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POLICY	5100


(Revised  6/85)





The Department of Information Technology (DOIT) embraces the American National Standards Institute (ANSI) management information standards and the Federal Information Processing Standards (FIPS).  The ANSI standards are national consensus standards which provide guidance on a variety of issues central to the public and industrial sectors.  The FIPS standards are adopted and promulgated under the provision of Public Law 89–306 (Brooks Act) and Part 6 of Title 15, Code of Federal Regulations, and serve to improve the utilization and management of computers and automated data processing in the Federal Government.





State agencies must use the ANSI and FIPS standards in their information management planning and operations.  Adoption of these standards will facilitate the interorganizational sharing and exchange or equipment, data, software and personnel.  Use of these standards will also facilitate communication (1) among state agencies; (2) between the state and its EDP vendors; and (3) between the state and its EDP information providers/recipients.





COMPUTER PROGRAMMING LANGUAGES	5101


(Revised 6/85)





DOIT encourages the use of vendor supplied packages versus in-house development and specifically the use of fourth generation software.





High-level languages chosen for applications development must be consistent with the applications for which they were designed. Standard language elements must be used to facilitate the interchangeability of programs among systems, future conversion to replacement systems, and interorganizational sharing and exchange of software.





Data base management, report generation and file manipulation packages may be appropriate technological applications for developing and operating an information technology project or system.  It should be noted that these language-like packages may involve considerable overhead expense and their use should be evaluated in terms of both initial and ongoing expense.  Included in the decision process to purchase vendor supplied data base management or file manipulation software should be the realization that employee turnover may have a significant impact upon a system or its continued operation, and this impact may be disastrous if in-house development for data base management or file manipulation occurs.





Query and update languages, plus report generation software on either a mainframe or a personal computer should normally be chosen from the wide varieties supplied by vendors.





APPLICATION GENERATORS	5101.1


(Revised 5/86)





The DOIT encourages the investigation and use of application generator software.





Application generators are integrated fourth-generation language tools that permit an entire application to be generated.  The most useful full-function application generators support a wide range of integrated components, including a DBMS, data dictionary, security facilities, query language, report generator, screen painter, graphics generator, decision support or financial modeling tools, multiple end-user interfaces, high-level procedural language, data definition language, distributed processing facilities, a micro-to -mainframe communications link and a separate version of the tool for a personal computer.
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Rather than using separate tools to perform query, reporting, graphics, decision support and application generation functions, application of one highly comprehensive tool can perform all of these functions.  These integrated tools provide a single, consistent interface rather than the multiple, disjointed interfaces offered by separate, specialized tools.





Application generators for DP professionals generally include a very high-level procedural language that is used to specify logical operations.  These tools are usually integrated with a full-function DBMS that supports both relational and other data structures.





OPERATING SOFTWARE, UTILITIES AND PROGRAMMING AIDS	5175.1


(Revised 9/82)





It is state policy that standard, unmodified, vendor-supplied-and-maintained software aids be used in lieu of developing unique programs.  The objective is to minimize and control the development of specialized programs that allocate, schedule and control the CPU, memory, peripherals, communication, data storage and retrieval.





APPLICATION PACKAGES	5175.2


(Revised 9/82)





It is the state policy that all feasibility studies will address the availability, usability, maintainability and cost effectiveness of prewritten and tested application programs in lieu of developing major programs in-house.  The objective is to minimize the development time and costs of major application programs when such programs are available from other sources.





COMPUTER OUTPUT MICROFILM (COM)	5177


(Revised 6/85)





It is state policy that all computer output microfilm applications be developed utilizing the standards in this section.  The objectives of these standards are to facilitate the use of Computer Output Microfilm (COM) and to control the development of special applications that are difficult to transfer or to convert to new COM recording equipment.  All departments will monitor COM applications to ensure COM processing standards have been adhered to.





Any modifications to these standards will have to be negotiated with each center providing COM service.





COM Usage Guidelines





It is state policy that the standard output media for computer applications is COM.  Every Feasibility Study for a project that includes computer programs should consider the use of COM as the normal output media.  Agencies should examine all existing computer applications for possible conversion to COM.
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Each exception to this policy must be approved by the "data processing chief" of the individual agency.  Department of General Services, Office of Records Management personnel are available to assist agencies in the appropriate use of COM.  All computer applications involving paper output or COM are subject to review by the following agencies.





1.	DGS, Office of Records Management–for initial training and implementation, and for compliance with SAM Section 1650 and the State Micrographics Handbook.


