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Select Committee on Congressional 
Operations #SF055@ 

House of Representatives / ' 

Dear Mr. Chairman: 

In response to yourrequest of October 31, 1978, we 
reviewed the operations of 10 executive branch legislative 
liaison offices (LLOs). In addition to determining the 
roles and tunctions of LLOs, we identified several practices 
and procedures which we believe all LLOs should consider 
adopting to further assure that responses to congressional 
inquiries are timely and substantive. 

The LLOs' function is to help in the awareness, under- 
standing, communication, and cooperation between the Congress 
and the executive branch on matters of mutual interest. Al- 
though a large portion of LLOs' workload consists of managing 
and assuring responses to congressional inquiries, no compre- 
hensive Government-wide guidelines exist to guide this impor- 
tant aspect of their operations. 

We have prepared and included as enclosure I a document 
entitled "Guidelines for the Effective Management and Opera- 
tion of Executive Branch Legislative Liaison Offices." As 
requested by your staff, we obtained written comments on the 
Guidelines from the agencies included in our study. The 
comments received are included as enclosure II. 

Generally, the agencies expressed agreement with the 
Guidelines. For example, the Assistant Attorney General for 
Legislative Affairs said: 

"We found the guidelines a useful and comprehensive 
description of the various functions of an Executive 
Branch Legislative Liaison Office. In general, we 
are in agreement with the contents of these guide- 
lines and believe that their observance could help 
improve the effectiveness of legislative liaison 
offices." 
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The Chairman of the Federal Communications Commission noted 
that: 

. 

'I* * * the initial sections on 'Background,' 'What 
LLO's do,' and ‘Nature of congressional inquiries' 
together constitute one of the best written'su,9- 
maries of this important professional specialty 
which we have seen." 

. The Chief of Legislative Affairs, U.S. Navy, said: 

"The Guidelines provide an excellent basis for 
LLOs to evaluate the effectiveness of their 
organization." 

The Secretary of Labor remarked: 

"I agree with many of your observations and want 
to emphasize that it is particularly important 
that there not be a rigid pattern for Agencies 
dealing with these activities in that much de- 
pends on the size of the Agency as well as the 
size and quality of the staff involved in legis- 
lative liaison activities." 

Some of the other agencies expressed the view that 
certain suggested practices and procedures would not be 
applicable or useful for their LLOs. We have stressed in 
the Guidelines that they are not necessarily all inclusive 
or applicable to every executive branch LLO. LLO systems 
and procedures for managing responses to congressional 
inquiries should be tailored to the differing types and 
volumes of inquiries received, the size, nature and diver- 
sity of departmental program organizations and operations, 
and the varying roles and functions assigned to LLOs at 
different organizational levels. The practices discussed 
in the enclosed Guidelines should be viewed therefore in 
light of these and possibly other considerations. 

We also asked each LLO to complete a questionnaire to 
determine the extent to which they follow the practices and 
procedures contained in the Guidelines. A copy of the ques- 
tionnaire which includes a composite of the agencies' re- 
sponses and a summary of the questionnaire results, by 
agency r are included as enclosure III. In addition, a sum- 
mary of various characteristics of the LLOs is included as 
enclosure IV. 
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We plan no further distribution of this at this 
time. However, we. will be in contact with your o ice later 
to arrange for release of the enclosed Guidelines. 

Comptroller General 
of the United States 

Enclosures - 4 
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ENCLOSURE I 

BACKGROUND 

ENCLOSURE I 

Executive branch departments and some large agencies, 
bureaus, etc., within them have established legislative 
liaison offices (LLOs) to help in the awareness, under- 
standing, communication, and cooperation between the Con- 
gress and executive branch on matters of mutual interest. 
LLOs are responsible for providing information and assist- 
ance to the Congress and to executive department and agency 
officials. They must maintain close working relationships 
between members of the Congress and their staff and execu- 
tive branch representatives. 

LLOs serve as executive department representatives on 
the Hill and seek to create a favorable climate in the Con- 
gress for the policy and legislative initiatives of their 
organizations. On the other hand, LLOs often serve as 
congressional representatives in executive departments 
seeking departmental receptivity to congressional initia- 
tives to promote constructive compromise in areas where 
congressional and departmental views differ. 

LLOS' duties 

Duties usually assigned to LLOs include: 

--Providing members and committees of the Congress 
with information concerning executive branch actions, 
plans, and programs which might appreciably affect 
their respective State, district, and committee 
responsibilities (e.g., grant and contract awards, 
installation establishments, closures, reductions 
or expansions, etc.). 

--Recording and responding to or coordinating responses 
to telephonic and written inquiries received from 
members of the Congress and their staffs on policy, 
legislative, and constituent matters. 

--Presenting and clarifying for members of the Congress 
departmental views and priorities on policy and leg- 
islative matters and likewise keeping departmental 
officials informed of congressional views and prior- 
ities. 

--Supervising, coordinating, and arranging the presen- 
tation of formal statements, testimony, briefings, 
and reports to members and committees of the Congress 
by executive personnel. 
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--Developing, coordinating, and processing departmental 
actions related to proposed legislation, executive 
orders, or Presidential proclamations. 

--Monitoring and evaluating the content and status of 
proposed legislation and advising departmental offi- 
cials thereof. 

--Resolving intradepartmental differences on legisla- 
tive matters. 

--Identifying areas of compromise between congressional 
and departmental positions on issues. 

A large portion of LLOs' workload is the management and 
response to written and telephonic congressional inquiries. 
Estimates of the number of written congressional inquiries 
received annually by 10 LLOs ranged from approximately 2,000 
to 145,000. Telephonic inquiries ranged from an estimated 
3,500 to 104,000 annually. 

Nature of congressional inquiries 

Written and telephonic inquiries received by executive 
branch LLOs from congressmen or their staffs are commonly 
categorized as either (1) constituent or casework inquiries 
or (2) policy and legislative inquiries. 

Most constituent or casework inquiries, though received 
directly from congressmen or their staffs, originate with 
private citizens. Constituent inquiries usually concern 
executive branch actions affecting an individual or group of 
individuals, such as veterans, servicemen, social security 
claimants, Government employees, and welfare recipients. 
Subjects of inquiries might include 

--loss or nonreceipt of Veterans Administration or 
social security benefit checks, 

--status of license or grant application, 

--eligibility requirements for Federal assistance pro- 
grams, 

--disputes of regulatory actions, and 

--location of individual servicemen. 
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Policy and legislative inquiries originate with and 
come directly from congressmen and their staffs. General 
areas of inquiry include 

--program implementation and results, 

--budget justification, 

--proposed program and legislative initiatives, 

--existing or proposed regulations, and 

--draft legislation. 

Generally, department level LLOs receive and respond di- 
rectly to inquiries involving policy and legislative matters 
and major agency or bureau LLOs respond to constituent in- 
quiries received directly or delegated to them from the de- 
partment level LLO. In many executive departments, agency 
or bureau LLOs also provide back up and other support to de- 
partment level LLOs respondi-ng to legislative inquiries. 

The staff in most department level LLOs are political 
appointees with several years of Hill experience. The staff 
in lower level agency or bureau LLOs are generally career 
civil servants with experience as agency or bureau program 
officers. 

OBSERVATIONS ON THE MANAGEMENT 
AND OPERATION OF LLOs 

To further assure timely and substantive responses to 
congressional inquiries, all LLOs should consider adopting 
the practices and procedures that were observed at selected 
LLOS. The following observations are not necessarily all- 
inclusive nor applicable to every LLO. LLO systems and pro- 
cedures should be tailored to the differing types and volumes 
of inquiries received; the size, nature, and diversity of 
departmental program organizations and operations; and the 
varying roles and functions assigned to LLOs at different 
organizational levels. The practices discussed below should 
be studied in light of these and possibly other relevant con- 
siderations. 

