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THE GENERAL ASSEMBLY OF PENNSYLVANIA

HOUSE BILL
No. 675 *%a”

| NTRODUCED BY ZW KL, DORR, BRANDT, L. E. SM TH, DeVERTER
F. E. TAYLOR J. L. WRIGHT, SPITZ, PRATT, PISTELLA, COCHRAN
RAPPAPORT, GRI ECO, NOYE, McCALL, KOAMLYSHYN, DAW DA,
CALTAG RONE, McI NTYRE, RITTER, DAVIES, DOVBROABKI, M LLER,
DeWEESE, BROWN, STEWART, LETTERVAN, KUKOVI CH, WENGER,
E. Z. TAYLOR COLE, GANNON, SALVATORE, HOEFFEL, HONAMAN,
BELFANTI, GRUI TZA, BURD, SNYDER, KANUCK, DAl KELER, SAURMAN,
McVERRY, B. SM TH, HAYES, CESSAR, SERAFI N, BELARDI, COSLETT,
DININNI, MANM LLER, FLECK, GEI ST, SPENCER, LI VENGOOD, FEE
CAPPABI ANCA, LESCOVI TZ, FI SCHER, STEIGHNER, CIM N, BLAUM
CLYMER AND WOZNI AK, FEBRUARY 18, 1981

AS AVENDED ON THI RD CONSI DERATI ON, | N SENATE, NOVEMBER 15, 1982
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AN ACT
Est abl i shing a procedure for the control of Commonweal th forns
and publications AND i nmposing duties on the Departnment of <—
CGeneral Services. and-the—Secretary—ofBudget—and <—

| | bliohi | eaislati al
conmm-ttee—

The General Assenbly of the Conmonweal th of Pennsyl vani a
her eby enacts as foll ows:
Section 1. Short title.

This act shall be known and nmay be cited as the "Forns and
Publ i cati ons Managenent Act."
Section 2. Definitions.

The foll ow ng words and phrases when used in this act shal
have, unless the context clearly indicates otherw se, the

meani ngs given to themin this section:
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"Agency." Al adm nistrative departnents, boards and
commi ssi ons, AND i ndependent boards and comm ssi ons. andthe
State—ecoH eges—and—untversttes—

"Departnment.” The Departnent of General Services.

"Forms." A docunent with a standard fornmat fer—the
systenptte—and—repetitive——cotlecton—nartAtenance—or
transm-ssion—of—infoermation— VWH CH NORMALLY CONTAI NS BLANK
SPACES FOR THE | NSERTI ON OF REQUI RED OR REQUESTED | NFORVATI ON

"MANAGEMENT OFFI CER. " PERSON OR PERSONS DESI GNATED PURSUANT
TO THIS ACT TO MANAGE A FORMS OR PUBLI CATI ON PROGRAM

" MANAGEMENT PROGRAM " A MANAGEMENT PROGRAM | S DEFI NED AS A
WRI TTEN PLAN FOR DEVELOPI NG, PRODUCI NG, UTI LI ZI NG AND
DI SSEM NATI NG FORMS AND PUBLI CATI ONS

"Publications.” Ferrs—pertodicals—panphlets—or—simtar
BROCHURES, PAMPHLETS, PERI ODI CALS, BOOKLETS, BOOKS OR SI M LAR

printed material . —exeept—those+eports—speciiicallyrequiredby
aw—

"Secretary." The Secretary of Budget—and-Admnistration THE
DEPARTMENT OF GENERAL SERVICES, or, in case the office is
abol i shed, such other person as designated by the Governor.
Section 3. Findings and policy.

(a) Findings:

(1) The General Assenbly finds that in the Commonweal t h,
busi nesses, particularly small businesses, and the public,
have been increasingly burdened by the forns and paperwork

requi red by State agencies.
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(2) Confusing forns, duplicative reporting requirenents
and ot her unnecessary paperwork, increases costs to
busi nesses, especially small busi nesses and consuners, and
contribute to inefficient governnent operations.

(3) Further, many governnental fornms and publications

have becone outnoded, others are reproduced in such manner as

teo—be—overecostty THAT THE COSTS BECOVE EXCESSI VE and sti l

ot hers are produced or reproduced by different departnents

causi ng overl appi ng and duplication of effort.

(4) In addition, the Commonweal th of Pennsyl vani a
produces panphl ets, periodicals and sim | ar publications that
are unneeded, costly or self-serving.

