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Research and Development


AFSC FORM 2885, JOB ORDER REGISTER INPUT DATA





This regulation explains how to prepare AFSC Form 2885, Job Order Register Input Data, for the Job Order Cost Accounting System (JOCAS).


1.  Policy.	AFSC Form 2885 is used by all personnel for putting data into the Job Order Cost Accounting System (JOCAS) Job Order Register.  The form has three basic uses:


	a.  Inputs for new job order numbers (JONS).


	b.  Changing data on existing job order numbers (including completion and termination status).


	c.  Deleting job order numbers from the register.  Instructions for completing AFSC Form 2885 are in atch 1.  No time charges or fund expenditures are authorized unless a job order is set up in the JOCAS Job Order Register by sending AFSC Form 2885.  No AFSC Form 2885 for a	 new job order number is processed into the Job Order Register unless necessary attachments (AFSC Form 2877, Job Order Budgeting; AF Form 813, Request for Environmental Impact Analysis, as appropriate) are sent with AFSC Form	2885.


2.  Responsibilities:


	a.  The Directorate of Plans and Programs, Technical Programs Division approves or disapproves AFSC Form 2885 for all new direct job order numbers and any change AFSC Form 2885 involving the following data elements:


		(1)  Job Order Title block (10-34).


		(2)  Proj Officer Symbol block (37-40).


		(3)  Proj Manager Block (47-60).


		(4)  Program Element Code block (13-18).


		(5)  Rome Laboratory Workload Code (19-20).


		(6)  Job Order Category (10).


		(7)  Work Category (11).


		(8)  TPO Number block (41-45) (44-46).


		(9)  Customer block (11-19).


		(10)  Organization Supported block (48-50).


	b.  Mission divisions:


		(1)  Prepare and send to the Technical Programs Division AFSC form 2885 for all direct job order numbers, with the following:


	(a)	  AFSC Form 2877 (one or more as applicable).


	(b)	  AF Form 813, if job order is category 1 - Contract Direction or category 2 - In-House RDT&E.


	(c)	  An objective statement, either from AFSC Form 2916, Program Implementation request and Authorization, or written on the back of AFSC Form 2885.


		(2)  Prepare and send to the Comptroller, Accounting Division, AFSC Form 2885 for all new memorandum job order numbers, accompanied by AFSC Form 2877.   Explain in the Remarks section of AFSC Form 2885 or on a separate memorandum the need for the job order number to be set up and any restrictions, if any, on time charges to it.


(3)	Update existing job order information by sending AFSC Form 2885 through the Technical Programs Division, where applicable (para 2a), to the Rome Laboratory Accounting Division.  This includes all changes as well as additional data not on the original AFSC Form 2885 which set up the job order number.


	c.  Comptroller:


		(1)  Edits AFSC Forms 2885.


		(2)  Formats AFSC Form 2885 for machine acceptable processing and entry into the JOCAS Job Order Register.


		(3)  Gives the Technical Programs Division and mission divisions monthly copies of the PCN: UHO96140, Job Order Listing by Account ID, and copies of other products of the Job Order Listing as needed.


3.  Updating AFSC Form 2885:


	a.  There are four card designations on the AFSC Form 2885: P1, P2, P3, and P9.  The whole form does not need to be completed.


	b.  P1, P2, P3, and P9 Cards:


		(1)  The job order number and change code are control data fields, and must be filled out when making a change (use C for change).


		(2)  With control fields completed, insert the new data and the change is done.


4.  Forms Prescribed.  AFSC Form 2885.


5.  Forms Cited.  AF 813, AFSC 607, 2877, and 2916.


FOR THE COMMANDER








ROBERTA A.  DELMONTE	2 Attachments


Chief, Information Management Division	1.  Instructions for Completing 


Operations & Support Directorate	AFSC Form 2885


		2.  Sample AFSC Form 2885.





SUMMARY OF CHANGES


This revision changes AFSC Form 2906 to AF Form 813, and changes Sample AFSC Form 2885.


