Any necessary narrative explanatior or analysis of the
financial statement; and

0 A description of major program activities or issues before the
agency.

With a clear detinition of annual/biennial report in place, it then
becomes possible to designate logically which agencies should produce
such reports on their fiscal and cperationel activities.

Cbviously, this traditional definition of annual/bienrial report
dnes not cover all essential information which should he pubtished
ernually or biernially by state agencies (e.g., statistical data,
proceedings/results of quasi-judicial or regulatory activities,
information on critical issues before the state). The content and
requirements ‘or these types of information should be assessed
separately to determine apprapriate reporting frequency.



2. Design Specifications

The expense of iaycut, graphics, and printing specitfications is the
riost obvicus cost asscciated with @ published report. HMost agency
arnual/micnnial repcerts are conservative in their design. However, the
format useda in a@ll agency arinual and biernial reports should conform to
the guideiines in the Agency Procurement Manual issued by the Department
of Gereral Services, Division of Purchases and Supply. It provides
sounc guidelines regarding paper sizes and weight enc use of coler inks
(see Appenaix C).

Specifically, the manual states that agencies should design
publicaticns around a standard size cf paper, wherever pessible, in
order to aveid trimming into an odd cenfiguration, which increases
costs. For example, bend paper comes in sheets of 17" by 22", which can
be cut without waste to page sizes of 84" by 11" or 53 by &i". Offset
paper ccries in sheets of 25" by 38", which with a minimun of trimming
produces 32 front and back pages 6" by 9" in size. The Agency
Procurement Marual also states that, except for promotional brochures
ana booklets, all printing should ke daone in one cclor of ink, with any
request for an exception to be accorpanied by a letter of justification
from the agency head. This restrictior should apply to all
annual/biernial reperts.

Irn addition, the number of pages contained in an annual or biennial
report should be the absolute minimum number necessary to convey the
required type of infermation. Obviously, the length of such reports
will vary among agencies and often will depend upon the significance ot
events which occurred during the reporting period.

Compliance with these standards for coritent, design and length is a
direct way of reducing the costs incurred with the production of
annual/biennial reports. Acencies shouid be required to comply with
these <tandards in preparing their anrnual/biennial reports, as well as
with any other measures for improving consisternicy and cost-savings which
nay be developed.

Cost

The costs of desigring, printinc and distributing an
annual/bienrial report are generally easy tc document. The 62 agencies
responding to the survey and giving costs reported a total of
$130,029.99 for annual and biennial report production and distributiocn
in one biennium. Cost per agency ranged from a iow of $10 to a high of
$23,458.12. It is more difficult to determine the costs to the state
invelvea in the research, preparation, review, and prcduction of reports
pricr to printing. However, the cost of the salaries of the managers
and staff who prepare and review the report are likely to be higheyr than
the actual printing costs. The first way to reduce these costs is to
verify the need for the report through a needs assessment. As discussed
above, guidelines will be develcped for agencies to use in conducting
needs assessments of their annual/biennial repcrts.



Different ways of reporting could alse significartly reduce cost
for necessary reports. Some of these options are described below.

One cption for reducing the cost of preparing biennial reports is
to make extensive use of the data and information provided for each

agency in the biennial Executive Budget Document. The advantages of
this approach are that:

¢ It would reduce individual agencies' production costs, since
agencies could reproduce excerpts from ar existing
publication;

0 It would impose consistent standards cn the content of
biennial reports; and

0 It would increase the usefulness of the Budget Documerit
throughout the biennium.

Another option is to require some agencies, whose published reparts
will be done biennially, tc prepare yearly financial statements for use
by the CGeneral Assembly, the Governor, and others within state
government. These statements would not entaii the expense associcted

with preparation of formal publications, and are a normal part of good
management practices.

An additional area of study is the application of the state's
present computer capabilities on traditional reporting mechanisms. This
has potential, not only for the financial and cperating anrual/biennial
reports, but also for the statistical reports. For example, some of
these reports may not need to be published, or could be published in

abbreviated form, if the information is available to the prinary users
on computer tapes or discs.

A fourth optior to be considered is the feasibility nf agencies
charging requestors for certain reports. Poiicies are now beina
developed on user fees and charges which will assist agencies in doing
this when appropriate.

These and other means of reducing the costs of agencies' reports
would also improve the efficiency of such reporting.

RECOMMENDATIONS
The Secretary presents the following recommerdations.