Detailed practices and procedures related to the fol- 
lowing aspects of responding to congressional inquiries are 
discussed in the remainder of these guidelines. 

--Delegating and referring inquiries. 
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--Guiding congressional contacts. 

--Assuring timely responses. 

--LLO staff experience and training. 

--Attitudes toward congressional relations. 

Delegating and referring inquiries 

LLOs need not prepare all responses to congressional 
inquiries. Many inquiries received by LLOs can be ade- 
quately responded to by program offices without LLO involve- 
ment. Whether an LLO responds to an inquiry or assigns the 
task to another agency office for direct response or prepa- 
ration of a response should depend on (1) the nature of the 
inquiry and (2) the LLO's confidence that the agency re- 
sponse to the inquiry will be adequate and timely. 

Some inquiries, for example, require detailed knowledge 
of agency or department program operations. Direct assign- 
ment of these inquiries to program staff can lead to more 
timely and complete responses. Staff familiar with program 
details may more fully understand congressional questions, 
be able to explain data and clear up misconceptions, and 
provide detailed answers more quickly. LLO staff, on the 
other hand, may omit data due to lack of both understanding 
and ability to clearly present program details. 

Program offices should be given inquiries involving 
mostly factual data or noncontroversial policy issues-- 
well understood throughout the department or not easily 
misconstrued-- and these offices should respond directly 
with "information copies" for LLO files. Program offices 
should also be given casework-type inquiries and those 
involving the mere recitation of often-stated departmental 
and agency policies; these should require only minimal re- 
view by the LLO staff. 

All responses to the Congress involving controversial 
policy should be reviewed by LLOs to assure that they are 
complete, responsive, and agree with department or agency 
policy. Responses requiring extensive policy interpretation 
of program data and presentation of policy and legislative 
issues probably should be prepared by LLOs with input from 
the program offices. Other less policy-oriented responses 
could be prepared in draft by program offices and reviewed 
by LLOs before issuance. 
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Misconstructions and misconveyances of departmental 
position and policy may result from inappropriate assign- 
ment to program staff of inquiries involving broad policy 
issues. Some inquiries/responses involve a mixture of 
policy and program data and require presentation and/or 
interpretation in a departmentwide setting. Assignment of 
such inquiries to program offices for direct response would 
be inappropriate if the responses were to be prepared by 
staff too involved in program details to have a sufficiently 
broad perspective on policy issues. 

The ability of program offices to respond to policy- 
related inquiries can be enhanced if LLOs periodically meet 
and discuss policy issues with key program officials to 
further assure a clear understanding of agency/department 
positions. Such briefings can also assist LLOs in main- 
taining awareness and control over congressional communica- 
tions. Informed program office staff, for example, are 
more likely to know when they should involve LLOs in re- 
sponding to sensitive congressional inquiries received di- 
rectly. 

Avoiding inappropriate assignments 
or referrals 

Non-LLO personnel responsible for assigning response 
preparation and referral of phone callers should be trained 
in congressional relations and be familiar with departmental 
and agency program staff so they can decide whether program 
staff should be asked to respond directly to inquiries. In 
all cases, before making assignments or referrals, non-LLO 
personnel should be certain that they will be made to appro- 
priate personnel. If non-LLO personnel are unsure of the 
assignments or referrals they are making, they should be 
encouraged to check with senior LLO officials first. More- 
over, persons to whom referrals or assignments are made 
should be questioned regarding their familiarity with the 
substance of inquiries and their ability to respond. 

Non-LLO personnel assigning inquiries must be able to 
recognize those which cross program lines and require in- 
volvement of more than one respondent. Assignment of such 
inquiries to only one respondent may lead to incomplete re- 
plies. 

Records of inquiry/response assignments should be main- 
tained so senior LLO staff may review those which involve 
the subject matters and/or congressmen with whom they 
specialize. Assignments of inquiries requiring written 
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response should be reviewed right away to avoid wasted ef- 
fort on the part of inappropriate respondents and delay in 
the LLO's preparation and response. 

Guiding congressional contacts 

Congressmen and their staffs often make inquiries di- 
rectly to agency or bureau offices. If direct contacts are 
not made with knowledgeable sources, unresponsive and/or 
untimely replies may result. Incorrect contacts need not 
occur. Those that do may stem largely from failure of LLOs 
to provide congressional offices with information on appro- 
priate points of contact. 

Some LLOs want to receive and respond to all congres- 
sional inquiries and thus discourage direct congressional 
contacts with program staff. For example, some LLOs in let- 
ters of introduction to new members of the Congress list 
only one name and phone number--for the head of the LLO--as a 
reference for directing inquiries. Some other LLOs list all 
their staff members and the program areas they handle. Few, 
however, explain the nature of inquiries (policy, legisla- 
tive, budgetary, or constituent) appropriate for direction 
to LLO staff and few provide non-LLO contacts. Failure of 
LLOs to guide congressional inquiries can lead to contacts 
selected from phone books and perhaps numerous subsequent 
referrals which may or may not lead to appropriate sources. 

LLOs could assist congressional members by providing 
them with an "inquiry guide" which lists all LLO staff de- 
partmentwide and explains not only the subject matter but 
the type of inquiry appropriately directed to each. An 
inquiry guide might also list appropriate program office 
contacts for inquiries of a strictly factual nature. Avail- 
ability of inquiry guides can reduce the number of misdi- 
rected inquiries and incorrect responses and the time spent 
by LLOs in making assignments and referrals. 

Congressional phone calls are often referred to the 
first person or office number coming to the mind of the 
agency employee receiving the call. In addition to using in- 
quiry guides, all staff departmentwide should be instructed 
that when receiving direct congressional inquiries, particu- 
larly phone calls, it is the agency's or receiving person's 
responsibility to determine the appropriate point of contact. 
All department staff should be made aware of the LLOs' ca- 
pacity to identify contact points and be instructed to avail 
themselves of such assistance, if necessary, before refer- 
ring inquiries. 

6 



ENCLOSURE I ENCLOSURE I 

Assuring timely responses 

To assist in achieving the objectives of timely and 
substantive responses and of the LLO awareness of congres- 
sional interest, LLOs should establish mechanisms for re- 
cording and monitoring all written and substantive telephone 
inquiries received departmentwide or agencywide. Inquiries 
should be identifiable by date of receipt, response due date, 
inquiring congressional member and/or committee, constituent 
involved (if applicable), program or issue area, nature of 
inquiry (policy or case), point of receipt, and location of 
respondent or organization to which response assignment was 
made. Due dates should be established for both phone and 
written inquiries, and the LLO staff should be able to moni- 
tor responses by due date and locate responses in process 
at all times. 

When two or more organizations are involved in response 
preparation, the LLO should make a clear assignment of re- 
sponsibility for coordinating response preparation and 
establish deadlines for receiving response input by the co- 
ordinating office. Reviews of responses by offices not in- 
volved in response preparation should be limited in number 
and by time. Reports of past due and upcoming due responses 
should be prepared and used to remind responsible offices to 
complete response preparation. 

Receipt of written congressional inquiries regarding 
constituent matters should be acknowledged immediately in 
writing with some indication of when responses can be ex- 
pected. Such acknowledgements are considered vital by con- 
gressional offices because they provide congressmen with 
responses that can be immediately forwarded to constituents 
informing them that their problems are being handled promptly. 
Substantive interim replies should be prepared--preferably 
before the due dates-- for all inquiries which cannot be re- 
sponded to by established or negotiated due dates. Such 
replies should also be prepared for all inquiries which re- 
quire a long time to completely respond to (perhaps 15 days) 
even though inquirers may know this. 

