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F 0 REWORD 

The F e d e r a l  p a y r o l l  f o r  t h e  2 . 8  m i l l i o n  c i v i l i a n  
w o r k e r s  a m o u n t s  t o  a b o u t  $ 5 2  b i l l i o n  a n n u a l l y .  A c c o r d i n g l y ,  
e f f i c i e n t ,  e c o n o m i c a l ,  a c c u r a t e ,  and  t i m e l y  p a y r o l l  s y s t e m s  
a r e  a b s o l u t e l y  e s s e n t i a l .  T o  a c h i e v e  t h i s  o b j e c t i v e ,  F e d e r a l  
d e p a r t m e n t s  and  a g e n c i e s  s p e n d  much time a n a  e f f o r t  d e v e l o y -  
i n g ,  d e s i g n i n g ,  and u p d a t i n g  t h e i r  r e s p e c t i v e  p a y r o l l  
s y s t e m s .  

The J o i n t  F i n a n c i a l  Management Improvement  P r o g r a m  
u n d e r t o o k  a p ro jec t  t o  s u r v e y  selected c i v i ' ,  i a n  p a y r o l l  
s y s t e m s  i n  t h e  Fede ra l  Governmen t .  The p u x p o s e  of t h e  
s u r v e y  was t o  d e v e l o p  a b o o k l e t  wh ich  w i l l  s e r v e  as a r e a d y  
r e f e r e n c e  and a u s e f u l  too l  i n  h e l p i n g  a g e n c i e s  t o  r e d e s i g n  
and  u p d a t e  t h e i r  p a y r o l l  s y s t e m s .  T h i s  b o o k l e t  d e s c r i b e s  
t h e  spec ia l  f e a t u r e s  and u n i q u e  c h a r a c t e r i s t i c s  o f  t h e s e  
d i f f e r e n t  s y s t e m s .  We hope  t h a t ,  t h r o u g h  t h i s  e f f o r t ,  new 
t e c h n i q u e s  and  l e s s o n s  l e a r n e d  by o n e  a g e n c y  w i l l  be s h a r e d  
w i t h  o thers .  

D u r i n g  o u r  p ro j ec t  work,  w e  f o u n d  t h a t  t w o  major F e d e r a l  
d e p a r t m e n t s  a r e  p r e s e n t l y  i m p l e m e n t i n g  a p a y r o l l  s y s t e m  t h a t  
was d e v e l o p e d  and  used  by a n o t h e r  major F e d e r a l  d e p a r t m e n t .  
By a d o p t i n g  a p a y r o l l  s y s t e m  a l r e a d y  i n  e x i s t e n c e ,  t h e  t w o  
d e p a r t m e n t s  w i l l  be ab le  t o  a v o i d  l a r g e  i n i t i a l  i n v e s t m e n t s  
i n  t h e  d e s i g n ,  p rog ramming  and  i m p l e m e n t a t i o n  of t h e  s y s t e m  
and  it w i l l  be o p e r a t i o n a l  much s o o n e r .  Through  t h e  process 
o f  s h a r i n g ,  w e  f e e l  be t te r  p a y r o l l  s y s t e m s  can  be  d e v e l o p e d  
a t  less cost by a v o i d i n g  t h e  process o f  " r e i n v e n t i n g  t h e  
w h e e l "  e a c h  time a p a y r o l l  s y s t e m  is d e v e l o p e d  or u p d a t e d .  
W e  hope  t h a t  t h i s  b o o k l e t  w i l l  s e r v e  t h i s  p r i n c i p a l  o b j e c -  
t i v e .  

We are  v e r y  g r a t e f u l  f o r  t h e  c o o p e r a t i o n  and t h e  
c o n t r i b u t i o n s  of many a g e n c y  p e r s o n n e l  who ass is ted u s  
i n  t h i s  p ro jec t .  W i t h o u t  t h e i r  he lp ,  t h i s  b o o k l e t  would 
n o t  h a v e  been  poss ib le .  

R e a d e r s  are i n v i t e d  t o  comment on t h e  c o n t e n t  and 
u s e f u l n e s s  o f  t h i s  b o o k l e t .  Comments and  r e q u e s t s  f o r  
a d d i t i o n a l  copies s h o u l d  1se s e n t  to  t h e  J o i n t  F i n a n c i a l  
Management Improvemen t  P rogram.  

