DEPARTMENT OF THE AIR FORCE	RL REGULATION 26-2


Rome Laboratory (AFMC)	


Griffiss Air Force Base New York 13441	31 October 1991





Manpower





MANPOWER TIME EXPENDITURE AND PERSONNEL DATA





This regulation sets up responsibilities and  procedures  for reporting, reviewing, and processing time expenditures and personnel data, and for preparing and distributing manpower resources reports.  it prescribes the use of AFSC Form 2841, Employee Time Expenditure, and AFSC Form 2891, Rome Laboratory Personnel Statistics. It applies to al Rome Laboratory organizations.


This regulation is affected by the Privacy Act of 1974.  The forms required by this regulation have  a  Privacy  Act  Statement incorporated in the bodies of the forms.





1.   General. The Manpower Accounting System (MAS) provides time expenditure and personnel data to the  Laboratory  management personnel,  lead  system engineers, and project engineers for management decisions.  It is the basis for cost information in the Manpower Accounting System, the Job Order Cost Accounting System (JOCAS), and the feeder data for reimbursements.





2.   Responsibilities (AFSC Form 2841):





    a.   The Comptroller:





	(1)   Distributes preprinted forms to all activities before the first of each month.





	(2) Receives  completed  forms  and  edits  them  for completeness and accuracy.





	(3)   Coordinates with Laboratory activities when adjustments or corrections must be made.





	(4)   Keypunches edited forms for entry into the mechanized system.





	(5)   Prepares and distributes reports needed by Laboratory management.





    b.   Laboratory Personnel:





	(1)   Update AFSC Form 2841 daily (para 3).





	(2)   Sign and send completed AFSC Forms 2841 to immediate supervisors by the first workday of each month.
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    c.   Laboratory Supervisors:





	(1)   Review completed forms for accuracy.





	(2)   Sign and send completed forms to the Comptroller.


Forms must arrive at the Comptroller’s office on or before the third workday of each month.





3.   Preparing AFSC Form 2841:





    a.   Job Order Numbers (JON).  Show the appropriate JON under which time has been spent.  Since inputs are used in JOCAS, which is the basis for reimbursable billing to our customers, take special care in charging your time to the correct JON.  Hours charged by personnel in any cost center to a specific direct JON must pertain to that JON. The three preprinted lines of leave apply to all personnel.  See attachment 1 for more information on JON.





    b.   Total Hours:





	(1)   Regular Hours.  Show the sum of regular hours for the month charged against each JON in this column.  The sum of the Regular Hours column should agree with the Hours Available For Month (in Remarks section).  If a person has less than the number of hours available for the month, note the reason why in the Remarks section.





	(2)   Overtime:





	    (a) Civilian overtime hours worked for which  the employee is paid; record as Paid Overtime.





	    (b)   Civilian compensatory time requested on AF Form 428, Request for Overtime, Holiday Premium Pay, and Compensatory Time, and worked by the employee—record as Paid Overtime.


NOTE.  Any civilian overtime worked on a reimbursable JON and needed to be billed against the customer must be taken as compensatory time.





	    (c)   All other civilian overtime—record as Nonpaid Overtime.





	    (d)   Time spent traveling to or from TDY, if during other than normal duty hours—record as Nonpaid Overtime.





	    (e)   The sum of all overtime hours for each JON— record, in red, in the appropriate overtime column.





    c.   Day of the Month. Show for each day the regular and overtime hours charged against each JON.  Show a sum of eight hours regular  time for each day, Monday through Friday (including holidays).


NOTE.  See attachment 2 for additional information on preparing AFSC Form 2841.





4.   AFSC Form 2891.  Each Laboratory activity sends a completed AFSC Form 2891 to the Comptroller when an employee arrives or departs the Laboratory and when personnel data changes. If an  employee transfers from one Laboratory activity to another, the gaining organization completes AFSC Form 2891.





5.   Preparing AFSC Form 2891.  See attachment 3.





6.   Forms Prescribed.  AFSC 2841 and 2891.





7.   Forms Cited.  AF 428, AFSC 2885 and 2916, and SF 50.








FOR THE COMMANDER





�(0`�(B�[m�[7m�OFFICIAL�[m�(0`�(B�


ROBERTA A.  DELMONTE	3 Attachments


Chief, Information Management Division	1.  Job Order Numbers


Directorate of Operations	2.  AFSC Form 2841 Checklist


	3.  Preparing AFSC Form 2891





SUMMARY OF CHANGES


This revision changes Rome Air Development Center to Rome Laboratory.