1. Recquire, by administrative directive, that asencies without
specific Code requirements discontinue producing annual ard
biennial reports. Where state or federal legislation or
regulation, other than the Code, requires such reports, direct
agencies to Timit distribution to the minimum number of necessary
recipients,

2. Develop criteria ard procedures for agencies to use in 1)
evaluating the need for a report; 2) determining the least costly

&



form in which a necessary report can be provided; and 3)
determining who should receive a report. Actions to accomplish
this will include:

0 Establish, through administrative directive, definitions of
annual and biennial report, including content;

0 Evaluate certain specific agency reports on the basis of need
for essential information in order to determine the
appropriate frequency of publication;

0 Investigate ways to consolidate or simplify the content of
agency reports into central agency reports (e.g., Executive
Budget Document, Annual Report of the State Comptroller,
Annual Report of the Treasurer of Virginia, standard
computer-generated reports);

0 Investigate ways of consolidating, purging, and simplifying
agency distribution 1ists (as a part of the effort, evaluate
and recommend necessary changes to Section 2.1-467 as needed);

o) Develop ways of reducing printing and design costs and require
agencies to adhere to uniform standards for annual/biennial
reports.

Verify the preliminary recommendations for reports produced under
specific Code requirements, as contained in Appendix A.

Develop legislative proposals for the 1984 General Assembly which:

0 eliminate from the Code all unnecessary reporting requirements
for the executive department;

0 phrase necessary requirements in a consistent manner;

0 give appropriate and consistent submission dates;

0 consolidate and simplify multiple requirements where
necessary.

In addition, the Secretary will oversee examination of the following
areas:

1.

)

Application of study findings to agency publications generally and
to non-Code reporting requirements;

Application of user fees as a means of documenting need and
recovering costs of publications;

Use of uniform publication dates for certain types of periodic
state publications; and

Need for periodic purges of overruns of obsolete publications in
storage.



FPPENDIX £ STATUTCRY REPORTING KEQUIREMENTS
FOR EXECUTIVE BRANCH AGENCIES

This appendix was prepared from the results of the State
Information Committee's survey of state agencies {Annual/Biernial Report
Questionnaire), conducted in July 1982; from & computer search of the
Code of Virginia keyed cn "annual report"; and from follow-up telephone
calls and research of the Code. It was rnot possible to verify in all
cases 1) whether particu]ar requirements were being met by agencies and
2) whether agencies' with nc Code requirement were preparing
annual/biennial reports. This was due to inadequate responses on
questionnaires and limitations in the computer print-out.

The Appendix sets out in numerical order the Code reporting
requirements for executive branch agencies, by Secretarial area. It
identifies the agency or party responsible for submitting the repcrt and
also 1ists, at the end of each section, thcse executive aagencies with no
Code reporting requirement. When scurce materials allowed, those
agencies were identified which have no Code reporting requirement but do
submit reports.

Collegial bodies with reporting requirenents in the Code are
included. Those which mey be reporting under other authority will be
included after the completion in 1983 of the Secretary of the
Commonwealth's study of collegial bodies.

A report desigrated an internal report is one which is required to
be submitted only to enother state agency or official and is not
submitted to the Governor or General Assembly. Reports to Boards from
agencies which are in turn required tc be submitted to the Governor or
General Assembly are not internal reports under this definition;
however, agency reports which are summarized ir another agercy's report
prior to submission tc the Governor or General Assembly are considered
internal reports.. (The significance of this designation is that, in the
second part of the study, priority will be given to developing

recommendations for those reports which riust go the CGovernor or General
Assembly.)

1]



SUMMARY OF APPENDIX A: STATUTORY REPORTING
REQUIREMENTS FOR EXECUTIVE BRANCH AGEMCIES

No. of No. of
No. of Agencies Agencies
Code with with no
Requirements Requirements* Requirements
Administration
and Finance 16 13 6
Commerce and
Resources 42 31 13
Education 18 12 8
Hurian Resources 26 16 7
Public Safety 10 5 3
Transportation 7 3 4
Total 119 80 41

Number of requirements for internal reports - 20
Number of requirements for multi-state bodies - 8

Number of agencies with multiple requirements - 14

*Requirements for parties other than executive agencies are excluded from this
calculation.
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ADMINISTRATION AND FINANCE

Code of Virginia

Authority Preliminary
for Report Agency Description of Report Recommendations
§2.1-68 Secretary of the Annual report on appointments No change
Commonwealth to collegial bodies (contained
in "Blue Book").
§2.1-68.1 Secretary of the Annual report on Governor's No change
Commonwealth appointments to interstate
boards and commissicns
(contained in "Blue Book").
§2.1-71 Secretary of the Compilation of information cn No change
Commonwealth political subdivisions (con-
tained in "Blue Book").
§2.1-114.5:6E Office of Employee Annual report containing sta- Amend to
Relations tistical data on the use of the Eiennial
Counselors grievance procedure.
§2.1-114.8 Department of Biennial report on the operation No change
Personnel and 4 and status of activities under
Training the Virginia Personnel Act.
§2.1-116.14 Equal Employment Committee required to audit Amend to
Opportunity E.E.C status at least once a "as needed"
Committee year and recommend improvements
to the Governor.
§2.1-191 Department of Annual report of the Treasurer No change
Treasurey of Virginia.
§2.1-207 Department of Annual report of the State Comp- No change
Accounts troller.
§2.1-234.13 Virginia Public Annual report with financial No change
Building Authority statements and description of
activities. (Note: Constitu-
tionality of thic authority now
being examined by the Attorney
General.)
§2.1-335.1 Local Government Annual report to Governor on the Amend to
Advisory Council Council's activities. biennial