' Susumu Uyeda 
E x e c u t i v e  Director 
A p r i l  1981 
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PART I 

I NTROD U CT I O h  

T h i s  b o o k l e t  descr ibes  s p e c i a l  f e a t u r e s  and s p e c i f i c  
c h a r a c t e r i s t i c s  of s e l ec t ea  F e d e r a l  s y s t e m s  f o r  c o m p u t i n g  
c i v i l i a n  p a y r o l l s  and r e l a t e d  payments. ,  I t  is i n t e n d e d  to  
be a r e a d y  and  u s e f u l  r e f e r e n c e  f o r  t h o s e  Federal d e p a r t m e n t s  
and  a g e n c i e s  t h a t  a re  d e v e l o p i n g ,  r e d e s i g n i n g ,  e n h a n c i n g  or 
o t h e r w i s e  u p d a t i n g  t h e i r  own p a y r o l l  s y s t e m s .  

T h o s e  d e s i r i n g  a d d i t i o n a l  i n f o r m a t i o n  a b o u t  a n y  o f  t h e  
s y s t e m s  i n  t h i s  b o o k l e t  c a n  o b t a i n  i t  f rom t h e  a g e n c y  c o n t a c t  
p e r s o n n e l  l i s t e d  i n  P a r t  V. 

R e c e n t l y ,  t h e r e  h a s  been  much t a l k  a b o u t  c e n t r a l i z e d  
p a y r o l l  p r o c e s s i n g .  Some o f  t h e  s y s t e m s  d e s c r i b e d  i n  t h i s  
b o o k l e t  u s e  c e n t r a l  p r o c e s s i n g  and h a v e  a c h i e v e d  b e n e f i t s  
f r o m  i t .  However ,  m a n a g e r s  s h o u l d  assess  t h e i r  own a g e n c y ' s  
s i t u a t i o n  and  t h e  s t a t e  of t h e  a r t  t o  d e t e r m i n e  w h e t h e r  
c e n t r a l  p r o c e s s i n g  would be appropr i a t e  and  c o s t - b e n e f  i c i a l  
i n  t h e i r  e n v i r o n m e n t  e 

T h e  b o o k l e t  s u m m a r i z e s  i n f o r m a t i o n  on 21  Fede ra l  
c i v i l i a n  p a y r o l l  s y s t e m s  of v a r i o u s  s i z e s .  Many F e d e r a l  
p a y r o l l  s y s t e m s  are n o t  i n c l u d e d  i n  t h i s  b o o k l e t ,  d u e  t o  
t i m e  and  r e s o u r c e  c o n s t r a i n t s .  However,  w e  t r i e d  t o  s e l e c t  
a r e p r e s e n t a t i v e  sample o f  sinall,  m e d i u m  and l a r g e  p a y r o l l  
sys tems. ,  We d i u  n o t  e v a l u a t e  or a u d i t  t h e s e  s y s t e m s .  
R a t h e r ,  o u r  purpose was t o  compile and n i g h l i g h t  t h e  v a r y i n g  
ways  wh ich  s p e c i f i c  p a y r o l l  f u n c t i o n s  and  t r a n s a c t i o n s  are 
h a n d l e d .  B y  s h a r i n g  t h e s e  i d e a s ,  w e  hope t o  h e l p  Federal  
d e p a r t m e n t s  and  a g e n c i e s  t a k e  a d v a n t a g e  of s y s t e , n s  and  
p r o c e d u r e s  a l r e a d y  i n  e x i s t e n c e  and a v o i d  t h e  p i t f a l l s  
e x p e r i e n c e d  by o t h e r s  i n  t h e  d e v e l o p m e n t  of p a y r o l l  s y s t e m s .  
The  i n f o r m a t i o n  i n  t h i s  b o o k l e t  was g a t h e r e d  by u s i n g  a 
q u e s t i o n n a i r e  and  f o l l o w u p  as  w a s  n e c e s s a r y .  I t  was d e v e l -  
o p e d  w i t h  t h e  ab le  a d v i c e  and a s s i s t a n c e  o f  many p a y r o l l  
m a n a g e r s  i n  d e p a r t m e n t s  and  a g e n c i e s .  

The  b a l a n c e  o f  t h e  b o o k l e t  is d i v i d e d  i n t o  f o u r  p a r t s .  
P a r t  I1 p r o v i d e s  a se r ies  of c h a r t s  showing  g e n e r a l  and  
s p e c i f i c  f e a t u r e s  o f  eacn p a y r o l l  s y s t e m .  Tne  g e n e r a l  
f e a t u r e s  i n c l u d e  i n f o r m a t i o n  c o n c e r n i n g  t h e  d e g r e e  o f  i n t e r -  
face or i n t e g r a t i o n  w i t h  o t n e r  r e l a t e d  s y s t e m s ,  t h e  s i z e ,  
l o c a t i o n ,  and  w h e t h e r  or n o t  t h e  s y s t e m  h a s  b e e n  a p p r o v e d  b y  
t h e  G e n e r a l  A c c o u n t i n g  O f f i c e .  The s p e c i f i c  f e a t u r e s  i n c l u d e  
i n f o r m a t i o n  r e l a t e d  t o  s p e c i a l  t e c h n i q u e s  and t r a n s a c t i o n s  
h a n d l e d  by t h e  s y s t e m ,  d a t a  p r o c e s s i n g  i n f o r m a t i o n ,  time and 
a t t e n d a n c e  r e p o r t i n g  procedures and  t y p e s  o f  e m p l o y e e s  pa ia .  
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W i t h i n  P a r t  11, t h e  p a y r o l l  s y s t e m s  a re  g r o u p e d  by the 
nuinoer of p e r s o n n e l  b e i n g  p a i d :  