�
Attachment 1





Job Order Numbers





1.   Take all job order numbers, direct and memorandum, from the most current Job Order Listing by Account ID, PCN H265140.  To cut down on errors, print clearly, carefully differentiating 1 from I,O from O, and 5 from S.





    a.   A direct job order number—identifies a specific entity of RDT&E work.  It is an eight-digit alpha/numeric code assigned by Rome Laboratory, starting with any digits except 999.





    b.   A memorandum job order number -- is an eight-digit alpha/numeric code beginning with 999.  It is used to identify an overhead account.





2.   The following are some memorandum job order numbers:





99910000 - Management or Supervision.  Includes time spent on management of technical and support work which contribute to the Laboratory’s overall mission but are not directly related to a specific RDT&E code.  Most expended manhours of directorate and division level supervisors, as well as officer’s time in CC, CA, IM, DO, HO, PA, SE, SP, and XP fall in this account.  Below division level in mission directorates, keep use of this number to a minimum.





99920000 - Administration.  Includes time spent on clerical and administrative work such as programming and reporting requirements, record keeping, typing, filing, stenographic duties, etc.  This is restricted to nonsupervisory administrative an clerical personnel.





99930000 - Technical Support.  Includes time spent in mission support work (AC, BC, PK) where work contributes to many RDT&E job orders.  It may be used in mission directorates when work of S&T personnel is technical, but not identifiable to a specific RDT&E job order.





9991,9992, and 9993 plus four digits (alpha or numeric) may be used to show a specific type of indirect effort in which at least 50 hours of effort will be spent in the year.





9994TRNG - Training.  Includes time spent on attendance and travel associated with short or long-term training, on or off-base, to keep or upgrade related proficiency.





9994SYMP - Symposia.  Includes time spent on attendance and travel associated with seminars and symposia to keep or upgrade job related proficiency or to make presentations.





99960000 - Miscellaneous Other.  Includes miscellaneous minor time spent not reportable under any other indirect categories.





99960MIL - Military Duties.  Examples of this type of absence from regular duties are: proficiency flying, Commander’s Call, physical training, burial duty.





Leave and excused Absences.  Includes time spent on annual, sick, holiday, administrative, and compensatory leave.  Lines are preprinted on AFSC Form 2841 for the three categories of leave.  Keypunchers insert the job order numbers when processing the completed forms.





    a.   Annual Leave.  Even though military leave that is taken on a weekend is chargeable to a person’s leave account, do not show weekend leave on AFSC Form 2841.  Do not charge holiday time to annual leave even though a person is on sick leave.





b.   Sick Leave.  Includes all time related to medical care: dispensary visit, dental appointment, sick call, hospital stay, convalescent time, etc.





c. Other Leave.  Includes the following and other  like absences:





	(1)   Holidays, even while on leave.


	(2)   Compensatory time taken.


	(3)   Jury duty.


	(4)   Blood donations.


	(5)   Days or fraction of days when Rome Laboratory is closed and personnel are excused by administrative order.





    d.   Leave Without Pay.  Do not record time spent on leave without pay on AFSC Form 2841.  Note in the Remarks section o the form the days that were taken as leave without pay.





3.   Several direct job order numbers have been set up to aid in better documenting the different life cycle phases associated with Rome Laboratory work units.  These phases are:





    a.   Phase I - Preparing Technical Planning Objectives (TPO).  Includes all time associated with preparing and presenting the Rome Laboratory TPO for a given year, and is tracked by job order number 06MPLAN.





    b.   Phase II - Work Unit Definition and Baselining.  This phase is shown by translating the TPO program roadmaps and milestone charts into specific work units.  Track the time to do this either by job order number XXXXBASE when the work unit can be identified against a specific project and customer, or 06DMPLAN, when more than one project or customer is involved.  This phase ends in a written agreement between engineer and supervisor to devote resources to a specific effort (in-house or contractual).  When the agreement is worked out, the division issues the eight-digit job order number and sends AFSC Form 2885, Job Order Register Input Data.





c.   Phase III - Implementation Approval.  In this phase, work units are further refined as to objective, approach, and milestones.  The final step is sending AFSC Form 2916, Program Implementation Request and Authorization, for approval.





    d.   Phase IV - Execution.  This phase includes the actual management  of the work unit under AFSC and Rome Laboratory directives.  Track time charged for phase III and phase IV by the eight-digit job order number set up at the end of phase II.