RADCR 80-14 Attachment 1 12 Jul 90








INSTRUCTIONS FOR COMPLETING AFSC FORM 2885


(All data on AFSC Form 2885 is left justified, except where otherwise stated)


Date - Enter date form is prepared.


Job Order Number (2-9) - A job order is set up to accrue costs or labor expenditures against a specific research, development, test, and evaluation (RDT&E) entity of work or overhead account.   JONS relate to only one funding document.   The key in establishing a job order is the decision to show expenditures against a specific work entity regardless of the job order category.   The first four digits of a direct job order number must represent the project number, the next two the task number, and the last two the work unit number, for example, 45050214.  In addition, for Rome Laboratory managed projects, a planning JON should be set up for each project and task area, for example, 4506 PROJ and 406 01 TK to allow direct changes for program planning at each respective level.  Inc cases where a laboratory is associated with a specific project and task, a separate JON should be set up, for example, 4506 01 LB for operation and maintenance (O&M) time charges of the laboratory.   Time spent and documentation prepared in performing specific experiments or data acquisition and analysis should be charged to and filed with the appropriate work unit JON.


NOTE.   The job order number is assigned by the lead project engineer (LPE) or Laboratory program manager (LPM).  For example, 4506 job order numbers are assigned by the individual responsible for the total 4506 program.  This requires the LPE or CPM to establish work unit (last two digits) sequence registers.   The Technical Programs Division assigns Engineering Services project number for non-AFSC support per AFSCR 80-23/-RADC Sup 1.


A memorandum job order number is an eight-digit alpha/numeric code beginning with 99 for management analysis of the Laboratory.  It is used to identify an overhead account where at least 200 manhours are expected to be expended during a fiscal year.  NOTE.  Unless absolutely necessary, do not use the letters O, I, or S in a job order number.   They are too easily mistaken for the numbers O, 1, and 5.  RLR 26-2 provides further guidance relative to overhead JONs and TPO planning, work unit definition, and baselining.


Job Order Title (10-34) - A 25-digit description of the effort.  The 25 digits include spaces between words.


Work Phase Code (36) - A one-digit alpha code to show the status of the job order.


	a.  A to show ongoing jobs.





	b.  X to show job orders that have been cancelled or terminated short of the intended technical goal and to which no new direct costs may be obligated or assigned.  If there are no unliquidated obligations (ULOs) at time of cancellation or termination, the job order is put in Z.





	c.  Y to show job orders that have been completed within the scope of the intended technical goal and to which no new direct costs may be obligated or assigned but has unliquidated obligations outstanding or end item deliverables which have not been accepted (DD Form 250).





	d.  Z to show job orders that have been completely closed out with no remaining unliquidated obligations  and  acceptance  of  deliverables outstanding.   Job orders that are in X or Y status are changed to Z when all obligations are liquidated.





	e.  Any time a work phase code is changed, enter the date of the transaction in the Estimated Completion Date data element.





Project Office Symbol (37-40) - Enter office symbol of project manager.





Project Manager (47-60) - Enter last name and initials (no rank).





Supply Order Number (69-74) - Enter the six-digit RTIS accession number assigned to the job order number.  This accession number is acceptable to the Air Force supply system and is used to help interface the Research Technical Information System (RTIS) and JOCAS.





Change Code (78) - A one-digit alpha code which is used in the update process to set up a new job order record, change an existing record, entirely delete a record which was set up wrong; or delete a record for which there is no further need for reporting.  The codes that must be used are:





	a.  N - Set up a new record.


	b.  C - Change a previously set up record.


	c.  D - Reserved for JOCAS office deletion action.





Program Element (13-18) - The program element code of the work being done is used, regardless of the funding program element.  If the program element is unknown, leave blank.