--Over 1 0 0  I 0 0 0  p e r s o n n e l :  

D e p a r t m e n t  o f  A g r i c u l t u r e  
Depar t inen t  of t h e  A i r  Force 
Depar t inen t  o f  H e a l t h  a n d  Human S e r v i c e s  
V e t e r a n s  A d m i n i s t r a t i o n  

--From 2 5 , 0 0 0  t o  1 0 0 , 0 0 0  p e r s o n n e l :  

Army Corps of E n g i n e e r s  
G e n e r a l  S e r v i c e s  A d m i n i s t r a t i o n  
D e p a r t i n e n t  of t h e  I n t e r i o r  ( C e n t r a l  P a y r o l l  ) 
D e p a r t m e n t  of J u s t i c e  
T e n n e s s e e  V a l l e y  A u t h o r i t y  
Federal  A v i a t i o n  A d m i n i s t r a t i o n  
D e p a r t m e n t  of t h e  T r e a s u r y  

--From 1 0 , 0 0 0  t o  25 ,000  p e r s o n n e l :  

D e p a r t m e n t  of H o u s i n g  and Urban  Deve lopmen t  
Water a n d  Power Resources S e r v i c e  
Depar t inen t  of L a b o r  
O f f i c e  of P e r s o n n e l  Management 

--Under 1 0 , 0 0 0  p e r s o n l z e l :  

D e p a r t m e n t  o f  Commerce 
Community S e r v i c e s  A d m i n i s t r a t i o n  
Federal  Zvlediation a n d  C o n c i l i a t i o n  S e r v i c e  
B u r e a u  of Mines  
N a t i o n a l  A e r o n a u t i c s  and Space A d m i n i s t r a t i o n  
N a t i o n a l  S c i e n c e  F o u n d a t i o n  

P a r t  I11 p r o v i d e s  d e t a i l e d  n a r r a t i v e  d e s c r i p t i o n s  of 
c e r t a i n  f e a t u r e s  t h a t  were p a r t i c u l a r l y  i n n o v a t i v e ,  u s e f u l ,  
o r  u n i q u e  ( e . g .  I s y s t e m s  p e r f o r m a n c e  rneasure: : ient  , l abo r  cost 
d i s t r i b u t i o n  t e c h n i q u e s )  P a r t  I V  c o n t a i n s  examples of 
v a r i o u s  f o r m s  u s e d  f o r  time and a t t e n d a n c e  r e p o r t i n g ,  l a b o r  
cost  d i s t r i b u t i o n ,  p r o d u c t i v i t y  m e a s u r e m e n t ,  and i n d i v i d u a l  
e a r n i n g s  and  l e a v e  s t a t e r a e n t s .  A s  p r e v i o u s l y  s t a t e d ,  P a r t  V 
p r o v i d e s  c o n t a c t  p e r s o n s  i n  t h e  d e p a r t m e n t s  and  a g e n c i e s  who 
may be c o n t a c t e d  f o r  a d d i t i o n a l  i n f o r i n a t i o n  c o r l c e r n i n g  t h e  
p a y r o l l  s y s t e m s  d e s c r i b e d  i n  t h i s  b o o k l e t .  
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PART I1 

SUMMARY CHARTS OF PAYROLL SYSTEM FEATURES 

T h i s  p a r t  shows s y s t e m  f e a t u r e s  f o r  t h e  21 s e l e c t e d  
Federal  p a y r o l l  s y s t e m s  i n  a char t  form. The f i r s t  sub- 
s e c t i o n  p r o v i d e s  g e n e r a l  i n f o r m a t i o n  s u c h  as whe the r  t h e  
p a y r o l l  sys t em is i n t e g r a t e d  or i n t e r f a c e d  w i t h  o ther  re la ted  
s y s t e m s ,  t h e  number of p e r s o n n e l  pa id ,  i f  t h e  s y s t e m  h a s  t h e  
a p p r o v a l  of t h e  G e n e r a l  Accoun t ing  O f f i c e ,  and whe the r  t h e  
o r g a n i z a t i o n  o p e r a t i n g  t h e  s y s t e m  is w i l l i n g  t o  p r o v i d e  
p a y r o l l  s e r v i c e s  t o  other  o r g a n i z a t i o n s  on a r e i m b u r s a b l e  
b a s i s .  