4.   Off-Base Research Facility Codes.  The following codes have been set up to track time spent at Rome Laboratory’s off-base research facilities in support of programs and projects.  Use these codes on AFSC Forms 2841 as prefixes to each respective job order number where time is spent at a research facility.  The research facility codes are not to be used when setting up new job order numbers, but are to be used on the AFSC Form 2841 as prefixes to the normal eight-digit job order number.  If the same job order number is worked on at more than one research facility or Griffiss, record separately on AFSC Form 2841 the time spent at each location:





	A - Ava	P - Prospect Hill


	F - Forestport	Q - Quaker Hill


	I - Ipswich	S - Stockbridge


	N - Newport	V - Verona


	O - Ontario	Y - Youngstown





The following is an example of how the research facility codes are to be used.  Jack Wood spent 35 hours at the Ava Research Facility, 15 hours at the Verona Research Facility, and 45 hours at Griffiss working on JON414L0108.  Jack Wood’s time is recorded on AFSC Form 2841 as follows:





	A414L0108	35


	V414L0108	15


	414L0108	45





�
Attachment 2





AFSC Form 2841 Checklist





1.   Use only job order numbers that are in the latest Job Order Register, PCN H265140.  Job order numbers have eight digits only.





2.   Make sure every line showing hours has a job order number, especially overtime hours.





3.   Total daily hours.





4.   Total monthly hours to make sure all hours are accounted for.





5.   Do not use fractional hours; round to the neared hours. The mechanized system is not designed to accept fractional hours.





6.   when the total of regular hours is less than the available hours for the month, explain why in the Remarks section.





7.   Charge all holiday time to Other Leave even if the person (civilian or military) is on leave.  Fill in holiday hours at the beginning of the month so you will not forget.  Charge hours worked on a holiday as overtime.





8.   Be sure to put overtime hours in the correct column, Paid or Nonpaid.  Military charge all overtime hours to Nonpaid.





9.   Charge all time (military and civilian) spent away from work due to sick call, appointments, illness, recuperation, etc., to sick leave.





10.   Fill in AFSC Form 2841 daily.  This helps avoid errors.





11.   Employees must sign the top o the form and supervisors the bottom. Do not sign over your printed name because keypunchers cannot read the name if you write over it.





12.   Fill out AFSC Form 2841 in pencil.  It makes corrections easier and neater.





13.   Mark overtime hours in red so they will be noticeable.





14.   If the heading information on the AFSC Form 1841 is incorrect or has changed, send AFSC Form 2891 so we can update our personnel file.





15.   All forms must arrive in the Comptroller’s office on or before the third workday of each month.  All organizations must adhere to that date.  Don’t hold all forms because you are waiting for one or two.  Conversely, don’t send only a few at a time.


�
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Preparing AFSC Form 2891





Rome Laboratory Personnel Statistics





1.   SOCIAL SECURITY NUMBER.  Self-explanatory.





2.   NAME.  Last, first, middle initial.





3.   GRADE.  Use separate codes for civilian and military:





    a.   Civilians:





	(1)   Senior Executive Service appointments are always coded ES00.





	(2)   For all other civilians, use the following four-digit codes:





	    (a)   First Digit:





G = General Schedule


W = Wage Grade


L = Wage Leader


S = Wage Supervisor





	    (b)   The second and third digits show the grade; the fourth digit shows the step (0 = Step 10).





	    (c)   Example:





G091 = GS 9 Step 1


W100 = WG 10 Step 10


L084 = WL 8 Step 4


S063 = WS 6 Step 3





    b.   Military.  The code for military is four digits.  The first digit is a numeric 0, the second is an alpha O for officer or E for enlisted, the third is a numeric 0, the fourth is numerical and designates the grade.