The adequacy of telephone systems in LLO offices is 
very important. Phone calls are often urgent matters (i.e., 
matters that cannot wait for preparation of written in- 
quiries and responses). 

LLO phone systems should be set up to minimize the prob- 
ability of busy lines. When messages must be taken, recep- 
tionists should ask the nature of the call so that the LLO 
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staff can be prepared to respond when returning the call. 
All LLO staff should be urged to return calls promptly, and 
alternative provisions should be made to return calls made 
to the LLO staff who are out of the office for the day or 
longer. 

All written and substantive telephone inquiries and 
responses, whether case or policy oriented, should be cen- 
trally recorded for easy reference by the LLO staff. Files 
should be maintained so the LLO staff can review inquiries 
by congressmen, programs, and issue areas. 

The LLO staff should be familiar with the content of 
all substantive telephone inquiries, all written inquiries, 
and responses (including interim responses) involving policy, 
legislative, and appropriation matters, but not all casework 
type inquiries. Analysis of inquiries by issue area may 
identify areas of increasing congressional interest, areas 
needing more explanation to the Congress, and programs need- 
ing better administration. 

In many departments and agencies, automated equipment 
is used to log and track congressional inquiries and re- 
sponses. At one agency, for example, automated equipment 
is used for recording, filing, and referencing communica- 
tions and virtually all program data retrieval. 

Using automation for communications logging and track- 
ing may be justified based on large workloads. Workloads 
and the number and diversity of both agency programs and 
associated issues provide a basis for deciding whether 
automated equipment should be used for recording, filing, 
and referencing communications. 

Centralized computer retrieval of program data permits 
almost immediate response to many casework type telephone 
inquiries. Retrieval of all program data may not be fea- 
sible in some departments, however, because of the diversity 
of program operations. 

Departments and agencies having difficulty responding 
to inquiries in a timely fashion should consider automation 
and other system characteristics discussed in these guide- 
lines. Systematic procedures should be established for pe- 
riodic independent evaluations of the timeliness and quality 
of LLO and program office responses to congressional in- 
quiries. LLOs should request feedback regarding their re- 
sponsiveness from congressional offices. The program office 
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staffs and the LLO staff should assess systems for process- 
ing congressional inquiries and should take actions when 
necessary to improve their services. 

LLO staff experience and training 

LLOs should be staffed with individuals having either 
Hill or program experience, or both, to respond better to 
policy/legislative and constituent/casework inquiries. 

LLO staff members that have previously served on the 
Hill usually bring a sense of urgency to responding to 
congressional inquiries. LLO staff members with Hill expe- 
rience understand the nature of congressional office opera- 
tions and are usually familiar with the often unstated 
priorities which these offices place on inquiries. Being 
familiar with the legislative process, they may more easily 
recognize the significance of actions taken on pending leg- 
islation and can better assess the status and potential out- 
come of their departments' legislative initiatives. Such 
staff may be better able, therefore, to provide departmental 
officials with realistic assessments of congressional cli- 
mate which can be used to guide departmental/congressional 
negotiations. 

An LLO staff possessing intimate knowledge of depart- 
ment, agency, or bureau programs enables the LLO to respond 
quickly to constituent inquiries or those requiring strictly 
factual data. LLOs often receive inquiries requiring only 
the conveyance of such things as a general understanding of 
program origin, objectives, scope or magnitude, impact, 
methods of implementation, progress, and proposed changes. 
In answering this type of inquiry, as well as a constituent 
inquiry, staff with extensive program experience usually 
know immediately the appropriate source of information for 
a substantive response. 

LLO staff members working on constituent inquiries must 
be able to recognize responses which require policy input 
and those of which policy specialists should be made aware. 
Some responses to constituent inquiries, for example, re- 
quire an explanation of agency action in terms of governing 
policy. Other responses may require an explanation of ac- 
tions which deviate or appear to deviate from agency policy. 
Still other responses may concern agency actions in areas 
where policy is not firmly established. Responses to such 
inquiries may need to be worded so agency action is not 
construed as representative of established or existing pol- 
icy. 
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LLO staff members should be trained to maximize their 
capability to handle various requests for information in an 
informative, expeditious, tactful, and professional manner. 
As a minimum, orientation/training should provide instruc- 
tions on the agency's general policy regarding congressional 
relations: agency programs, objectives, and general adminis- 
tration; specific agency policy and position on legislative 
and programmatic issues currently of interest to the Con- 
gress and the agency; and general office protocol. 

Orientation for LLO staff members should include in- 
structions on the 

--roles and responsibilities of LLOs throughout the de- 
partment and the interrelationship that exists among 
them: 

--agency policy on the release of information to mem- 
bers of the Congress or congressional staff; 

--agency policy regarding congressional staff access 
to program personnel at headquarters and field office 
locations; 

--procedures for responding to policy/legislation and 
constituent/casework inquiries and differentiating 
between these types of inquiries; 

--procedures for receiving, recording, and responding 
to telephone inquiries; 

--procedures for referring written and telephone in- 
quiries to program personnel at headquarters or field 
office locations; 

--importance of responding within the established time 
frame; 

--LLO protocol regarding contacts made with members of 
the Congress or congressional staff; and 

--letterwriting format and style. 

The above list of training areas is not all-inclusive. 
Accordingly, each LLO should review its operations and deter- 
mine those functions which would benefit from staff orienta- 
tion and training. 
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Attitudes toward congressional relations 

The success of implementing procedures to further as- 
sure adequate response to congressional inquiries is largely 
dependent on the attitudes of both LLO and the program of- 

. fice staff toward congressional relations. Some LLO staff, 
for example, may view their role as primarily an advocate 
for executive department positions. They may limit infor- 
mation disclosure to the minimum required by congressional 
inquiries and only to such data as they believe will shed 
favorable light on their departments' performance. Some 
program personnel may be reluctant to deal with congres- 
sional inquiries because they fear either criticism of 
their performance or budget cuts or simply because they 
lack an appreciation of the need for give and take in in- 
formation exchange. Ultimately, top level management may 
not possess or convey a strong commitment to full coopera- 
tion between the Congress and the executive branch. 

Top level management may help coordinate departmental 
congressional liaison activities and further assure adher- 
ence to related policy and procedures by assigning responsi- 
bility for its department's overall congressional relations 
to a high level departmental official. In addition, it can 
include that official and other key LLO staff in meetings 
of top level departmental officials. Authority and respon- 
sibility for implementing departmental policy and procedures 
for congressional liaison should be assigned to a position 
high enough in the organization to command the influence 
and power necessary for exercising such authority. Assign- 
ment of responsibility for congressional relations to a high 
level official, such as an assistant secretary, demonstrates 
top management's concern for congressional relations. coop- 
eration between agency and department level LLOs is gener- 
ally enhanced when meetings of their staffs are chaired by 
an official possessing the stature of an assistant secre- 
tary. Coordination of departmental policy and legislative 
communications with the Congress can be helped when the 
chief departmental LLO official is a member of or at least 
a participant in meetings of departmental policy counsels 
and if he/she meets periodically with LLO, policy, and 
legislative staffs throughout the department. 