13



Code of Virginia

Authority Preliminary
for Report Agency Description of Report Recommendations
§2.1-391, Department of Publishes information No change
et. seq. Planning and Budget biennially required under the
planning and budgeting system
and prepares population data.
Does not publish an annual or
biennial report on the agency's
activities.
§2.1-488.2 Art and Architectural Required to submit an annual Eliminate
Review Council report to Governor and General
(assigned to Depart- Assembly on its proceedings.
ment of General
Services)
§2.1-569 Virginia Liaison Office Submits annual report on the Eliminate
office's activities.
§15.1-1323  Authorities for the Annual report to Governor re- Delete
Development of Former quired by these authorities. entire
Federal Areas (Research indicated that no section
authority has ever been estab-
lished under these provisions.)
§51-111.22 Virginia Supplemental Annual report on receipts and No change
Retirement System disbursements and the current
investmerts of the retirement
system.
§58-33(7) Department of Taxation Annual report of the Tax Com- No change

missioner on the activities and
recommendations of the Depart-
ment.

Agencies with no statutory annual or biennial reporting requirements:

Compensation Board (statutory reporting requirement was

repealed in 1981)

Department of Computer Sciences (Note: DCS does provide a

detailed report on its finances under §4-9.00 of the 1982

Appropriation Act.)

Department of General Services
Department of Management Analysis and Systems Development
Department of Telecommunications

State Board of Elections

14



COMMERCE AND RESOURCES

Code of Virginia

sjon

15

Authority Preliminary
for Report Agency Description of Report Recommendations
§2.1-64.38 Office of Minority Reports annually to the Governor  Eliminate
Business on its activities and recommen-
Enterprises dations.
§3.1-18 Departmert of Agri- Required to report annually to Eliminate
culture and Consumer the Board which submits the
Services report to the Governor. (Since
1977, this has not been printed
as a separate publication but
appears as the December issue
of DACS's monthly bulletin.)
§3.1-18.7 Council on the Environ- This statute - Preservation of Amend to
ment Prime Acricultural Land - "as needed"
requires the Council to submit
an annual report on the
activities and future plans of
six agencies whose activities
affect such land.
§3.1-22.4 Virginia Agricultural  Files annual report with Commis-  Eliminate
Foundation sioner of DACS (internal
report).
§3.1-27.35 Agricultural Develop- Required to submit annual Amend to
ment Authority financial statements on biennial
activities.
§3.1-62(f) Produce Markets Required to submit annual Eliminate
Authorities financial statements to Commis-
sioner, DACS (internal report).
§3.1-81.1 Licensees under Quarterly/semi-annual reports No change
Fertilizer Inspection submitted to Commissioner, DACS
Fee Act (internal report).
§3.1-126.5 Registrants under Submit annual statements to the Eliminate
Virginia Agricultural Commissioner, DACS (internal
Liming Materials Act report),
§3.1-309  Virginia Dark-Fired Files annual report with Commis-  Amend to
Tobacco Commission sioner, DACS (internal report). biennial
§3.1-320  Virginia Bright Flue- Files annual report with Commis-  Amend to
Cured Tobacco Commis- sioner, DACS (internal report). biennial



Coede of Vivginia
Authority Preliminary
for Repore Agency Lescripticon of Report Recormendaticons

§3.1-055(F)

Virciria State Apple

Files arnual report with

Amiend to

Cormicsion Commissicner, DACS {internal biennial
repert).
3.7 650 Virgiria Peanut Files annual report with Amerd to

Commission

Virai® 1a Sweet
Potato Commissicn

Commissionev, DACS {(internal
report).

Fites annual report with
Conmissioner, DACS (irternal
report.).

hiennial

Amerd to
biernnijal

£3.1-684 .13 Virairia Sovbean Files anrual report witn Arend to
Comrission Commissioncr, BACS (interna) tiennial

report).
43.1-664.37 Yirginia Irish Files anrual report with Amend *e

RR.1-763.7(d)

$3.1-789.012
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Potato Commission

Virainia Pork
Tndustry Commission

Virginia Pouitry
Froducts Cenmmissicon

Virginia Ego
Commission

Virginia Bee? Cattle
Commiission

Vircinia Corn
Commission

Commicsioner, DACS {interna’
report). (MNote: inactive
at present.)

Files anrual! report with

Commissicrer, DACS (internal
report).

File< annual report with
Commissicncr. DACS (internal
report).

Files arnual report with

Commissioner, DACS (internal
report).

Files annual repcrt with
Cormissioner, DACS (interral
repcrt).  (Mote: inactive at
presert. )

Files annual report with
Commissioner, DACS {internal
report.).

biennial

Pmend to

bienriai

Amer:¢t to
bierrial

Amerd to
biennial

Amrend to
bienmial

Arvend to
Liennial

§9-206 Virginia Athletic Required to make arnual report  Awend *to
Cormission (assianed  te the Governor on its proceed- biennial
to Departnent of ings.