RADC Workload Code (19-20) - A one or two-digit code, the first numeric and the second alpha, to identify Rome Laboratory work in terms of the type of effort being done.   If the effort is technology base or acquisition support, you must use the number and letter of identification.  The codes are:





1.  TECHNOLOGY BASE PROGRAM - Encompasses efforts planned, programmed, budgeted, and managed by Rome Laboratory within DOD/USAF Program 6, research and development management of technology base efforts is according to 80-series directives. Included are efforts done for DARPA.  The technology base (R&D program) is further subdivided into R&D categories and program elements consisting of R&D projects in the same budget activity.





1A.   Research Program Element 6.1 - Scientific study and experimentation directed toward increasing knowledge and understanding which provides fundamental knowledge for the solution of military problems.





1B.   Exploratory Development, Program Element 6.2 - Effort directed toward the solution of specific military problems characterized as developing and evaluating the feasibility and practicability of proposed solutions and determining their parameters.


1C.   Advanced Development, Program Element 6.3 - Effort which has moved into the development of specific items for experimental test or demonstration as opposed to items designed and engineered for eventual service use.  Advanced development technology programs (ADTPs) are considered part of the technology base programs.  ADTPs are experimental demonstrations of new technology and are characterized by development and test of a new technique or technical capability to get data and demonstrate functional characteristics, thus generating confidence in its feasibility.  These programs are relatively large-scale experimental hardware demonstrations of advances that significantly enhance the technology base.  They may embrace more than one technology and are aimed at satisfying a military need either by filling a present void or by offering a potential new capability.


2.  ACQUISITION - Rome Laboratory has singular and complete responsibility for all aspects of program management, including responsibility and accountability for engineering,  procurement,  test  and  evaluation, installation and turnover to an operational user of a system or equipment.  Without turnover to a user, an effort cannot be categorized as acquisition.  Normally, acquisition programs must be directed to Rome Laboratory by AFSC or ESD Program Direction (AFSC Form 56 or 1511) for management according to AFR 800-2.   Note that this category differs from acquisition support in that there is no specific program management structure between HQ AFSC and Rome Laboratory.  (Because Rome Laboratory is under the command of ESD does not constitute a program management structure at ESD for this definition.)


3.  ACQUISITION SUPPORT - Encompasses all effort done at the request of an AFSC product division (ESD, ASD, SD, BMO, and ADTC, etc.) or laboratory according to AFSCR 80-23; all engineering services done for non-AFSC organizations and agencies according to AFSCR 80-23/RADC Sup 1; and system oriented advanced development programs (PE 6.3) and engineering development (PE 6.4) directed for management under 800-series directives.   This workload category includes test and evaluation done in conjunction with or incidental to an acquisition support effort.   The roles which Rome Laboratory assumes in providing acquisition support are listed below, together with a description of the management relationship and the degree of responsibility and accountability that Rome Laboratory assumes in performing an effort for any other organization or agency:


	3A. Consultation (Informal Support) - Informal support is unprogrammed, short-term, consultation and typically consists of the following (Note.  informal support does not require establishing a JON):


		(1)  Providing information on the status of Rome Laboratory technical development efforts and advanced studies.


		(2)  Supplying information about state-of-the-art techniques for subsystem and configuration item (CI) development and acquisition.


		(3)  Recommending new capabilities which may be merged into existing or planned systems.


		(4)  Providing technical experts to participate in briefings to higher headquarters.


		(5)  Recommending solutions to defined engineering problems.


3B.  Level of Effort (Formal Support - General Commitment - Level of effort is formal support with a general commitment to provide specified technical expertise but with minimal responsibility and no authority to change or alter technical or managerial characteristics.


3C.  Defined Tasking (Formal Support - Specific Technical or Engineering Commitment) - Defined tasking is formal support with Rome Laboratory accountability for a specified task including authority to change or alter technical or managerial characteristics, and requiring delivery of the Rome Laboratory product according to specified milestone dates.


3D.  Subcontracting (Formal Support - Engineering Management or Contractual Commitment) - Subcontracting is formal support with Rome Laboratory the agent for the program manager, providing complete engineering management (AFR 800-3) and contractual functions.