To increase the probability that congressional inquir- 
ies are handled appropriately, departmental policy and pro- 
cedures on congressional relations should stress the need 
for balance in LLO roles and the need for timely and sub- 
stantive responses to congressional inquiries. Policy and 
procedural guidance should be documented and distributed 

11 



ENCLOSURE I ENCLOSURE I 

to all staff. Overall policy should stress the importance 
of maintaining open communication and cooperation between 
the Congress and the executive branch. Procedural guidance 
should require strict adherence to such things as deadlines, 
acknowledgements, interim replies, response review and coor- 
dination channels, inquiry and response documentation, and 
criteria for referring and assigning congressional inquir- 
ies. 
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Mr. Allen R. Voss 
Director, Federal Personnel 

and Compensation Division 
Room 4000 
441 G Street, N.W. 
Washington, D-C. 20548 

Dear Mr. Voss: 

In accordance with your letter of January 29, 1979 we 
have completed the questionnaire and have reviewed the draft 
"Guidelines for the Effective Management and Operation of 
Executive Branch Legislative Liaison Offices." 

We found the guidelines a useful and comprehensive 
description of the various functions of an Executive Branch 
Legislative Liaison Office. In general, we are in agreement 
with the contents of these guidelines and believe that their 
observance could help improve the effectiveness of legislative 
liaison offices. There are a few areas which give us some 
problems. 

On page 9 it is indicated that LLOs should establish 
mechanisms for recording and monitoring all substantive 
telephone inquiries received department or agency-wide. 
We believe that selectivity should be exercised in deter- 
mining which telephone calls need to generate a permanent 
record of their contents and disposition. The person taking 
an incoming call, of course, keeps records concerning the 
call until it is properly acted upon, but reducing the trans- 
action to permanent record form thereafter, except on a 
selective basis, should not be necessary. 

On page 10 it is stated that written inquiries should 
be acknowledged immediately in writing with some indication 
of when responses can be expected. Here again we believe 
that some selectivity is in order. Several years ago, the 
Department instituted a system of immediate "automatic" 
acknowledgement of all incoming congressional correspondence 
and it was soon determined to be counterproductive. The wide 
variety in the subject matter, degree of sensitivity and 
manner of ultimate disposition made routine acknowledgements 
inappropriate in many instances. A system of selective acknow- 
ledgements is now being used and appears to be working well. 
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On page 11 it is indicated that files of inquiries and 
responses should be centrally recorded by congressmen, program 
and issue area (emphasis supplied). We maintain such files 
by congressmen only and have found these files to be entirely 
adequate to serve our retrieval needs. Even this degree of 
record-keeping creates a mountain of paper and to triple this 
would greatly increase the workload with only a minimal return. 
The nature of our operation, we believe, permits recognition 
of problem areas without resort to a formal analysis system by 
issue area. Some agencies may need cross-filing, but we believe 
that the guidelines should be flexible enough to accommodate 
those that do not. 

In summary, we are, except as noted, in general agreement 
with the araft guidelines and believe they can serve a very 
helpful function. Thank you for enabling us to review and 
comment on the draft. 

Sincerely, 

/ 

Patricia M. Wald 
Assistant Attorney General 
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DEPARTMENT OF AGRICULTURE 
OFFICE OF THE SECRETARY 

WASHINGTON. D C 20250 

February 14, 1979 

YEMORANDUM TO: 

FROM: 

SUBJECT: 

Cathy Pardee 
Federal Personnel and Compensation Division 
General Accounting Office 

Larry Meyers 
Deputy Director 74 
Congressional Affairs 

General Comments on the Draft Guidelines for 
the Effective Management of Liaison Offices 

In general, I feel the document is very well prepared and 
contains good detail on the operation of a congressional 
liaison office. Overall it is very familiar to our opera- 
tion, which is professionally satisfying to me. 

On page 9 of the draft, the report discusses and encourages 
an inquiry guide in a manner which seems to indicate that 
the guide should be extremely comprehensive so as to include 
any individuals in the Department who can comment on a par- 
ticular subject matter. I feel strongly that such an inquiry 
guide must be limited to the principal legislative liaison 
office. Only in such a manner can the proper policies be 
put forward and only in that manner can you begin to control 
such information that may flow from the Department that is 
counter to Administration policy. 

On page 10, the document discusses how telephone inquiries 
should be identified for later filing and follow-up work. 
The discussion in the document strikes me as too detailed, 
and I feel strongly that the general crush of events in a 
liaison office would prevent such detailed recording of 
inquiries. As a compromise, I enclose a copy of the form 
I have used to file telephone casework which may be more 
useful because of time constraints. 

Page 11 discusses the adequacy of telephone systems, and I 
very much agree that prompt response to telephone inquiries 
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must be of highest priority within a liaison office. It is 
for that reason that we in this office have cross-trained 
so that each person has a backup in his subject areas. This 
facilitates the return of phone calls late in the day and 
could be useful to other offices. 

Page 12 discusses the use of automated equipment to log and 
track congressional inquiries. We currently do not have 
the facilities or funds to instigate such a system except 
for our correspondence section. However, I thid; the sug- 
gestion is a good one, and we will be investigating how we 
can best utilize it in the future. 

Please do not hesitate to call if we here at IiZZY can be of 
further service to you in your study. 
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DEPARTMENT OF THE NAVY 
OFFICE OF LEGISLATIVE AFFAIRS 

WASHINGTON 0 C 20350 IN REPLY REFER TO 

Mr. H. L. Krieger 
Director, Federal Personnel and Compensation Division 
U.S. General Accounting Office 
Washington, D.C. 20548 

Dear Mr. Krieger: 

This is in reply to your letter of January 26, 1979, to the Secretary 
of the Navy regarding "Guidelines for the Effective Management and Opera- 
tion of Executive Branch Legislative Liaison Offices" (OSD case #5088). 

The Guidelines contained a brief explanation of the functions of 
Legislative Liaison Offices (LLOs), the nature of congress i 
they receive and observations on the management and operat i 
requested, the completed questionnaire on executive branch 
liaison office practices is enclosed. 

onal inquiries 
on of LLOs. As 
legislative 

The Guidelines provide an excellent basis for LLOs to evaluate the 
effectiveness of their organization. The suggested proced U res which other 
LLOs utilize are well worth investigation by every LLO to determine if the 
procedure would improve their department's legislative liaison effective- 
ness. 

It is noted that in the LLO functions section of the Guidelines no 
mention is made of congressional briefings and hearings. A significant 
amount of time and personnel resources are expended by the Department of 
the Navy in this function. For instance, in 1978 the Navy had 2158 
appearances by personnel involved as either primary or backup briefers and 
witnesses. The briefings and hearings totaled 1015 hours and accounted 
for 5413 man hours for primary and secondary briefers and witnesses. These 
figures are "chair" hours and do not include preparation or transit time. 
The Office of Legislative Affairs must arrange for the briefers and wit- 
nesses, process and distribute witnesses' statements, make and set up wit- 
nesses' name plates at hearings, coordinate submission of transcript cor- 
rections and have a representative at each briefing and hearing. Since 
briefings and hearings do consume a significant amount of resources and 
provide the basis for congressional committees' actions on the Federal 
Budget consideration should be given to mentioning this LLO function. 

The Guidelines specify that written inquiries should be acknowledged 
immediately in writing with some indication of when responses can be 
expected. This guideline is not concurred with. For approximately two 
years the Office of Legislative Affairs did this with all congressional 
inquiries addressed to the Secretary of the Navy. It was found that an 
unnecessary amount of paper work that did not answer the question was 
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generated and increased the administrative workload of congressional 
offices as well as that of the Office of Legislative Affairs. In fact, 
several congressional offices asked that these immediate acknowledgements 
not be sent. The Department of the Navy requires that all congressional 
inquiries be answered within five working days of receipt. If a final 
reply cannot be provided, then an interim reply with an estimated date of 
when a final reply can be expected is required. It is believed that this 
procedure works better than requiring an immediate acknowledgement letter. 