Commerce)
66-G4 Virgiiia War Memorial Required to submi® a bienniai No chanae

Commissinn

report on its activities.

Vs
(@2}



Code of Virginia

Authcrity

“or Repert.

Agency

bes cription of Report

Prediniinary
Recommerde ticns

£9-106.8

lu-21.9

$16-186

£10-27C

FihL1-144
Lee 1-17
=79

V0G0 7

Vircinia Trcdependence
Bicentennial

Cave Comriission
(assianed %o Depart-
ment of Corservation
and Economic Levelop-
ment)

Cemmissiorn on Cutdocr

Kecreation

Virginia Cutdoors
Foundation

Council on the
Fnvironnent
Virginia Fucl

Conversion nuthcority

Pierrinag District
Comriissions

Marine Resources
Commis~ion

Commission of Game
and Inlanc risheries

lecal Goverrments

Commissionr

Reguired to submit annual report
(Mote:  the VIPC was merged with
the Jamestown-Yorktown Founda-
tion in 1987 Appropriation Act.
Lecislation tc delete its
enabling statutes will be intro-
duced in 1983.°

Report annually on the status of
Vvirginie's caves and the activi-
ties of the Commission.

Submits biernial report on the
activities and vecommendations
of the Commicsion.

Suhrmits annuai financial state-
ments and brief, narrative
cescriptior of activities.

Cubmits its recemmendations,
updated ¢rnually, on policies
ey environmental protection and
reporis on effects of existing
palicies.

Submits arnual report to Goverror
and Gereral Asserbly on its
activities.

Submit anrual reports to
member iocal governments
(interral reports;.

Reports bicrrially onr
activitics, including finarcial
status ana condition of
industries under the Commission.

Submits arnual financiad
statements, revenues and dis-
hursements, etc.

Raport annually to the Commis-
sioner, CCIF, who subriits the
reports to certain General
Nssembly conmittees.

17

Elimir.ate

Amend to
Biennioi

Nio- L
N Crange

Amend to
biennial

Amend ta
biennial

Amend to
hbiennial

Mo chance

Mo change

No change

Retain annrual
repcrts but
amend sub-
mission to
Gereral Ac-
sembly to
bieririally



Code of Virginia

Authority
for Report

Agency

Preliminary

Description of Report

Recorimendations

§3€-55.51

§60.1-4

54G.1-6(6)

654-1.26.B.3,
654-1.33

[u——

§5G.1-273

562.1-44.4C

§62.1-44.88

§62.1-65

£62.1-69.10

Virginie Housing
Gevelopment Authority

Department of Labor

andg Industry

Department of Labor
and Industry

Department of Commerce

Department of Housing
and Community Develop-
mert

State Water Control
Foard

State Water Contrel
Board

Potormac River Basin
Commission

Cheaspeake Bay
Commission

Submits annual financial state-
ments ard schedule of bends.

Submits arnual statistical
compilatiors of data from each
of DLI's divisions.

Annual report reaquired which is
now met in above report (no
edditional report prepared).

Requires
Board of

annual report from the
the Department;
reauires annual report on
finances of each Board under the
Department (one combined repert
is now submitted).

Requires annual report on
activities under the Urban
Enterprises Zone Act. (This is
a new activity in FY 82 and no
annuai report has been filed.)

RKequires annual ground water
report.

Requires arnual report cn water
resources.

Report from multi-state body.

Report from multi-state body.

No change

No change

Eliminate

Amend to
biennial

Eliminate

Fliminatc

Eliminate

Nc change

No change

Agencies with nc statutory annual or biennial reporting requirement:

Commission on Local Government

Department of Conservation and Economic Development
Division of Industrial Development '
Gunston Hall
Jamestown-Yorktown Foundation
MiTk Commission
Pesticide Advisory Committee

Plant Pollination Advisory Committee

State Air Pollutior Control Board

State Seed Potato Commission

Vircinia Historic Landmarks Commission

Virginia Marine Products Commission

Virginia Soil and Water Conservation Commission

18



Code of Vircinia
ruthority

for Repert Agency

ELUCATION

Pre

PECOmmenaa L iansg

Descrirticn of Report

e vy

Article T11, finard of Fducation
&5, Consti-

tution of

Virciria

$72.1-726.1 Southerin Growth

Pclicies Beoard
~f the States
Instituticns of

Hicher Educetion

Er3-9.6:)0 Stete Counci? of

Highey Lducatieor

AT Poavias of Visitors
ot Ipstitutions ot
bacher Education

Ecducation Commissinnm

Boards cf Viciteis of

Fequirca *6 repnrt annually on
the status of pubiic education
in Virginia ancd or Tocal com-

pliance with the Stardards of

fuality,

Rergre from a rulti-state
bedy.,

Feport from a rulti-state body,

Requires aanual repcrt from

eack state institution of hirhey
eduycation an its ectivities fo
tre State Ceouncil of Higher
Education of Viraginia (interis’
reports ).