(b) Policy.--It is hereby declared to be the policy of the
Commonweal th of Pennsylvania that all forns AND publications;
panphl-ets—periodicals—and—simtlar—materials be revi ewed and
revised by the Forns and Publications Managenent O ficer of each
agency as provided in this act subject to the approval of the

Secretary of Budget—and-Admnistratieon GENERAL SERVI CES.
Section 4. Managenent plan PROGRAM

necessary—for—its—efficient—operation— EVERY AGENCY SHALL
ESTABLI SH A FORMS AND A PUBLI CATI ONS MANAGEMENT PROGRAM VHI CH

W LL BE DEVELOPED | N ACCORDANCE W TH STANDARDS AS PRESCRI BED I N
DI RECTI VES/ Cl RCULARS | SSUED BY THE DEPARTMENT OF GENERAL

SERVI CES TO | NSURE THAT THE AGENCY USES ONLY THOSE FORMS AND

DI STRI BUTES ONLY THOSE PUBLI CATI ONS NECESSARY FOR | TS EFFI Cl ENT
OPERATI ON.  AGENCI ES SHALL | NCLUDE W TH THE PROGRAM A LI ST OF ALL
FORMS AND PUBLI CATI ONS CURRENTLY BEI NG USED BY THE AGENCY AND A
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DESCRI PTI ON OF THE FORMS WHI CH THE AGENCY NEEDS AND THE

PUBLI CATI ONS WHI CH THE AGENCY DESI RES TO PUBLI SH. FOR FORMS, AN
AGENCY SHALL | NCLUDE AN ESTI MATE OF THE TOTAL NUMBER OF HOURS
REQUI RED OF THE PUBLI C TO COWLY W TH THE AGENCY' S REQUEST FOR
| NFORVATI ON. The |ist shall be updated annually by each agency
whil e the program can be anended at any tine.

Section 5. Forms and Publications Managenent O fi cer.

(a) Designation.--The head of every agency shall designate

L e | e ho t]

and—Publ-cati-ons—Managerent—Ofeer— FROM EXI STI NG STAFF A
MANAGEMENT OFFI CER WHO SHALL BE RESPONSI BLE FOR | MPLEMENTI NG THE
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MANAGEMENT PROGRAM THE HEAD OF EVERY AGENCY SHALL ADVI SE THE

=
w

DEPARTMENT OF CGENERAL SERVI CES THE NAMVE OF THE MANAGEMENT

H
o

OFFI CER

=Y
(63}

(b) Duties.--

=Y
(e}

(1) The nmanagenent officer shall conpose and revise, as

=
\l

necessary, the forns and publications managenent planr PROGRAM

=Y
oo

for the agency subject to the approval of the Secretary of

Budget—and—-Admnistration GENERAL SERVI CES. The plan PROGRAM

shall be adm nistered by the managenent officer, subject to

N N
= O ©

this act.

N
N

(2) The nmanagenent officer shall approve for use only

N
w

those fornms which are necessary for the efficient operation

N
~

of the agency and whi ch:
(i) Ask only for information lawfuHy required to

NN
& O

fulfill the m ssion of the agency.

N
~

(1i) Do not inpose an undue burden on persons

N
oo

conpl eting the form

N
(o]

(iti1) Do not substantially duplicate other forns of
30 t he agency or those of other agencies.
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(iv) Are brief, plainly witten, well-designed and
easily conpl et ed.

(3) The nmanagenent officer shall devote particul ar
attention to the special burdens faced by individuals and
smal | busi nesses in responding to requests for information.
To mnimze these burdens, the managenent officer is to
i nsure that agencies forego uniformreporting requirenents
and rely on sanpling, reduced frequency of reporting,
differing conpliance standards or exenptions whenever
possi bl e.

(4) The managenent officer shall maintain an inventory
of all fornms and publications in use or distributed by his
agency. Fornms and publications shall be identified in
accordance with a systematic standard identification system

to be devised by the Departnment of Ceneral Services.

6} (5) Fornms and publications shall be reviewed within

two years after their initial issuance and then at |east once
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every five years. Followi ng review, those forns which no
| onger neet the standards set forth in section 5(b)(2) shal
be elimnated. Publications which are no |longer required to
acconplish the lawful purpose of the agency shall al so be

el i m nat ed.

6y Liitati L dut F e

Section 6. Inplenmentation of planr THE MANAGEMENT PROGRAM

(a) Approval by the secretary.--Each agency shall file a

copy of its fornms and publications managenent ptanr PROGRAM wit h

t he Paperwerk—Oversi-ght—Committee DEPARTMENT OF GENERAL SERVI CES
on or before February—3—3982 JULY 1, 1983. Onby—theseforms—and

(b) Duties of Secretary of Budget—and-Admnistration GENERAL

SERVI CES. - - The Secretary of Budget—and-Admnistratien GENERAL
SERVI CES shal | :

(1) Review and approve those managenent ptanrs PROGRANVS
whi ch neet the provisions of this act.