T. J. KILCLINE 
Rear Admiral, U.S. Navy 
Chief of Legislative Affairs 

Enclosure 
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p*rwr oc+o 
8, co . Cdl -- i DEPARTMENTOFHOUSINGANDURBAN DEVELOPMENT 

ot ilkdli l 0 WASHINGTON, D.C. 20410 
r 
% c 
-0 Jp ‘34.30 vi** FEB16@9 

OFFICE OF THE ASSISTANT SECRETARY 
FOR LEGISLATION 

AN,, INTERGOVERNMENTAL RELATIONS 
IN REPLY REFER TO: 

Mr. Henry Eschwege 
Director, Federal Personnel 

and Compensation Division 
U. S. General Accounting Office 
Room 4000 
441 G Street, N. W. 
Washington, D. C. 20548 

Dear Mr. Eschwege: 

Your letter of January 26, 1978 to Secretary Harris 
regarding the guidelines for the Effective Management 
of Executive Bank Legislation Liaison Offices has been 
referred to this office for response. 

While I have no specific comments on the guide- 
lines, my overall view is that they generally conform 
to the existing practices that have been established 
at the Department of Housing and Urban Development 
for liaison with Congressional offices. 

I appreciate the opportunity to comment on the 
guidelines and to complete the questionnaire. Please 
let me know if I may be of further assistance. 

Assistant Secretary for 
Legislation and Intergovernmental 
Relations 

Enclosure 
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U. S. DEPARTMENT OF LABOR 

ENCLOSURE II 

OFFICE OF THE SECRETARY 

WASHINGTON 

Mr. GregoryJ.Ahart 
Dire&x 
HumnResourcesDivision 
U.S. General Accounting Office 
Washington, D.C. 20548 

Tharkyouverymuchfor providillguswith theopprtunity t33 mmnt 
onyourdraft report concerning themnagem2ntandoperationof 
legislative liaison offices. I agreewithmnyofyourcbservations 
andwanttmeqkasize thatitis particularly iqfxtantthatthere 
notbe arigidpatternforAgencies dealingwith theseactivities 
in thatmch depmds on the size of the Agency aswell as the 
size and qualiiq of the staff involved in legislative liaison 
activities. 

I feelstrcmgly that legislative liaisoncanbe effectiveonly 
when close cocperationexistsbeti~ the legislative office, the 
SecretazyandAssistantSecx&aries. Wehave establishedsucha 
mrkingrelationshiphereandarequite pleasedwith its 
effectiveness. My legislative liaison staff is small, but it is 
a hic&ly aonpetent professional unit. Becauseof the caliberof 
the people involved, I have not found it neoassary to establish 
formlproc&ures formny aspects of their jobs. The liaison 
officers have established many contacts in the bureaus within 
theirrespectiveareasofresponsibilityandthey~rk amtinmusly 
atmintainingopenamnunicationwith these contacts. 

Altbugh a substantial portion of ny legislative liaison staff's 
tim is spent in responding to Ckxqressional iquiries, it certainly 
does mtrepresentthemjorityof activity of tie office. They 
are heavily involved in the develapmentof and advocacy for the 
Administration's labor-relatid legislation. I think it is also 
extremely iqortant to note that the legislative office initiates 
a significant nmber of contacts with Me&ers of the Congress, on 
both sides of the aisle. It is inperative thatwe keepMer&ers 
cmstantly appraisedof the status of the Deparbm-&'s programs, 
and equally inportant tit we learn of their intentions with 
respecttopossiblelegislation andunderstandtheirviews. 

20 



ENCLOSURE II ENCLOSURE II 

It seenr; to me that the only shortcoming in the &port is the 
failure to discuss atanylength theroanyactivitiesperfonwd 
by legislative liaison offices aside from those duties involved 
in responding to m3il or &le@xxic inquiries. 

Sincerely, 

Secretary of Labor 

21 



ENCLOSURE II ENCLOSURE II 

FEDERAL COMMUNICATIONS COMMISSION 
WASHINGTON. D.C. 20554 

FE& *: is79 

3200 

Mr. Henry Eschwege 
Director, Community and Economic 

Development Division 
U. S. General Accounting Office 
Washington, D.C. 20548 

Dear Mr. Eschwege: 

I am responding to your letter dated January 26, 1979, concerning your 
Office's current study for the House Select Committee on Congressional 
Operations of certain agency Legislative Liaison Offices for the purpose 
of improving their efficiency. Your letter requests our comments on draft 
"Guidelines for the Effective Management and Operation of Executive Branch 
Legislative Liaison Offices" and further requests our response to a 
questionnaire on Legislative Liaison Office practices. 

Our response to the questionnaire is attached. However, before submitting 
our specific comments and suggestions concerning the Guidelines, some 
general observations should be made. First, the fact that the FCC is an 
independent agency directly affects how certain legislative liaison matters 
are handled, often differently than in the Executive Branch. These 
differences were noted in a letter of December 12, 1978 (copy attached) 
from our General Counsel to Ms. Fauntleroy of your staff in connection 
with an earlier phase of this project. For example, because of this 
Commission's many judicial and quasi-judicial functions we often are 
prohibited by law from responding to Congressional inquiries concerning 
adjudicatory proceedings. Moreover, as an independent regulatory agency 
operating under a fixed annual budget, and with relatively well-established 
and on-going functions, this Commission has a different relationship with 
the Congress than other "programatic" agencies which are constantly seeking 
out programs and funding from the Congress. Secondly, the Guidelines 
appear to have been drafted for a large organization with a large LLO staff 
and many of its suggestions may not be practical for smaller organizations. 
Finally, we would note that the initial sections on "Background," "What 
LLO's do," and "Nature of congressional inquiries" together constitute one 
of the best written summaries of this important professional specialty 
which we have seen. 
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At the top of Page 6 under the heading of "Delegating and referring 
inquiries," the Guidelines recommend that program offices should be 
delegated authority to respond directly to Congress, with only "information 
copies" for LLO files. We believe, however, that insofar as written 
communications are concerned, review by either the Legislative Liaison 
Office or the Chairman's Office of all correspondence to members of the 
Congress is essential, if for no other purpose than to assure that the 
communication is directly responsive to the inquiry. 

At Page 9, "Guiding congressional contacts," the Guidelines recommend that 
LLOs furnish all congressional members with an "inquiry guide" which, 
among other things would list appropriate program office contacts by 
subject matter for direct congressional contact. We do believe, however, 
that this Commission's areas of regulation are so complex that the 
assistance of the LLO usually is essential to be referred to the proper 
bureau or office. For example, if a Congressional inquiry is received 
dealing with the subject of "pay television," the matter could relate to 
any one of three totally separate Commission bureaus. A general "inquiry 
guide" to the Commission's staff would certainly be useful for both 
Congressional staff and the public; but we believe that the Commission 
can be more efficient and responsive to inquiries by coordinating them 
through its liaison office. 

We appreciate the opportunity to present our views in the matter; and we 
are committed to continually reviewing a ' 
of the Commission's liaison activities 

.p 3mprovqeffectiveness 

Enclosures 
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VETERANS ADMINISTRATION I 
OFFICE OF THE ADMINISTRATOR OF VETERAVS AFFAIRS 

WASHINGTON. D.C. 20420 

fM?CH 5 - 1979 

. 

