SUBJECContract with Vitro Laboratories

To: National Office Employees
Regional Directors

From: Wayne L. Horvitz zAJ)LJQL
Director

We have signed a contract with Vitro Laboratories for an
in-depth information flow study as a basis for improving
the overall flow of information within FMCS. This study
will identify the information needs of each organizational
unit within FMCS and determine whether current procedures
are suitable.

We want to take full advantage of this opportunity to
review our current needs, objectives and future goals

in the information handling area. Bob Gajdys and Dave
Vaughn will act as FMCS Project Managers for this study
which will be completed by the end of August. A series of
interviews with personnel in major functional areas is
planned for May 29 through June 15. The interviewers will
be Robert Crain, Jack Bedenbaugh and Lawrence Brewer, Jr.
of Vitro. Bob Gajdys will be contacting you to schedule
interviews. A visit to a regional and field office is
planned during the interview stage of the study.

Upon completion of the individual interviews with myself,
Ken Moffett and the National Office Directors, the Vitro
representatives will have a joint meeting with all of us
to summarize and discuss their initial interview findings.
Subsequent interviews will then be scheduled.

I ask each of you to cooperate fully with the study team.
Be frank; the purpose of these interviews is to build a
fundamental picture of your information needs and to make
recommendations which will help overcome our present
problems.




To make the fullest use of the time allotted for each
interview, I enclose a series of questions you should
be prepared to discuss. The Vitro representatives will
be located in Room 411 in the National Office.

Attachment




What is your function/role within FMCS and within your office?

(Now and anticipated changes)

What data/reports do you receive?

(Copy of each report should be furnished)

a. Frequency
b. Volume
c. Source

d. Adequacy

What data/reports do you provide to upper and lower levels of
management within FMCS and to external activities?

(Copy of each report should be furnished)
a. Frequency

b. Volume
c. Distribution

What informal records do you maintain?

What are the problems and possible solutions you perceive

with the FMCS information flow?



