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manégemgnt. ‘It is*duﬁingfthis closing conference that all signifi-
cant findings-are predented ‘to the ‘top manager ;

Most closeouts are attended by ‘all inspection-team members, however,
there will be times when-only the team leadér will represent the
Commission and will present the inspection findings. At times, for
training purposes or specialized knowledge ‘in‘a ‘particular area, team
members will make présentations during the -closeout. Quite often the
regional director or other high level regional officials will ‘attend
closeouts.. As pointed out under the discussion on closing conferences,
this type of participation is desirable and shows top level Commission
interest in the agency's personnel management.

There are two major viewpoints frém which each closeout can be viewed,
From the viewpoirt of ‘the Commission, considerablé time and resources
have been invésted in- factfinding, andlyzing, ‘evaluating and synthesiz-
ing aspects of the ageticy's personnel management,; therefore, the find-
ings to be ‘presénted and .the recommendations which the Commissfon have
to offer are 'not "lightly made nor does ‘the Commission expect them to
be lightly received, The ¢loseout is no time’to’ short-eut nor is it
something to approach with ‘the attitude ' of "let's get this over with."
This is the time when the biggest payoff of the whole survey- process
may be realized. WAccordingly, the closeout must be well planned;

there must ‘be a meaningful translation of findings; a-realistic
audience'analysis;'ééhérent organization of findings; and use of appro-:
priate presentation techniques, P : ; :

From the viewpoint of the agency, it also has invested considerable
time and resources 'fn the inspection and it ‘may fully expect a valid

- and objective evaluation of its personnel management.as well as help~:
ful and forward looking advice and assistance. Leaving a written
closeout statement with the management is optional, but highly desir-
able in most inspections since such a statement can serve :as a basis
for agency action; confirm the findings; and negate the need for
notetaking during the closeout presentation.

(b) Written Report

After the closeout, the written report is the next major order of
business, To the extent possible the written report will follow the
standardized report format provided for the particular type of inspec-
tion. However, there will be' times when the format provided is in-
appropriate for the inspection and a different procedure or arrange-
ment can be more meaningful, Our standard system of reporting consists
of four separate communications which are: i

1 A basic interrelated report which contains all essential find-
Ings and evaluations appropriate for communication for the
manager of the inspected installation,

2 A’communication to . the manager of the inspected installa-

tion which transmits copies of the basic report and highlights
matters of significance.