Mr. Hyman L. Krieger 
Director, Federal Personnel 

and Compensation Division 
General Accounting Office 
Room 4000 
441 G Street, N.W. 
Washington, D.C. 20548 

Dear Mr. Krieger: 

As requested in a January 29, 1979 letter, we have reviewed 
the draft report titled "Guidelines for the Effective 
Management and Operation of Executive Branch Legislative 
Liaison Offices." 

The report notes that Legislative Liaison Offices (LLO's) 
provide information and assistance to the Congress and to 
executive department and agency officials through a number of 
liaison activities. These activities include providing mem- 
bers of Congress with information concerning executive branch 
actions and programs which might appreciably affect their 
State, district or committee assignment. Also included are 
activities such as providing assistance in resolving intra- 
departmental differences on legislative matters and iden- 
tifying areas of compromise between congressional and 
departmental positions on issues. 

Our liaison activities are comparable to what you have 
described. This has been achieved by organizing the liaison 
office under the direct supervision of the General Counsel, 
whose office coordinates all legislative activities for our 
Agency. 

The report also states that congressional inquiries are corn- * 
monly categorized as either constituent inquiries or policy and 
legislative inquiries. This coincides with our practice; our 
liaison office is staffed with career civil servants who L 
respond to constituent inquiries and with Schedule C appoin- 
tees who respond to legislative and policy questions. We 
believe this division of responsibility has worked well. 

With respect to the management and operation of LLO's, the 
report states that several practices and procedures were 
observed by the GAO staff at selected LLO's which all such 
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offices should consider adopting. These practices and proce- 
dures are discussed as guidelines to congressional inquiries 
and include: (1) delegating and referring inquiries; (2) 
guiding congressional contacts; (3) assuring timely responses; 
(4) training of LLO staff; and (5) developing a balanced atti- 
tude toward congressional relations. 

We are in agreement with your proposed recommendations and we 
appreciate the emphasis you place on tailoring them to the 
organizational make-up of an executive department or agency. 
Currently, our liaison office is, in general, functioning as 
you have recommended. The scope of operation, however, is 
confined primarily to written or telephonic inquiries 
received by the liaison office and the Administrator's Office 
(although the liaison office receives reports of contact from 
department and staff offices). Your recommendations would 
broaden the scope of LLO activity to all written and telephonic 
congressional inquiries received by the agency. In view of 
your comments, we are reassessing our liaison activities to 
determine what changes should be made. , 

Your suggestions concerning the issuance of an "inquiry guide" 
and the use of automated equipment to, track congressional 
inquiries were also of interest to us. We agree that an 
inquiry guide could reduce the number of congressional 
referrals within our liaison office and thus we plan to give 
further consideration to the development of such a guide. 

Currently, limited use of ADP equipment is made to notify 
congressional offices of grant and contract awards, personnel 
assignments, and other vital program information. The General 
Counsel's Office is now in the process of evaluating the 
various types of automated equipment to log and track pending 
legislation. If a positive decision is made, we believe that 
a system could be operational in 1980. Furthermore, we are in 
the preliminary stages of investigating the possibility of 
automating the VA's Central Office mail procedures. 
Additionally, the VA is currently automating all veterans' 
claims folders in a nationwide system called TARGET. Access 
to this programmed information by the liaison office will 
clearly reduce the amount of time involved in retrieving 
constituent information. 
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We appreciate the opportunity to review and comment on this 
report. The VA is committed to working with the Congress and 
we find our liaison office to be a vital link between these 
two branches of government. 

With warm regards. 

Sincerely, 

n 

MAX CLELAND ' 
Administrator 

Enclosure 
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UNITED STATES DEPARTMENT OF COMMERCE 
The Assistant Secretary for Congressional Affairs 
Washmgton. DC. 20230 

(2021 377-3663 

March 5, 1979 

Mr. H. L. Krieger 
Director, Federal Personnel and 

Compensation Division 
United States General Accounting 

Office 
441 G Street, N.W. 
Washington, D.C. 20548 

Dear Mr. Krieger: 

This is in reply to your request that we complete a 
questionnaire concerning practices and procedures of 
Executive Branch legislative liaison offices and comment 
on your draft guidelines for such offices. 

In the Department of Commerce the legislative liaison 
activity is allocated among three primary offices. 
The Assistant Secretary for Congressional Affairs COCA) 
manages the movement of legislation through the Congress 
and directs liaison with Senators, Representatives and 
Committee staff; is the initial Department contact for 
incoming requests from Congress and generally assigns 
constituent or casework inquiries. The Assistant Secretary 
for Administration, and the Budget Office under her, 
is involved in committee liaison concerning- the Depart- 
ment's appropriation bills and hearings. The General 
Counsel (OGC), through the Assistant General Counsel for 
Legislation, is responsible for development of legislative 
policy and responses to legislative inquiries and liaison 
with the Office of Management and Budget and other Executive 
Branch agencies on legislative policy and clearance. While 
this rough description of the division of responsibility 
is not definitive, it gives you a summary picture of the 
Department's legislative liaison activities. Enclosed 
please find questionnaires completed by the Office of 
Congressional Affairs and the Office of the General Counsel. 
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We found comment on the guide1 .ines in general to be 
very difficult and would hope another draft might be 
prepared. As presently drafted, it is inaccurate in 
basic respects as it would apply to the Department of 
Commerce. Neither does it include the legislative 
clearance function of the Office of Management and 
Budget. [See GAO note.1 

Without an extensive review, line by line, we would find 
any comment difficult, but would be pleased to meet with 
you to discuss any proposed guidelines. 

Sincerely, 

Andrew E. Manatos 
ASSISTANT SECRETARY FOR 

CONGRESSIONAL AFFAIRS 

GAO note: 

A Department of Commerce official subsequently elabo- 
rated on what was meant by this statement. Commerce be- 
lieves the Guidelines are inaccurate because at Commerce 
all legislative liaison activity is not performed solely 
by the LLO. Some activity such as preparing testimony and 
certain congressional correspondence is performed by the 
Office of the General Counsel and the Executive Secretary's 
staff. 
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DEPARTMENT OF HEALTH, EDUCATION. AND WELFARE 
SOCIAL SECURITY ADMINISTRATION 

OFFICE OF THE COMMISSIONER 

Mr. HyL. Krieger 
Director, Federal Personnel 
and C-ation Division 
Cmeral Accountirq Office 
Room 4000 
441 G Street, NFJ. 
Washington, D.C. 20548 

Dear Mr. Krieqer: 

As requestedhyMr. Gregory J. Ahartwhenhe transmittedGAO's draft 
report titled Guidelines for the Effective Manag-t and Operations 
of Executive Branch Legislative Liaison Offices, enclosed is our 
completed questionnaire. 

I believe the purpose of the study to be veq wori%hile, and I was 
pleased thatwewere askedtiparticipate. Nz&ers ofmystaffwhomt 
with Ms. Pardee and the work group report that a useful exchange of 
inform&ion resulted. I trustthatthe guidelines developed franthe 
study will prove useful to Federal agencies in improving their legislative 
liaison functions. We at SSAtakeourlegislative liaisonresponsibilities 
seriously. We have made a significant investmant in personnel, training 
and equimt to provide an effective service. 

In addition to our commts in thequestionnaireitself, Iwould like to 
comnant on the item on page 7 of the draft report titled "Avoiding 
inappropriate delegations or referrals". As we understand this item, 
the problem arises in those agencies that have several different offices 
receiving Cong-ressional inquiries. SSA, as well as other agencies, have 
solved this problem by centralizing the receipt and control of Congressional 
correspondmce in one office. This is equally true for telephone calls 
received frcm Congressional offices. Thus, we believe that a reamm-&tion 
to have a central receipt point in an agency is worth considering in your 
report. 