2.	Finance, Budget Operation–for budgetary considerations.


3.	DOIT–for compliance with state data processing management policies and standards.





OPTICAL CHARACTER RECOGNITION	5178


(Revised and Renumbered from Section 4820 6/85)





Recent developments in the use of Optical Character Recognition (OCR) equipment have extended the capability to a wider variety of data entry applications and improved operational reliability.  In addition, key-disk and video techniques have been incorporated.  These enhancements require a re-evaluation of data entry methods.  Typically, OCR has been applied only to those applications where the data to be read was printed within narrow specifications so that the number of "non-recognized" characters would not exceed a very small percentage of the total characters.  OCR systems now have the capability of storing unrecognizable  characters on disk and later recreating their images on a key station screen for operation identification and correction.  The combination of OCR and key-entry features will permit the cost-effective use of theses techniques to jobs where as little as 50% of the data can be scanned, while keying the remainder.





Since OCR equipment can read hundreds to thousands of characters per second (depending on model selected), as compared to the speed of key operators, data entry costs can be reduced significantly.  While many applications cannot utilize these capabilities, the potential cost savings expected from the use of OCR for some applications is so large that its use must be considered.





There are two areas for consideration:  Current applications and the planned applications.





1.	A survey of current data entry forms and procedures should be conducted by each state department.  Turnaround documents which have been prepared by high speed printers are highly suitable for optical character reading.  Although few applications will be able to profit from OCR unless forms design and data preparation were implemented with OCR in mind, we have found that very often only a minor change of the form may be required for OCR implementation.  The new technology is more versatile.  Preparation procedures and varying degrees of forms design changes will permit use of OCR for many high volume repetitive applications.


2.	For all planned applications and major modifications to existing applications, all Feasibility Studies submitted to DOIT, Department of Finance, for review must address the use of OCR.





Criteria for Use of Optical Character Recognition.  Any single document with a processing volume of 5,000 or more per day, and for which the data to be captured can be prepared by a line printer, letter quality serial printer, typewriter, imprinter, or handprint (numeric), is a candidate for the use of OCR.  Examples include:  "Bills" or "Licenses" that are prepared on a line printer, then scanned when returned with payment; documents originated on a line printer with data added in "handprint", by a typewriter, etc.; special jobs that can be typed originally, by typewriters already in place, using an OCR acceptable font; and, data that can be prepared, at least in part, by the use of credit type cards and imprinters.
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COMPLIANCE WITH UNITED STATES POSTAL SERVICE, OPTICAL CHARACTER 


RECOGNITION GUIDELINES	5179


(New 1/87)





The United States Postal Service (USPS) has adopted guidelines to allow for optical character recognition of alphanumeric data contained in mailing addresses.  Government agencies are strongly encouraged to follow these guidelines as a means of ensuring more efficient and accurate mail processing; more consistent mail delivery; and more stable postal operating costs.





To the extent that it is determined to be cost-effective, agencies must follow the USPS Optical Character Recognition (OCR) guidelines in the design and operation of automated information systems that include preparation of mailing addresses.





The OCR guidelines apply to letter mail within the following dimensions;





1.	Height at least 3–1/2" and more than 6–1/8";


2.	Length at least 5" and no more than 11–1/2";


3.	Thickness at least 0.007" and no more than 0.25"; and,


4.	Aspect ratio (length divided by height) of from 1.3 to 2.5.


The details of the guidelines are set forth in the USPS publication, "A Guide to Business Mail Preparation" (Publication 25), which is available without charge.  Agencies should contact their USPS Commercial Account Representative to obtain the current edition.





SAM Sections 2200 through 2262 define related state policies associated with mail management services.





UNITED STATES POSTAL SERVICE ZIP + 4 GUIDELINES	5180


(New 1/87)





The USPS offers a reduced postage rate to organizations for first-class mailings that use the 9-digit zip code (ZIP +4) in the mailing address.  Both unsorted and sorted mailings are eligible for the reduced rate.





To the extent that it is cost-effective (taking into account the potential postage discount), agencies must provide for ZIP + 4 address coding and sorting of printed addresses in ZIP + 4 order in the design and operation of automated information systems that include preparation of mailing addresses.





There are two preliminary requirements for eligibility for the ZIP + 4 discount;





1.	"Machinabiltiy," which includes quality of paper stock and adherence to the USPS standards for envelope size; and,


2.	Optical Character Recognition (OCR) readability, which consists of adherence to the USPS OCR mailing guidelines.


Detailed specifications for these and other ZIP + 4 requirements are available from the USPS Commercial Account Representative assigned to each agency.  Additional information is also contained in Section 324 of the USPS Domestic Mail Manual.
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