
May 21, 1965

MEMORANDUM FOR COMMISSIONER KEPPEL

SUBJECT: ESTABLISHING A CAPABILITY FOR INTERNAL MANAGEMENT REPORTING

1. Need for an improved management reports system in the Office of Educa­
tion

Under the present internal reporting system in the Office of Educa­
tion, a great deal of financial and performance data is generated, 
but it is not brought to focus in a way to make it most useful for 
management purposes, especially at the Commissioner and Deputy Com­
missioner level. Generally speaking, existing reports are volumi­
nous, poorly organised, informal, and subject to interpretation for
the most part only by budget or fiscal people. They are inadequate, 
we feel, for the managers of programs involving expenditures approx!
mating $3% billion annually, and likely to increase in the future.

As was discussed at the last meeting of the Executive Group, thia is 
an area which is in need of some prompt action to bring about, as 
soon as possible, a means of Informing top management on a current 
basis as to the financial and performance status of their programs 
ao that problems may be identified and corrective action taken as 
may be necessary. Steps have been already initiated in this re­
spect.

2* Framework of an improved management reports system.

We recommend that a management reports system be developed by the 
Office of Administration. In doing this, the Office should:

a. Work with the managers of OE activities and subactivities, 
on a continuing basis, to develop jointly with them the
kinds of financial and performance reports which they need 
for their particular area of responsibility, especially in 
terms of comparing actual progress with the financial and 
operating plan as the fiscal year unfolds and currently 
identifying any "trouble spots" that may be developing.

b. Arrange for the receipt of those financial and performance 
facts from the Financial Management Branch or other or­
ganisational entitles in OK that are necessary to prepare



report*, per a., above, and either tteattlm preparing 
such reports, or cessing them to he prepared, promptly 
at the close of sash month.

c. determlns areas where program ar activity reports are 
needed to enable you and the deputy Commissioner to keep 
abreast of event* and currently informed of developing 
problems, or trouble spots, in the Office of education.

d. Develop such facilities, as may be appropriate (graphic 
or otherwise), for formal executive review and discussion 
of ths status of OS activities, and arranging for such 
reviews at periodic intervals, preferably monthly for 
those programs which are expanding rapidly.
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We have not developed the kinds of reports that should be employed. 
As a minimum, however, we think there should be prepared promptly 
at the beginning of each month a "Report on Program Implementation 
which would compare actual experience against the financial and 
operating plan. Significant deviations from the plea should be con­
cisely explained, including (1) the reason for the deviation and 
(2) what has been done, or will be done, to get "back an the track."

There are different techniques for carrying out the monthly execu­
tive review of the statu* of program Inplementatloa, ranging fro® 
submission of concise, informative, simple, and readily understand­
able, written reports to top management on up to the outfitting of 
a special briefing room with visual aids, such as the one in the 
Veterans Administration. The techniques to bo used will depend upon 
the personal desires of top management officials and, again, this 
is a natter that will have to be worked out by the people having 
responsibility for reports management. The availability of AD? 
capacity to handle varied data quickly will facilitate a good re­
porting system.

we believe that the program managers—normally the Bureau Directors— 
should be responsible both for explaining the status of Implementa­
tion of plans, with special emphasis on problems, and taking or pro­
posing necessary corrective action. The administrative side of the 
boose should assist than by giving then the information they need, 
but there should be a full acknowledgment and acceptance of their 
management responsibilities, including responsibility for the finan­
cial aspects of their programs.



Commissioner Keppel

Technical M»UtM>ct

cc:

Ta obtain a quick upgrading of the OE management report# and fa- 
cilitiea. we think it would be advisable to arrange for a detail 
of an employee who is familiar with management reporting systems 
That employee's mission would be to assist the Office in developing 
a total management reports system along the lines described herein. 
We are prepared to arrange for this, if you feel it would be a de­
sirable course of action.

(Signed) Dwight A. ink

Dwight A. Ink, Chairman
White House Task Force on Education

Mr. Ink 
Mr. Oganovic 
Mr. Schulkind 
Mr. Jasper
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