Please let us knav if we can be of any further help in this study. 

Sincerely,. 

Comnissioner of Social Security 

Enclosure 
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UNITED STATES DEPARTMENT OF COMMERCE 
The Assistant Secretary for Administration 
Washmgton. 0 C 20230 

MAR 2 6 I379 

Mr. H. L. Krieger 
Director, Federal Personnel and 

Compensation Division 
U. S. General Accounting Office 
Washington, D. C. 20548 

Dear Mr. Krieger: 

Enclosed is a copy of the Economic Development 
Administration's comments on the GAO draft report 
"Guidelines For The Effective Management and Oper- 
ation of Executive Branch Legislative Liaison Offices" 
and the completed "Questionnaire on Executive Branch 
Legislative Liaison Office Practices." 

The enclosed response represents the reply of EDA 
as to legislative liaison activities of that agency. 
It should be recognized, however, that EDA is a con- 
stituent agency of the Department of Commerce and 
the EDA's Office of Congressional Relations operates 
within the general guidelines and subject to control, 
supervision, and direction at the Department level 
as described in Assistant Secretary Manatos' reply 
to your questionnaire. The EDA response should be 
read in that light and is subject to the points 
spelled out in Assistant Secretary Manatos' reply. 

Assistant Secretary 
for Administration 

Enclosure 
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UNITED STATES DEPARTMENT OF COMMERCE 
The Assistant Secretary for Economic Development 
WashIngton, O.C. 20230 

Mr. Henry Eschwege 
Director, Community and Economic 

Development Division 
U. S. General Accounting Office 
Washington, D. C. 20548 

Dear Mr. Eschwege: 

The Economic Development Administration (EDA) has examined the 
General Accounting Office's draft report, "Guidelines for the 
Effective Management and Operation of Executive Branch 
Legislative Liaison Offices." We believe this report contains 
much worthwhile information designed to improve the operations 
of Legislative Liaison Offices (LLOs), particularly in the 
sensitive area of responses to congressional inquiries. 

We have the following general and specific comments to make on 
your report. 

General 

The EDA Office of Congressional Relations (OCR), which was one 
of the organizational units surveyed by GAO as a source for the 
report, agrees with the general findings contained in your 
sections on "Background," "What LLOs DO" and "Nature of 
Congressional Inquiries." The functions of this office 
correspond with those of your report, with one exception. OCR 
processes congressional telephonic inquiries only. EDA's 
Executive Secretariat processes all written congressional 
correspondence signed by the Assistant Secretary or the Deputy 
Assistant Secretary for Economic Development. The Executive 
Secretariat also records receipt of all congressional 
correspondence to EDA Washington offices. 

At the present time, OCR has a staff of four professionals, one 
paraprofessional and two secretaries. In the near future, two 
additional paraprofessionals will be recruited for this Office. 

Deleqating and Referring Inquiries 

a. Under established policy, OCR delegates almost no telephone 
inquiries to other units of the Agency. Only when the inquiry 
is of a highly technical or programmatic nature (which occurs 
very infrequently) does OCR make a delegation to other 
offices. The Agency sees little merit to a change in this 
policy. 
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b. A change may be warranted in our policy for written 
inquiries/responses. At the present time OCR clears all 
written congressional inquiries requiring the signature of the 
Assistant Secretary or the Deputy Assistant Secretary. EDA 
does not require that written inquiries for the signature of 
the Deputy Assistant Secretary for Operations or the Deputy 
Assistant Secretary for Policy and Planning be cleared with 
OCR. While most of these responses involve detailed knowledge 
of Agency or Department program operations, some will contain 
sensitive policy. As your report suggests, OCR clearance on 
this congressional correspondence may be needed. Accordingly, 
we are considering establishing a sampling policy for written 
responses by the DAS/Operations and the DAS/Policy and 
Planning. 

C. According to your report, the ability of program offices to 
respond to policy related inquiries can be enhanced if LLOs 
periodically meet with key program officials to assure a clear 
understanding of Agency/Department positions. 

We do not see the need to expand OCR's activities in this 
regard. The Director of OCR is a member of the Agency's Policy 
Council, attends senior staff meetings, and has frequent 
contact with members of top management. As a result, OCR 
already has numerous opportunities to brief management on the 
need to maintain awareness and control of congressional 
communications. 

Avoiding Inappropriate Delegation or Referrals 

a. According to the report, there are numerous chances for 
mistakes in performing this function. Some are: should the 
program staff respond directly to the congressional inquiry; 
has the right person received the action to respond; and should 
more than one person be assigned the action to respond? 

In reviewing its operations, we do not believe that the Agency 
has problems here. Delegations for written inquiries are 
handled effectively and efficiently. All telephonic inquiries 
are centralized in OCR. The Agency is relatively small and as 
a result inappropriate delegations or referrals are avoided. 

b. On the other hand, the proposal to maintain records of 
telephonic inquiries/responses has merit for the Agency. In 
the near future, OCR will obtain word processing equipment. 
This office plans to explore the possibility of using this 
automated equipment to establish a system for recording and 
tracking all telephonic congressional inquiries and responses. 
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Guiding Congressional Contacts 

The report recommends publishing a directory to be given to 
congressional offices so that questions may be directed to the 
appropriate staff member of the LLO or program office. The 
Agency does not publish such a directory and does not see the 
need to do so. Since all congressional calls are directed to 
OCR, it would be counterproductive to provide a listing to 
congressional offices suggesting who else in the Agency could 
be contacted. Referral of calls to the appropriate staff 
person is currently handled by the OCR staff member answering 
the telephone. 

Assuring Timely Response 

a. The report recommends establishing mechanisms for recording 
and monitoring all written and substantive telephone 
inquiries. We believe our present system for monitoring 
written responses is adequate. 

b. To assist LLO staff in monitoring responses at all times, 
you recommend that phone systems minimize the probability of 
busy lines, receptionists determine the subject of calls so LLO 
staff can respond immediately when returning the calls. You 
also recommend that the LLO establish alternative provisions to 
return calls made to LLO staff who are out of the office for 
the day or longer, and analyze inquiries to identify areas of 
increasing congressional interest. All of these practices are 
presently being used by OCR. 

LLO Staff Experience and Training 

a. Most LLO staff have had Hill experience. All are trained 
in Agency policy and operations. 

b. In cooperation with the appropriate program offices, OCR 
plans to explore the possibility of developing systems for 
responding to congressional inquiries using standardized 
terminology to the extent practicable. Such responses would 
explain Agency actions in terms of governing policy, deviation 
or apparent deviation from Agency policy, and areas where 
policy is not firmly established. 

Attitudes Toward Congressional Relations 

We agree with the attitude of full cooperation between the 
Congress and the Executive Branch recommended by your report. 
OCR will continue to encourage this attitude at all times. 
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Points not Raised in the Draft Report 

One procedure which OCR has used and has found to be 
productive for handling all incoming telephone inquires from 
congressional offices and for clearing congressional 
correspondence is by assigning specific geographic areas to 
various members of its staff. To the extent pussjible, the 
assignments coincide with the boundaries of EDA's regional 
offices. This system assists OCR staff to: 

0 become acquainted with staff of congressional offices, 

0 become familiar with economic development problems and 
projects in the states they handle and respond to 
congressional inquiries more readily, 

0 become acquainted with staff of the particular EDA 
regional offices making it easier to get information 
needed to respond to congressional inquiries, and 

0 be more sensitive to problems the Agency may be 
encountering in a particular region of the country 
earlier when the problems can be solved more easily. 

This arrangement means that all OCR staff must be familiar with 
the full range of Agency policies and programs. In a 
relatively small Agency like EDA, this has not been a problem. 