Requires hiennial repert to
fovernor and Ceneral Assenmbly,
consisting of a two-vear plar
outtining future needs ancd
requirements at Gnctitutiors of
higher education.

Requires repert containing
tivarcial aralysis to be submit-
ted tno the Governoy - &t such
tipes as¢ he yrequires - ¢n the
czpital projects at each
inctituticn. (Note: the
statute does not require an
annual repert to the Covernor
but these are now submitiecd
armually.)

Ho chonoo

'

Ho chizngn

co chanae

TR S b e
Honia e’

Ho o change
Mo charme*

The nunevous reperdtine requivenernts for Rearas of institutions of hidher educatien

Sheydd he consolidated dnte ene provicior which recuires them to provide to SCHLV

their arrual fivacial staterirts and such cther infovation as

necescary,

SCHEV dearm



Code of Virginia

Authority Preliminary

for Report Agency Description of Report Recommendations

§23-30.36 Virginia College Requires annual report to the Amend to
Building Authority Governor. The Authority, which "as needed"

is made up of the Treasurer, the
Comptroller and other state
officials, uses the reports gen-
erated by the trustee bank to
fulfill this requirement. The
reports, consisting of institu-
tions' operating and financial
statements, are generated as
needed prior to issuance of
bonds. No annual report as such
is prepared by the VCBA.

§23-38.10:5 Institutions of Requires each institution to Eliminate*
Higher Education file an annual statement with
SCHEV on the number and value
lToans made (internal reports).

§23-102 Virginia Military Requires Treasurer, VMI, to make Eliminate
Institute detailed, annual report of his
accounts to State Board of Ed-
ucation to be submitted by the
Board to the General Assembly.
(Note: currently this report
is not being made.)

§23-111 Virginia Military Requires Board to inspect Eliminate
Institute annual public arms and other
property atf the arsenal and to
report findings to Governor, who
will submit them to the General
Assembly. (Note: currently,
this requirement is not being
complied with specifically.)

§23-135.7:9 Virginia Water Requires annual report on Eliminate
Resources Research Center's activities during pre-
Center vious fiscal year, as well as

revenue and expenditure data
(also meets a federal
requirement for annual
report).

* The numerous reporting requirements for Boards of institutions of higher
educations should be consolidated into one provision which requires them to
provide to SCHEV their annual financial statements and such other information as
SCHEV deems necessary.
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Code of Virginia

Authcrity Preliminary
for Report Agency Description of Report Recommendations
§23-135.7:13  Advisory Conmittee t¢ Requires annual report to Amend to
Virginia Mater Governor and General Assembly on  biennial
Resources Research the status of water resources,
Center problems, and issues; the need
for research and extension
activities; and the need for
funding.
§23-227 Virginia Community Requires annual report on the Amend to
College System operations of the system. biennial
§23-253 Science Museum Requires Museum to report Eliminate
arnually to the State Board of
Education, with the information
summarized in the report of the
Superintendent of Education
(internal report).
§23-256 Virginia Schoo's for Requires annual statisticai re- No change
the Deaf and Blind ports to be submitted to the
State Board of Education, such
information to be summarized in
the annual report of the Super-
intendent (internal report).
§23-264 Post-Secondary SCHEV, which is the designated Eliminate
Education Commission Commission for Virginia, is re-
(SCHEV) guired to submit an annual re-
port, in compliance with federal
requlations, to the federal
government and the Governor,
describing its activities in
administering federal funds and
programs.
§28.1-199 Virginia Institute of Requires the Institute to report Eliminate*
Marine Science annually on its findings and
(operatas under the recommendations to the Governor
College of William and General Assembly.
and Mary)
842.1-16 Virginia State Required to report annually on Amend to
Library its activities, operations, and biennial

*

needs.

This should be subsumed into the one reporting requirement for all Boards.



Agencies with no statutory requirements for annual or biennial reports:

Department of Education (publishes annual report on the
Department's activities)

Commission for the Arts (publishes annual report and will
publish first biennial report in 1980-82)

State Certified Seed Commission (assigned to VPI&SU Extension
Division)

State Education Assistance Authority

Virginia Education Loan Authority (prepares annual report
to meet federal requirements and investor needs but this
is not submitted to the Governor or General Assembly)

Virginia Museum of Fine Arts

Virginia Public School Authority

Virginia Truck and Ornamentals Research Station.

Note: Institutions of Higher Education:

0f the 14 four-year institutions, 3 prepare annual reports which go
to the General Assembly. Of the remaining 9, several prepare
annual reports which do not go to either the Governor or General
Assembly. ATl dinstitutions submit annual financial statements, as
required by the State Comptrollers' Directive No. 4-82, and meet
the other specific reporting requirements (e.g., §§23-2, 23-22,
23-38.10:5) but the statutes do not require an annual/biennial
report from the Boards or President to the Governor or the General
Assembly.
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HUMAN RESOURCES

Code of Virginia

Authority Preliminary

for Report Agency Description of Report Recommendations

§2.1-373 Department. for the Required to report biennially to Eliminate
Aging the Governor and General Assem-

bly en its activities. (Note:
the agency is requesting the
1983 General Assembly to delete
this requirement.)