4.  TEST AND EVALUATION (T&E) - Encompasses all efforts done in response to the formal program introduction document (PE or PID), statement of capability (SC or SOC), and AFSC Form 607, Budget Estimate Agreement, procedures specified in AFR 80-14/AFSC Sup 1 and AFSCR 172-8 and RADCR 80-13.   This workload category does not include T&E done in conjunction with or incidental to an acquisition or acquisition support effort.   The PID is sent by the requesting agency to a range or test center to officially identify test support requirements.   The SOC is the T&E activity’s formal response to the PID specifying the support that the T&E activity gives the requester.  The AFSC Form 607 is the signed document signifying agreement for planning and budgeting for a test requirement.


Reimbursement Code (32-33) - Insert a two-digit reimbursable code to show the extent, or lack of reimbursement.  This field cannot be left bank when sending a new job order number.  The codes to use are:


	NR Nonreimbursable


	FR Full reimbursement


	AA Civilian labor only


	AB Supplies/material only


	AC Test support only


	AD Travel only


	BA Direct cost excluding civilian/military labor


	BB Direct cost excluding military labor


	BC Direct cost


	BF Direct, indirect, and overhead cost excluding military labor


If a reimbursable situation does not fit one of the above categories, call the JOCAS office for help.


*Beginning Date (52-57) - A six-digit numeric field showing the date on which a job order is established, for example, the day the work is to begin, or, on a reimbursable job order, the day on which the funding is valid.  Each position must be filled when this data element is used, for example, 1 June 1990 should read 900601 (YR, MO, DAY).


Estimated Completion Date (64-69) - A six-digit numeric field used to show the established year, month, and day that a job order is completed.   Job order is completed when it has progressed to its planned and logical conclusion, the objectives have been met, and products received.   Work phase code Y should coincide with this estimated date.  Each position must be filled when this data element is used.


Job Order Category (10) - A one-digit numeric code assigned by the laboratory to show the category of job order:


	Category 1 - Contract Direction


	Category 2 - In-House R&T


	Category 3 - In-House R&T Support


	a.  Contract Direction (Cat 1).  This category is assigned to direct job orders for RDT&E work done under a contract, grant, or an outgoing fund transfer to another Government agency for which the specific laboratory has technical direction responsibility.  Contract direction includes all resources spent in monitoring and administering the actual contract, grant, or outgoing fund transfer; acquisition planning; preparing statements of work, specifications, technical program plans (TPPs) and determinations and findings (D&Fs), purchase requests, military interdepartmental purchase requests (MIPRs), project orders and other acquisition data; proposal evaluation and source selection; acquisition coordination; preparation of work effort data and progress reports; evaluation (technical appraisal) of contractor prepared or delivered repots, data, or hardware; and other activities through final close out of the effort.  Any job order identified as category 1 must also be identified as external direct mission work unit category 1 within RTIS, AFSCR 80-14.


	b.  In-house Research and Technology (Cat 2).  Direct job orders done in-house, and done without significant contractor engineering or technical support, are identified to this category.  These direct job orders are characterized as benchwork experimentation or original study designed to accomplish discrete scientific or technical advancement.  Included in this category are direct job orders which relate to experiments with unique equipment to derive new techniques or adapt state-of-the-art techniques to hardware and equipment; hardware or material testing capability (provided the job order which produced the equipment, hardware, or material was under the technical direction of Rome Laboratory).   In-house R&T includes all resources expended in planning, documentation, support, fabrication test support, and evaluation efforts that can be directly related to these in-house direct job orders.  Any job order identified as category 2 must also be identified as an in-house work unit RTIS category 2 within RTIS.


