OPM 02-14

DATE: March 15, 2002
TO: All Appointing Authorities
FROM: Oscar B. Jackson, Jr., Administrator and

Cabinet Secretary of Human Resources

RE: All Appointing Authorities (AAA) Memorandums
Distribution Questionnaire

As you are aware, all agencies of the State of Oklahoma are currently charged with identifying
potential cost savings, including examining current procedures and even implementing new
procedures that might increase operating efficiencies in our respective agencies.

In keeping with this objective, the Office of Personnel Management is currently reviewing several
possible changes and/or improvements relating to the distribution process for All Appointing
Authorities (AAA) memorandums. The present process involves individual hard copy distribution of
every AAA memorandum and any related attachments. This distribution occurs via U.S. mail,
interagency delivery, hand delivery (in certain cases), and various other means. Since the current
distribution list totals approximately 300 and two or more AAA memorandums are often distributed in
a week’s time, | believe you will agree that this process represents a significant expense in terms of
printing costs, supplies, employee hours, and postage.

We are evaluating the possibility of revamping the AAA memorandum distribution process by utilizing
E-Mail as the means by which to transmit AAA memorandums and attachments. As is currently the
practice, we will also continue to post each AAA memorandum to the Internet under the Office of
Personnel Management web site.

| would ask that you complete the attached AAA Memorandum Distribution Questionnaire and
return it to my attention by Monday, March 25, 2002. The information submitted in these
questionnaires will be reviewed and the results communicated to you, along with any decision(s)
made regarding revision of the distribution method.

Thank you for your assistance and cooperation in this effort, and please advise if there are questions
or if additional information is desired.

Attachment



QUESTIONNAIRE

OPM ALL APPOINTING AUTHORITIES MEMORANDUM
DISTRIBUTION PROCESS

Agency:
Address:
City & Zip Code:

OPM All Appointing Authorities memorandums are currently distributed to three parties in each
agency: the Agency Director, the Human Resources or Personnel Officer, and the Affirmative
Action/Civil Rights Administrator. Your cooperation in ensuring that the following information,
including E-Mail addresses, is completed and returned will assist in the building of the most accurate
electronic database possible.

Agency Director: Title

Telephone Number:
E-Mail Address:

HR or Personnel Officer: Title

Telephone Number:
E-Mail Address:

Affirmative Action/Civil
Rights Administrator: Title

Telephone Number:
E-Mail Address:

Comments or suggestions regarding the All Appointing Authorities memorandum distribution process:

Please return the completed Questionnaire by Monday, March 25, 2002,
to:

Oscar B. Jackson, Jr., Administrator

and Cabinet Secretary of Human Resources

Office of Personnel Management

2101 North Lincoln Boulevard, Suite G-80

Oklahoma City, OK 73105

Telephone: (405) 521-6301 / Fax: (405) 522-0694