§2.1-559 Agencies Using Requires agencies using volun- Eliminate
Volunteers teers to submit yearly state-
ments on their use per §2.1-2
(Does not specify to whom
reports go and ncr does §2.1-2;
no reports have ever heen sub-
mitted, as far as the Division
of Volunteerism knows).

§2.1-586 Department of Reha- Requires Department to report Amend tc
bilitative Services annually to the Governor on all biennial
gifts and donations (this is
drawn from agency's audit and
is available upon request.)
(Note: the Department also
prepares a general annual
report for which there is no
statutory requirement and which
is submitted to the Governor.)

§6-119 Commission on the Reports biennially to the Gov- No change
Status of Women ernor and General Assembly on
its recommendations and findings.

§9-143 Virginia Develop- Requires the Council to submit, Eliminate
mentally Disabled at least annually, its state
Planning Council plan to the Governor for approvai

prior to its being forwarded to
the Secretary of Health, Education,
and Welfare (sic).

§9-152 Migrant and Seasonal Requires the Commission to re- Amend to
Farm Workers Commission port annually to the Governor biennial
(assigned to the and General Assembly on its
Virginia Employment work. (The Virginia Employment
Commission) Commission reports in a l-page

memo on the Commission's
activities and fiscal data.)
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Code of Virginia

Authority Preliminary
for Report Agency Description of Report Recommendations
§9-165 Virginia Health Required to report annually to Amend to
Services Cost Review the Governor and General Assem- biennial
Commission bly on its fiscal and general
operations.

§21-179 Sanitation District Both annual reports are required Consolidate

§21-259 Commissions to show expenditures and rev- into one
gnues and operating activities biennial
of the Commissions. One is sub- require-
mitted to the Governor and local ment
governments; the other is also
submitted to the State Health
Commissioner.

§32.1-14 Department of Health Annual reports on vital Retain
statistics and on the activities vital sta-
of the Department's bureaus/ tistics;
divisions (previously published eliminate
as one report; now two reports). other

§32.1-238.1 Mid-Atlantic Inter- Report from multi-state body. No change

state Low-Level
Radioactive Waste
Management Compact
§32.1-238.6 Southeast Interstate Report from multi-state body. No change
Low-Level Radioactive
Waste Management
Compact.

§32.1-245  Department of Health Requires annual report on the No change
status of control of toxic
substances in Virginia.

§37.1-27 Department of Mental Requires annual report on sta- No change

Health and Mental tistical information on Depart-
Retardation ment's operations for the
Governor and General Assembly.
§37.1-218 Department of Mental Requires annual report describ- Eliminate
Health and Mental ing the resources within the
Retardation state for prevention and treat-
ment of alcoholism for use in
determining services needed.
§54-955.1 Commission of Health Requires annual report from Amend to
Regulatory Boards Commission on activities of biennial

Department to Governor and
General Assembly.
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Code of Virginia

Authority Preliminary
for Report Agency Description of Report Recommendations
§54-367.11(L) Board of Nurses Requires individual annual Eliminate
§54-379 Board of Optometry  reports from each board to the
§54-524 .20 Board of Pharmacy Governor on its fiscal and

(all three Boards operating activities.

operate under the
Department of Health
Regulatory Boards)

§60.1-34 Vircinia Employment Requires annual report to Gov- Amend to
Commission ernor on operations and admin- biennial
istration of agency. Provides
comparable, statistical record
of agency activities. (VEC has
already changed to publishing
it on a2 biennial basis.)

§63.1-13 Department of Social Requires annual report to the Amend to
Services Governor showing mcney paid out, biennial
number of persons receiving
assistance, etc. (Already
changed to biennial basis.)

§63.1-56 Department of Social Requires annual report on the Eliminate
Services operation of foster care
services by local boards.
(Currently, this is published
as a part of the report required
by §63.1-13.)

§63.1-82 Virginia Department Required to submit an annual Amend to
for the Visually report to the Governor on money biennial
Handicapped paid out and number of clients
assisted.
§63.1-85.4(e) Virginia Council for Requires Council to report Amend to
the Deaf arnually to the Governor on its biennial

programs, their progress and re-
sults. (Currently published as
one issue of their quarterly
newsletter. )

§63,1-248.7 Department of Social Required to submit annual com- Eliminate
Services (Child pilation of data from local
Protective governments on child abuse.
Services Unit) (Agency now summarizes these

data in the report established
under §63.1-13.)
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Code of Virginia

Authority Preliminary
for Report Agency Cescription of Report Recommendations
§63.1-295 Piiot Program for Requires Governor to review Eliminate
Delivering Human annually pilot programs for
Services human services in counties and

cities and repert findings to
General Assembly. (Program has
been relatively inactive - only
2 since 1977 - and is monitored
by DSS.)