	c.  In-house Research and Technology Support (Cat 3).   This category applies to direct job orders which are characterized as engineering help, consultation, evaluation, and support  services  provided  to  other organizations (external to Rome Laboratory) regardless of whether or not the job is funded by that organization.   Included in this category are planning studies and engineering analysis; proposal evaluations, source selections, and other acquisition help (not category 1); mission analysis for operational commands and higher headquarters critical design reviews; data analysis or processing; chemical or material analysis; fabrication or repair shop support services; evaluation or in-house test for other organizations of contractor deliver equipment or hardware; trouble shooting operational equipment; DOD standardization program; patent reviews; independent research and development (IR&D) reviews; and any  other technical help, consultation, or support service provided for a specific customer of the laboratory.  Any job order identified as category 3 may also be identified as an engineering assistance work unti category 3 within RTIS.  (Engineering Services support to non-AFSC organizations require RTIS reporting per AFSCR 80-23/RADC Sup 1.   Typically, work in category 3 involving other organizations would also require a Budget Estimate Agreement (BEA) per RADCR 80-13.)


Work Category.   WORK CATEGORY CODE (11) - There are three mutually exclusive work categories set up for job orders to separate jobs which directly support discrete systems (systems), jobs which support multiple systems at the same time (applications), and jobs which are not related to or support any system (advancement).


	a.  Work Category A - Systems.  This category is used when a job order is directly related to one specific Air Force real system (only if the work done is the result of a formal o informal request from other organizations, whether funded or not).  The real systems are those reported or reviewed through the Program Assessment Reviews (PAR), Command Assessment Reviews (CAR), or any other existing Air Force Systems reporting or reviewing process.   Some examples of real systems are:  A-10, F-15, F-16, MX, Minuteman, ABRES, Navstar.  Job orders funded by DL may be reported in this category if they support only one specific system.  Job orders done for customers outside the Air Force (Army, Navy, etc.) which relate to customer real systems (F-14, A-7, etc.) also may be included in this category.


	b.  Work Category B - Applications.  This category is used when a job order supports multiple real systems or one or more conceptual systems.  These work units focus on general problems and are designed to produce technology for use in new or existing systems within 10 years.  Job orders which support efforts within the 6.2, 6.3, and some 6.4 program element series are identified in this category when appropriate.


	c.  Work Category C - Advancement.  This category is used when a job order is associated with enhancing or extending the Air Force technology base.  Technology base is all research and technology which is oriented to some Air Force mission or function.   Job orders which support efforts within the 6.1 program element series and those which are identified in this category.  In addition, time expended on customer programs external to the Air Force (see AFSCR 80-23/RADC Sup 1 for services provided non-AFSC activities) which are neither customer systems nor applications work are also recorded in this category.


System Relationship (12-21) - These digits are used to  show  the relationship of a job order to a specific Air Force system regardless of the customer or source of funds.  This data element must be used if work category A is shown in the preceding entry.  It is left blank if work categories are other than A.  Other than aircraft systems, use the program name, that is, MEECN, SPACETRACK, TRACALS.


RTIS Accession Number (34-39) - Reenter the RTIS number assigned in the PI card in the supply order number (69-74).


TPO Number (41-45) - Use first space for the letter R.  Use the next two spaces to identify the technical planning objective (a number) and the appropriate thrust (a letter).  The next two spaces identify the subthrust (a number) and a sub-subthrust (a letter).  Do not input the TPO roadmap indicator.  For example, C3 Tactical Surveillance - ATR would be R1C2A.


RTIS Data Prep Code (46-47) - RR is the RTIS designation for Rome Laboratory.


Organization Supported (48-50) - From the coding below, select the product division (a number) and the work descriptions (letters) that best describe the organization that the work Rome Laboratory is doing is, or will eventually be, supporting and the type of support Rome Laboratory is providing.   The organization supported code begins with a zero (0), that is, block 48 will be a zero, block 49 will be a number, and block 50 will be a letter.  (Example: 04A - direct support provided to ESD covered by a BEA.)


	Product Division


	1 AD	4 ESD	7 Other


	2 ASD	5 SD


	3 BMO	6 INTEL


	Work Description


	a.  Direct support to product division (covered by a BEA).


	b.  Programs for which Rome Laboratory has been assigned a surrogate role by a product division (normally covered by a BEA).


	c.  6.3 or 6.4 programs that will transition to a product division for acquisition.


	d.  Programs that will go directly to the field for operational use.