(2) Take any steps necessary to prevent duplication
i ncludi ng the assignnent to a particular agency of | ead
responsibility for the collection AND DI SSEM NATI ON of
certain types of information.

(3) Mnitor the adm nistration of each fornms AND
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1 PUBLI CATI ONS managenent planr PROGRAM to i nsure adherence to
2 its provisions.

3 ”n ] I ol . :
4 thts—seetton—and—econtrol—at—the paperwerk—burden—generabby—
5 fey—buttes—otthe departrent—The Departrent—et—Ceneral-

6 Services—shal—

7 5 (4) Assist each agency in the devel opnment and

8 i npl enentation of its forms and publicati ons managenent pl an.
9

2> (5) Assist each agency in coordinating its

10 managenent plan with the plans of other agencies.

11 3> (6) Elimnate duplication in requests for

12 i nformati on by establishing an information |ocator system
13 which shall list all the types of information collected by
14 agenci es and shall be available for use by all agencies.

15 4> (7) Seek to informthe public and broaden public and
16 governmental coment by preparing and publishing the

17 Pennsyl vani a Bul l etin an annual paperwork cal endar of

18 significant requests for information. This cal endar shall be
19 based on the information contained in the paperwork budgets
20 of the agenci es.

19810H0675B3714 - 7 -



© o0 N oo o A~ wWw N P

N ORNN N RN NN N NN R B P B R R R R R
© O N o U~ W N B O © 0 N 0o o M W N B O

30

(8) DEVELOP AND PROVI DE GUI DELI NES FOR ALL STATEW DE <—
FORMS AND PUBLI CATI ONS FUNCTI ONS.

(9) SIMPLIFY AND DEVELOP | MPROVED PROCUREMENT TECHNI QUES
AND PRACTI CES FOR PRI NTI NG ACQUI SI TI ON WHI CH W LL GENERATE
DOLLAR SAVI NGS FOR THE COMMONWEALTH. | NCLUDED THEREIN W LL BE
REFI NED CONTRACT DEVELOPMENT W TH EMPHASI S ON MAI NTAI NI NG
CONTRACTS CURRENT W TH THE STATE OF THE ART.

(10) MAI NTAI N STATI STI CS CONCERNI NG, BUT NOT RELATED TO
TYPES OF DOCUMENTS PROVI DED AND QUANTI TI ES EXPENDED.

(11) COWILE AND MAI NTAIN A COVWPLETE | NDEX OF ALL FORMS
AND PUBLI CATI ONS OF THE COVMONWEALTH.
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SECTION 7. ANNUAL REPORT.
THE SECRETARY W LL ANNUALLY TRANSM T TO THE GOVERNOR AND THE
CENERAL ASSEMBLY, FOR THEI R REVI EW AND COMMENT, A REPORT,
DESCRI BI NG THE TOTAL COMVONVWEALTH FORMS AND MANAGEMENT PROGRAM <—
AND SUMVARI ZI NG THE EFFECTS OF THE PROGRAM AND THE PRQJECTI ONS
FOR THE ENSU NG YEAR. THE SECRETARY SHALL ENSURE THAT A WRI TTEN
RESPONSE | S PROVI DED TO ANY COMMENT OR | NQUI RY BY A MEMBER OF
THE GENERAL ASSEMBLY W THI N 30 DAYS OF RECEI PT THERECF.
Section 8. Construction of act.
No part of this act shall be construed to restrict any
official fromissuing informati on to newspapers, nmgazi nes,
radio and tel evision stations, nor to restrict any official from
corresponding with individual citizens.
SECTI ON 9. REPEALER <—
(A) SUBSECTION (E) OF SECTION 701, ACT OF APRIL 9, 1929
(P.L.177, NO 175), KNOWN AS "THE ADM NI STRATI VE CODE OF 1929, "
| S REPEALED.
(B) ALL ACTS OR PARTS OF ACTS VWHI CH ARE | NCONSI STENT W TH
THE PROVI SIONS OF THI S ACT ARE REPEALED TO THE EXTENT OF THE

| NCONSI STENCY.
Section 9 10. Effective date. <—
This act shall take effect January 1, 1982 1983. <—

B3L71Rz/ 19810H0675B3714 - 9 -



