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SUBJECT: PRLPARATION OF AMJUAL REPORT.

Dear Sir:=-

In the preparation of your Annual Report for 1918, it is suggested
that you follow substantially the outlines adopted in 1916 with the incorpora-
tion of the additional data called for in 1917, eliminating, however, all
reference to topics which have becowe obsolete and curtailing remarks regarding
those which have proved of minor importance.

The work of the Feleral reserve banks has been of exceptional impor-

v tance Juring the past year, and your report should include a resview of the ac-
tivities of the Federal reserve bank in connection with public financing.

It will be reczlled that hitherto the Federal Reserve Agents have used
their own judgmwent as to the opening or introductory material ewbodied in their
renorts, thus varying to soune extent the character of the matter subnitted and
destroying the harmony of the reports as related to each other. The Board does
not desire to lessen in any way the freedom of action which way be necessary in
the preparation of a satisfactory report, but it is suggested that as far as
possible & standard outline be followed in order that these reports may adwit
readily of cowparison, one with another.

. - It is particularly recowmended that statistical tables be carried in
fhe appendices except so far as brief tabular presentations mway be necessary
in the hody of the text for illustrative purposes. The method of presenting
statistics employed in the report of District No. 1 for the year 1917 is called
to your attention as an example. Considerable statistical ratter will appear
Digitized rdMFRBBERaPpendices to the Board's own report, and as it is desirable that the
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banks he contaired in one voivwe of re:xsorable size, it is necessary to
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not exceed five or six thousard words. 'Sowe of the reports submwitted last

year were several times this length and it was necessary to edit them in order
to bring thew within rsasonable limits.

It is suceested that in »reparing your report that you endeavor to give
stress to the particular covmercial or financial developments which have
special application to conditions in your owm Jistrict. It does not azpear to
be essential that the revorts frou the several districts be given a national
coloring; that bsing the scone of the Board's own report, but in each of the

iistricts thors will bs sowe outstanding industrial or busincss developments

\ .

. uron which stress can propsrly be placed.

Your attention is invited to the gsueral outline, enclosed heréwith,
which it is suggested be followed as far as pricticable in order to secure
uniforwmity in the character of the rsserts.

: an atteupt was wade last ysar to have the reports ir hani by Deceunber

2Cth, but it was found that this date was too early and that the inclusion of

3

the figures 2t the end of ths year delayed actual progress. The Board has
zccoriingly Jecided this year that all rerorts be placed in its possessicn in
completei form by January 8,1918.

Very truly vours,

Felerzl Reserve Agent, Covernor.
Federzl Reserve Bank,
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‘SUGGESTED OUTLINE OF TOPICS AND THE ORDER IN WHICH THEY SHOULD BE TAKEN
UP BY THE FEDERAL RESERVE AGENTS IN THCIR ANUAL REPORTS FCR 1918.
1. Financial results of operation;
(a) Earnings, expenses, divicends, etc.
(b) Cewparative balance sheets for December 31,1917 - 1918.
(‘c) Profit and loss statements for 1918.

2. General Business.anﬁ Banking Coniitions:
(a) Volume §f busineésc
(v) Lavor.
(c) Money Market.

3. Discount Opsratiocns:
(a) Reiiscounts - Courercial Paper
(b) Rediscounts -~ Liberty Loan

+., Trale Acceptances

5. Acceptances
(d) Growth of open market for acceptances
(») Policy on acceptinca nurchases

6. Reéervé Position

7. Movemwmsnt of Membsrship
(2) Nationzl Bank
(b) Staxte Banks

8. Relations with National Bank Meuwbers
(a) Discount operations
(b) Trustee zowers

9. Relations with Stute banks znd trust companies:
(a) Discount operations

. : (b) Examinations
(c) Reserves
Digitized for FRASER
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10. Fiscal Agency Operations |
(a) For Treasury Departuent
1. Allotment of Treasury Certificates among tanks in district
. 2. Deposits of Treasury funis with banks, and their withdrawal,
3. Flotation of Liberty Loaas i
4. Viork in cornection with sale of Viar Savings Certificates.
(b) War Finance Corporzation
(c) Carital Issues Comnittee
11. Note Issues. ;
(a) Federal Reserve notes ;
t
(b) Federal reserve bank notes %
12. Position of commercial banks zs a result of war financing: %
(a) Increase of their obligations, | ?
(b) Effect on commercial paper of district. é
) (c¢) Relation to, and effect on, gereral business. ;
13. Policy to be pursued in restoring liguidity of banks: f
(a) Probable time in which they can clear up their “war paper". §
‘ (b) Policy of Federal rsserve bank toward thew meanwhile, i
ié. Cperations of Fedsral Reserve Bank branches:
15, Niscellaneous: incluiing: :
(a) Internal organization, %
(b) Clearings, ,

. (c) Collecticns

(d) Gold Settlement Fund ;
(e) Foreign accounts

(f) Banking Quarters - new buildings.
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