Agencies with rc annual or biennial statutory reporting requirements:

Division for Children (has published one report on the
four-year operation of the agency)

State Advocacy Gffice for the Developmertally Disabled
(prepares annual report to meet federal reporting
requirement)

Yirginia Board of Dentistry

Virginia Board of Funeral Directors and Embalmers

Virginia Board of Veterinary Medicine

Virginia State Board of Medicine

Virginia Division of Volunteerism (prepares an annual
report)

Nete: The Wocdrow Wilson Rehabilitation Center falls under
Department of Rehabilitative Services which includes
information on the Center in its annual report.



Code of Virginia

Authority

for Report

Agency

FUBLIC SATETY

Description of Report

Preliminary

Reccmrmendations

§4-13

§4-21(b)

§9-155

§9-168H

£9-186B

653.1-14

Mol
N
w
[
!
(O8]
—

%53.1-139

§53.1-214

Virginia Department
of Alcoholic Beverage
Controi

Alcoholic Beverage
Control Commission

Department of Fire
Prograrms

Department of Criminal
Justice Services

Department of Criminal
Justice Services

Department of State
Police

Department of
Corrections

Department of
Corrections

Department of
Corrections -
Virginia Parole Board

Department of
Corrections

Required to file annual report
with Governor and General
Assembiy with detai‘ed financial
statements.

Required to submit its anriual
audit to the Gereral Assembly.

Required to report annually to
the Governor and General
Assembly on its activities.

Requires Roard to report
annually to the Governor and
General Assembly.

Required to repnrt annually to
the Governor and General
Assembly on resuits cf audits of
local criminal justice agencies.

Required to prepare arnual Uni-
form Crime Reports (statistical
data on state crime). Also pre-
pares an annual report on its
major activities and accomplish-
ments for which there is nc
statutory requirement.

Required to submit arnual report
on its activities and expendi-
tures.

Required to repcrt annually on
leases, mining activities, ctc.,
on Department-owned land (cur-
rently included as a part of
report required under §53.1-14).

Required to submit an annual re-
port on the activities ¢f the
Board.

Recuired to report to Governor
regarding the restoration of
qgood conduc* allowance.

No chanae

No change

Eliminate

Amend to
biennial

Amend to
biennial

No change

Armend to
biennial

Fliminate

Amend to
biennial

Eliminate



Agercies with no arnual or biennial statutory reporting requirements:

Commonwealth's fttorneys' Services and Training Council

Division of Capitol Police

Rehabilitative School Authority (prepares annual report
for Board)



TRANSPCRTATICH

Code of Yirginio

Authority Prelimirery
for Report Agency Description of Report Reconmendations
§2.1-33€ Southern States Ropert from multi-state body. No change
Frnergy Board
§18.2-171.1(d) Department of Reperts annuaily to Goverroer and  Elininete
Transportation Gereral Assembly on acticns
Safety taken for the alcohol safeuny

action program, operatcd in con-
Junction with local governments
and MH&MR.

§32.1-309 Commissions for Requirec to submit anruel He change
Toll-Financed repcrts to the Covernor and
Highways,Turnels General Assembly on their
and Bridges financial ard operating s*ate-
ments.
§33.1-396B.2 Department of Trans- Required to report annually to Eiiminate
portation Safety the Governor and Genera!

Assembly on the status, progress
and prespects of highway sefety.

§44-23 Department of Requires Aaiutant General to Eliminate
Militery Affairs report annually to the Governor
and Gericral Assembly.

346.1-308.2 Virginia Equipment  Reports trom multi-state bocies. Nc change
Safety Commission
arid Vehicle Fauipment
Safety Compzct

§5¢-4.2 Givision of Motor Required to submit arirual No chanae
Vehicles eccident reports to State Police
(internal report). (No report-
ing requirement but does prepare
biennial compilations of sta-
tistical data.)

Agencies with no statutory requirement for annual or biennial reports:

Department of Aviation (prepares biennial report on agency
activilies)

Department of Highways and Transportaticn (prepares
annual report on agency activities)

Office of Emergency Services (prepares arnual report ic
meet federal requirements)

Virainia Port Authority (prcpares annual report on
financial activities)



APPENDIX B

General Code of Virginia Secticns Relating to Annual/Biennial Reports.

§2.1-2. Furnishinc biennial reports; governor authorized to
require arnual reports. - Notwithstanding any other provision of law,
the heads of departments, divisions, institutions and agencies of the
Commonwealth which, prior to July 1, 1982, have been required to furnish
annual reports cn or before October 20 of each year, shall hereinafter
furnish their reports biennially. Such biennial reports shall be
furnished to the officer to whom they are required to be made on or
before October 20 of each even-numbered year. The Governor, in his
discretion, may require an agency to furnish an annual report. (Code
19506, §2-2; 1966, c. 677; 1982, c. 369.)