Note.  No 6.1 or 6.2 should normally (report excepted) be included unless a specific hardware or software product will be delivered to a product division or other outside agency.


User or Operating Command (51-57) - The command or agency primarily responsible for the operational employment of a system, subsystem, or item of equipment.


Customer (11-19) - The organization responsible for funding the effort regardless of any waivers of reimbursement or source of funding.  XT is customer for all 62702F and 61101F program elements.  AFOSR is customer for 61102F.   For Rome Laboratory managed PE, use the following as customers: XT for PE (F suffix) 63259, 63726, 63727, 63728, 63750, 63789, 64747F or any other PE applicable.  For support to other agencies, the customer is the signatory on the BEA.


AFSC for PE (F suffix) 33126, 33401, 35887, 63747, 64738, 64750, or any other PE applicable.  If the effort is supported by more than one customer, the A sequence card will show the major customer.  Separate JONs are set up for each additional reimbursement customer and shows the customer with the associated reimbursement funding document and amount funded.


Where ESD is the customer, input the applicable three-digit deputate at ESD (example: ESD/TCG).


The customer will never be Rome Laboratory.  It will be the primary source of the funds for the work to be done.  For indirect JONs, show indirect in blocks 11-19.


Funding Document (20-34) - For reimbursable job order numbers only.  An alpha/numeric field showing the funding document that transmits the money to Rome Laboratory.   Be consistent in the way you identify the document.  For example, show Budget Authorizations from HQ AFSC as: BA, one digit for the fiscal year, three digits for the number (for example, BA0001).  Write other funding document numbers as they appear on the incoming document.  If the job is reimbursable, a funding document authorizing the reimbursement must be shown (example: project orders and category 1 MIPRs).  If you have not received such a document, contact the JOCAS office for guidance.


PR Number (35-40) - This is mandatory for al reimbursable Rome Laboratory managed programs (for example, 63789F, 64750F), to be left blank for all other job orders.  Enter the purchase request number from the AFSC Form 296 that has been submitted for the reimbursement of salaries.  Exceptions may be made to include the PR number of some non-Rome Laboratory managed job orders, but these are determined individually by the Accounting Division.  leave it blank unless it is for a reimbursable Rome Laboratory managed job order.


NOTE.  If either a PR number or funding document number changes, you must submit new numbers in each data category since the program automatically deletes blocks 20-40 when either changes.


TPO Number (44-46) - Reinsert TPO as in the P3 but disregard the R and input the first three places, as applicable, of the TPO (that is, 1=TPO, 2=Thrust, 3=Sub-thrust).  (Examples: R1C2A in P3=1C2 in P9).


Cost Center Code-Prime (47-52) - A six-digit numeric field showing the cost center responsible for a specific job order.


Funding Doc Expire Date (53-58) - This field is reserved for the exclusive use of Comptroller personnel only.


Reimbursable Funding Amount (60-70) - Show the amount of reimbursable dollars from the customer on the initial AFSC Form 2885.  The Comptroller makes adjustments for fluctuations.   Do not attempt to apportion the reimbursable amount of a document among several job orders.  Do not include any monies that deal with R&D contracts or other non-reimbursable items.  Funds provided for R&D contracts are considered direct cite funds and, as such, are not reimbursable.  Show data on AFSC Form 2885 starting from the right (right justified).


Sequence Code (77) - Enter A for each new job order number.  Use successive alpha characters when entering additional P9 cards.


Remarks.  Enter any appropriate remark here.  As shown on the example, you may explain why there is no Reimbursable Funding Amount even though the job order is reimbursable.  Another remark could be to explain a reimbursable situation that is not covered by the list of codes.  This section may be used to justify setting up a memorandum job order number.  It may also be used to justify not submitting AFSC Form 2877 using explanations such as under 50 hours, and under $200 in costs.


See hard copy for Attachment 2.
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