To:

Data Resources

From:
John Doe


Cabinet Secretary/Constitutional Officer

Date:

08/03/98
Subject:
Critical data/information needs.

As you may know, I have designated an Implementation Team to help prepare our agency for the implementation of the forthcoming Management Administrative and Reporting System (MARS).  This system is the statewide, integrated and computerized financial and materials management processing system that is due to be launched in July of 1999.  It is part of the Commonwealth’s EMPOWER Kentucky initiative to develop more efficient and outcome oriented processes in the material, financial and budget management areas of each agency.  To fully recognize the benefits of this project, our agency must assess our current organizational structure and administrative services functions to insure that they are compatible with MARS.  

The Implementation Team recently attended the first of a series of workshops to learn about the full range of organizational assessment and design activities that will be needed.  Through the workshop, they developed skills and tools with which to gather as-is information about our organizational structure, administrative services functions and employee position descriptions.  Now the Team must collect this information and deliver it to the EMPOWER Kentucky MARS Team by October 15. 

In order to complete this process, your time and assistance will be needed.  Team members will be contacting you over the next few weeks.  Please take the time to help them complete this assessment as quickly and thoroughly as possible.  I understand that you are currently burdened with other projects and deadlines, but your participation in this assessment is critical.  If you have time conflicts that cannot be resolved, please contact me directly so that we can make other arrangements to collect the data.  

I thank you in advance for taking the time to provide the required information.  Your assistance will allow our agency and our employees to be fully prepared for the implementation of MARS next year.  If you have any questions, please contact us at __________.
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