	Officers


*0O07	General


0O06	Colonel


0O05	Lieutenant Colonel


0O04	Major


0O03	Captain


0O02	First Lieutenant


0O01	Second Lieutenant





	Enlisted


0E09	Chief Master Sergeant


0E08	Senior Master Sergeant


0E07	Master Sergeant


0E06	Technical Sergeant


0E05	Staff Sergeant


0E04	Sergeant or Senior Airman


0E03	Airman First Class


0E02	Airman


0E01	Airman Basic





4.   COST CENTER.  Information is on the most current Responsibility Center/Cost Center Listing.





5.   EDUCATIONAL LEVEL:





E	Less than high school graduate


F	High school graduate or equivalent


O	Completed less than one year of college


G	Completed one but less than two years of college


H	 Completed two but less than three years of college


I	Completed three but less than four years of college


J	Completed four years but did not receive a bachelor’s degree


K	Bachelor’s degree


L	Graduate work but no master’s degree


M	Master’s degree


N	Master’s degree with advanced work


P	Doctorate degree





6.   MILITARY AFSC.  The military AFSC is seven positions.  The first position is for a prefix; if there is no prefix, leave blank.  The next five positions are numerical; officers’ AFSCs are preceded by a zero.  The last position is a letter suffix, when appropriate.





7.   CIVILIAN OCCUPATIONAL SERIES.  Self-explanatory.





8.   TYPE EMPLOYEE:





S	Scientific or engineering


T	Technical


O	Other





9.   OFFICE SYMBOL.  Self-explanatory.





10. BUILDING NUMBER. Griffiss personnel use the numerical designation of their building. Hanscom personnel precede their numerical building designation with H. Personnel assigned to off-base research facilities use the first five letters of the facility name (exception:  use VERNA for the Verona Research Facility).





11.   OFFICE PHONE.  Griffiss personnel use their office extension number only. Personnel assigned to Hanscom or off-base research facilities precede their extension with the three-digit autovon number.





12.   REMARKS CODE:





	13	Commander


	14	Vice Commander


	15	Chief


	16	Acting Chief


	17	Division chief


	18	Branch Chief


	19	Section Chief


	20	Asst Division Chief


	21	Asst Branch Chief


	22	Technical Director


	23	First Sergeant


	24	NCOIC


	35	On Detail


	36	Chief Scientist


	37	Deputy Director


	38	Temporary Appointment


	39	Part Time Employee


	40	Director


	99	Delete Remark Code





13.   Action Code:





	A	Add


	C	Change


	D	Delete





14.   CIVILIAN - SERVICE COMP DATE.  Take the service computation date (SCD) from the SF 50, Notification of Personnel Action. Enter the SCD as a seven-position element—the first two digits are the day of the month, the next three are the first letters of the month, and the last two are the year.





15.   MILITARY - DATE OF SEPARATION.  Format similar to the SCD.  If an individual does not have a specific separation date, use INDEF.





16.   DATE OF RANK.  This is the date of the last change in grade


(not step) for civilians or change in rank for military regardless of whether it was a promotion or reduction in grade.





17.   CIVILIAN - VETERAN STATUS:





	1	Nonveteran


	2	Veteran





18.   CIVILIAN - TYPE OF APPOINTMENT:





	0	Temporary


	1	Career


	2	Career conditional.  Also use this code for cooperative students who have an excepted appointment.





19.   DATE OF BIRTH.  Use same format as SCD.





20.   CIVILIAN POSITION CLASSIFICATION NUMBER (CPCN). Insert the five-digit number from the SF 50, block 20.





21.   MANPOWER POSITION CONTROL NUMBER (MPCN).  If the individual is assigned to a permanent authorization, the MPCN must coincide with the appropriate number in the Authorized Vs Assigned List PCN:


H365053. If the  person  is  assigned  to  an  overstrength authorization, use the overstrength number assigned by base Civilian Personnel.  If a number was not assigned, use OH and the first six digits of the person’s social security number.





22.   ACTIONS:





    a.   When adding personnel, give the following data elements:





	(1)   Civilian.  Fill out entire form except for the following data items: military-AFSC, military-date of separation.





	(2)   Military.  Fill out entire form except for the following data items:  civilian-occupational series, civilian-service comp date,  civilian-veteran  status,  civilian-type  appointment,


civilian-CPCN.





	(3)   Action Code “A” for civilian and military.





    b.   When changing personnel data, give the social security number, ,the data that is changing, and the action code C.





    c.   When deleting a person, give the social security number, name, office symbol, and action code D.