Questionnaire 

The questionnaire which was included as a part of your draft 
report has been completed by OCR and is enclosed. 

We welcome the constructive recommendations contained in your 
draft report. Please contact us for any assistance we may give 
you in preparing your report in final. 

S' cerely yours, 

t2dJ-b 
Robert T. Hall 
Assistant Secretary 

for Economic Development 

Attachment 
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QUESTIONNAIRE ON EXECUTIVE BRANCH 

LEGISLATIVE LIAISON OFFICE PRACTICES 

U.S. General Accounting Office 
Washington D.C. 

January 1979 
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Please answer all questions for current practices of the legislative 
liaison office (LLO) at the highest level in your organization. 

Indicate below the department or agency, title, and organizational 
level of the LLO to which your responses in this questionnaire apply: 

(department or agency) 

(title of LLO) 

(organizational level of LLOJ 

Please provide the name and phone number of an individual we can 
call, if necessary, regarding question responses: 

(name) 

(phone number) 

Any questions regarding this questionnaire should be directed to 
Cathy Pardee or Tom Snyder at 633-0159. 

Please return the completed questionnaire in the attached envelope 
which is addressed to: 

Director 
Federal Personnel and Compensation Division 
Room 4000 
441 G Street, N.W. 
Washington, D.C. 20548 
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t'trastd answer que .ion5 l-13 using the following scale. The numbers 
in parenthesis indicate what percents of time each scale point represents. 
Yark your answer by placing the appropriate letter (A-G) on the line 
to the left of each question. 

Average 
response . ---- 

frequently 1. 

frequently 2. 

very often 3. 

about as often 
as not 4. 

frequently 5. 

frequently 6. 

frequently 7. 

very often 8, 

usually not 9. 

sometimes lo. 

sometimes 11. -- 

very often 12. 

usually not 13. 

A- Never (0%) 
B - Usually not (1% - 19%) 
C- Sometimes (20% - 39%) 
D- About as often as not (40% - 59%) 
E - Frequently (60% - 79%) 
F - Velv often (80% - 99%) 
G- Alwalrs (100%) 

How often are inquiries requiring detailed program knowledge 
delegated to program offices? 

How often are inquiries involving mostly facts and/or 
noncontroversial policy delegated to program offices? 

How often does LLO review responses prepared by program offices 
which contain policy matters. 

For those inquiries involving policy interpretation of program 
data or policy and legislative issues, how often does LLO 
prepare the response using program office input or assistance? 

How often are the receipt of written inquiries acknowledged? 

How often are substantive interim replies prepared for inquiries 
requiring a lengthy time for response preparation? 

How often does LLO staff review the content of inquiries 
handled by non-LLO staff which involve policy, legislative or 
appropriation matters? 

How often does LLO staff review the content of responses 
prepared by non-LLO staff which involve policy, legislative 
or appropriation matters? 

How often is LLO unable to adequately review responses due to 
such internally imposed constraints as short deadlines and 
staff size? 

How often do inquirers provide insufficient lead time for the 
preparation of adequate responses? 

How often are inquiries unclear or in need of clarification? 

How often are unclear inquiries clarified? 

How often is inquiry delegation performed by non-LLO staff? 
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ENCLOSURE III ENCLOSURE III 

Please respond to questions 14 through 38 by placing a checkmark (4 
under the appropriate column. 

Questions 14-17 refer to the use of inquiry guides. An inquiry guid 
is a directory or listing of agency officials'names, addresses, and phone 
numbers,possibly related to subject areas,which Congressmen or their 
staffs and other agency personnel can use in directing inquiries to 
appropriate agency contact points. 

If your LLO does not have an inquiry guide skip to question 18. 

Yes No -- 

1 3 14. -- 

3 0 15. 

2 2 16. -- 

2 2 17. -- 

10 0 18. -- 

6 4 19. -- 

8 2 20. -- 

7 3 21. -- 

22. 

8 2 -- 
9 1 

55 
55 

55 
73 -- 

8 2 -- 

10 0 23. -- 

Does your inquiry guide list all professional LLO staff 
departmentwide? 

Does your inquiry guide list areas ot specialty for those 
staff members included? 

Does your inquiry guide explain the nature of inquiries 
appropriate for direction to LLO? 

Does your inquiry guide list non-LLO contacts? 

Are due dates established for all written inquiries? 

Are due dates established for all phone inquiries? 

Are non-LLO staff required to coordinate or notify LLO 
of all congressional inquiries? 

Is all department staff made aware via written instruction 
of LLO capacity to direct inquiries? 

Does LLO have a system for recording and monitoring 
inquiries by: 

a. response due date 
b. inquiring congressional member 
C. constituent involved 
d. program or issue area 
e. nature of inquiry (policy versus case) 
f. point of receipt (office designation) 
g* respondent (office designation) 

For those inquiries requiring coordination of response 
preparation, are due dates established for receipt of 
response by the coordinating office? 
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. 

Yes No -- - 

5 5 24. -- 

25. 

4 6 
4 6 -- 

9 1 26. -- 

7 2 27. -- 

7 3 28. -- 

9 1 29. -- 

4 6 30.. -- 

4 6 31. -- 

8 l 32. -- 

5 3 33. -- 

9 1 34. -- 

6 4 35. -- 

4 6 36. -- 

9 1 37. -- 

6 3 38. ~- 

Is ADP equipment used to log and track inquiries and 
response preparation? 

Is ADP equipment used to record, file and reference the 
text of 

a. Inquiries 
b. Responses 

Are reports of past due and upcoming responses used to 
remind and press for responses? 

Is formal training or orientation covering LLO activities 
and operating procedures given to new LLO staff? 

Does LLO have written procedures for inquiry response? 

Do messages to LLO staff regarding initial phone inquiries 
include the subject of the inquiry as well as the name 
and number of the caller? 

Is a record kept of all substantive phone inquiries? 

Is a record kept of all substantive phone responses? 

Does LLO assign responsibility for coordination of response 
preparation when two or more organizations are involved? 

Are non-LLO personnel who delegate inquiries instructed 
to check with senior LLO staff before making uncertain 
delegations? 

Does LLO discourage direct congressional contacts with 
program staff? 

Does LLO request feedback on responsiveness from congressional 
offices? 

Do program and LLO staff participate in assessments of 
inquiry response procedures? 

Does LLO staff brief program officials on policy issues? 

Do senior LLO staff review inquiry delegations involving 
congressmen or subject areas with which they specialize? 
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39. How soon after inquiry delegation do senior LLO staff review 
the delegations involving the congressmen or subject areas 
with which they specialize? 

1 to15 days 

40. Approximately what percentage of all written congressional 
inquiries received by your department/agency are responded 
to directly by your LLO? 

1 to 50 percent 

41. How many professional members of your LLO staff have Hill 
experience? 

3 all 
3 most 
0 =w 
2 few 
2 none 

42. How many professional members of your LLO staff have 
program experience? 

all 
+ most 

1 =nY 
3 few 
1 none 

43. How is your inquiry guide distributed to the Congress? 

0 not distributed to the Congress 
0 upon request 
3 automatically to all members 
1 automatically to key members only 
0 automatically to new members only 

44. How often is your inquiry guide provided to the Congress? 

1 each Congress (bi-annually) 
1 each session (annually) 

1 other (please specify) 
bi-annually 

45. What is LLO policy regarding return of phone calls? 

2 no set policy 

Calls are supposed to be returned: 

1 within the hour 
2 during same morning/afternoon 
5 -- during same day 
0 within 2 days 
0 within week 