§2.1-467. Distribution of annual or biennial reports. - A. Unless
otherwise provided by law, the Division of Purchases and Supply shall
cause to be distributed by the reporting departrment, agency or
institution, the printed volumes of annual or biennial reports as
follows:

1. One or more copies to the Governor, as he may direct;

2. Ore copy to the President of the Senate;

3, 4. [Repealed.]

5. Twenty copies together with such additional copies as may
be necessary for exchange purposes tc the State Library;

6. One copy to the Clerk of the Senate for the use of the
Senate and one copy to the Clerk of the House of Delegates for the
use of the House.

7. Such number of copies to the Law Library of the University
of Virginia as may be designated by the Law Librarian, pursuant to
§2.1-540 of the Code of Virginia; and

8. One copy tec the Division of Purchases and Supply,
Department of General Services.

B. The Division of Purchases and Supply shall distribute to
all legislators and agency heads a list of state agencies for the
purpose of selecting those agencies whose reports they wish to
receive. The Division shall also make provision on the list for
individuals to specify the types of agency reports they wish to
receive, including annual or biennial, recurring, major or all
reports. Agencies shall be informed by the Division as to those
individuals who wish to receive their reports and should limit the
distribution of their reports accordingly.

C. Any member of the General Assembly or agency head may at
any time file with the Division of Purchases and Supply a request
that he not be sent reports from agencies named by him and that his
name be deleted from the mailing lists of such agencies. The
Division shall notify all agencies involved.

D. State agencies shall update their mailing lists annually
and shall Timit the quantities printed to the reasonatly
foreseeable demand. (Code 1950, §2.1-265; 1966, c. 677; 1972, c.
4945 1977, c. 6723 1982, c. 240.)



APPENDIX C

Excerpts from Agency Prccurement Manual, prepared by the Department of
General Services, Division of Purchases and Supply.

5.
5.1

5.2

5.3

5.4

PRINTING
Authority

Section 2.1-458 of the Code provides that the Division is
responsible for the procurement of all public printing, except as
the Division may otherwice provide. This section does not preclude
in-house printing, but a State agency may not purchase printing
frem another State agency without approval from the Division. In
addition, Section 2.1-465 of the Ccde authorizes the Division to
establish criteria and procedures to obtain economical operaticrn of
all State printing facilities.

Requisition

A1l printing needs which cannot be met in-house, are not on
contract or exceed $200 must be submitted to the Division on the
Printing Purchase Requisition, CPS Form 2P, App. I, Ex. 3. The
form is used to trarsmit information needed by the Divisior in
preparing the specificaticns for a job. The requisition should
state clearly and distinctiy the description of the work, the
gquantity, and the time delivery is desired.

Procurement Policy

Upon receipt of a Printing Purchase Requisition, the Division
must select the source. Scme jobs are assigned to the printing
shop of the Lepartment of Corrections (Corprint). The balance are
procured from private vendors. Assignment to Corprint is
determined by the complexity of the job and delivery requirements.
For jobs between $200 and $1,000, the Division uses unsealed
competitive bids. For all printing jobs over $1,000, the Division
uses sealed competitive bids.

The Division establishes caontracts for printing. Where such a
contract is available to an agency, it must procure the printing by
issuing an Agency Purchase Order in the same manner as purchasing
on other contracts.

Lead Time

Section 2.1-460 of the Code requires the Division to use
competitive bids wherever practicable for the procurement of
printing. Approximately three weeks are required to prepare
specifications, solicit bids, and make awards. To this must be
added the production time required by the successful vendor, and
any time required for the agency to review the proof copy. A good
rule of thumb would be tc allow at least six weeks between the date



the requisition is submitted and the date of desired delivery for any
large jobs.

5.5 Emergency Procurement

5.

6

[t is inevitable that an agency will occasionally require
delivery of printing in less time than described in the preceding
paragraph. Agencies are not authorized under any circumstances to
purchase printing in excess of $200 directly from vendors. The
Division will dc all that it can to accommodate an agency with a
bora fide need, including dispensing with competitive bidding under
appropriate circumstances. The Division will not extend this
assistance if this provision is abused by submitting an inordinate
numher of "emergercy" requisitions. Any request for printing to be

procured 2s an emergency must be endorsed by the agency head, and
be accompanied by an explanation of the nature of the emergency,
including any reason the requisition was not submitted in a timely
manner,

Suggested Vendors

Agencies are encouraged to request that Invitations to Bid be
sent to designated vendors. These should be Tisted in the
requisition or in an attached sheet. The vendors named will
normaily be sent an Invitation to Bid, but are granted no other
preference. The Division cannot honor a request that a particular
vendor not receive a job if the vendor is in good standing.

Additional standards and specifications are included in subsequent
sections of the Manual, listed below.

OO OO oo,

.7
.8
.9
.10
1
.12
.13

Ink

Paper

Paper Sizes

Graphic Design, Artwork, and Composition
Forms Design, Vendor Assistance

Overruns

Business Cards
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