Sys t ems  can  be d e s i g n e d  w i t h  common da ta  d e f i n i t i o n s  
and c o m p a t i b l e  s o f t w a r e  so t h a t  i n f o r m a t i o n  can be p r o v i d e d  
between them i n  a machine r e a d a b l e  form and s h a r e d .  Sys t ems  
i n t e r f a c e ,  as used  i n  t h e s e  cha r t s ,  means t h a t  one s y s t e m  
p r o v i d e s  da ta  to  a n o t h e r  i n  a machine r e a d a b l e  form (e .g . ,  
m a g n e t i c  t a p e ) .  

Sys t ems  a l so  can be d e s i g n e d  t o  share a common computer- 
i z e d  d a t a  base of  i n f o r m a t i o n .  Sys tems i n t e g r a t i o n ,  as used  
i n  t h e  char t s ,  means t h a t  s y s t e m s  share i n f o r m a t i o n  t h r o u g h  a 
common da ta  base. 

The  second s u b s e c t i o n  shows t h e  s p e c i f i c  f e a t u r e s  of 
s y s t e m s  s u c h  as a u t o m a t i o n  of o v e r t i m e  c o m p u t a t i o n s ,  t a x  
c o m p u t a t i o n s ,  and r e t i r e m e n t  records; u t i l i z a t i o n  of 
e l e c t r o n i c  fund t r a n s f e r s  f o r  f o r w a r d i n g  employee pay t o  
f i n a n c i a l  i n s t i t u t i o n s ;  automatic  p r o c e s s i n g  of f l e x i b l e  
work s c h e d u l e s  and merit pay,  and a f o r m a l i z e d  method f o r  
m e a s u r i n g  and e v a l u a t i n g  pe r fo rmance  of t h e  p a y r o l l  sys tem.  

The t h i r d  s u b s e c t i o n  p r o v i d e s  g e n e r a l  a u t o m a t i c  d a t a  
p r o c e s s i n g  i n f o r m a t i o n  about t h e  sys t ems .  For example , 
i n f o r m a t i o n  is p r o v i d e d  on t h e  t y p e  of computer hardware and 
computer  l anguage  used ,  i n p u t  and o u t p u t  media ,  t h e  d e g r e e  
of  sys t em c e n t r a l i z a t i o n  and t h e  t y p e  of " f r o n t - e n d "  e d i t  and 
da t a  i n q u i r y  c a p a b i l i t i e s .  

S u b s e c t i o n  f o u r  i n d i c a t e s  for  each sys t em,  t h e  t y p e  of 
t i m e  and a t t e n d a n c e  r e p o r t i n g - - p o s i t i v e  or n e g a t i v e ,  t h e  t y p e  
of r e p o r t i n g  by timekeepers, t h e  methods for t r a n s m i t t i n g  and 
i n p u t t i n g  t i m e  and a t t e n d a n c e  d a t a ,  and t h e  d e a d l i n e s  f o r  
t i m e  and a t t e n d a n c e  da ta  s u b m i s s i o n ,  

The l a s t  s u b s e c t i o n  shows t h e  t y p e s  of employees  p a i d  by 
each s y s t e m  by Fede ra l  pay scale. 
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Systems are grouped  i n t o  f o u r  d i v i s i o n s  w i t h i n  t h e  
charts: systems paying o v e r  1 0 0 , 0 0 0  p e r s o n n e l ;  systems 
p a y i n g  o v e r  25 ,000  t o  1 0 0 , 0 0 0  p e r s o n n e l :  s y s t e m s  pay ing  o v e r  
1 0 , 0 0 0  t o  2 5 , 0 0 0  p e r s o n n e l ,  and s y s t e m s  pay ing  u n d e r  1 0 , 0 0 0  
p e r s o n n e l .  
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SUMMARY OF SYSTEMS PAVING W E R  100,000 PERSONNEL 

Department 
of the 
Air Force 
(Civilian) 

I 

4 

I 

Department of' 
Healthfiuman Veterans 
Services Administrat ion 

ORGAN1 ZATION 

F 
F 

G 

1.  Type of system--Payroll integrated 
or interfaced with: 
(G = Integrated/F = Interfaced). 

G G 
F F 
F 
G G 

F 

a. Personnel 
b. Accountin$ 
c. Labor Cost 
d. Retirement 

240 , 000 
Design 
Denver,CC 
Operations 
World-wide 

Distribution 

165,000 245,000 

Washington, Austin, TX 
DC 

_ _ _  
e. Other 

2. Number of personnel paid 

3. bcation of system 

4. GAO -roved? 

a. Yes, date of approval 
b. No, expected date of approval 

5. Would be willing to sell 
services to other organizations? - a. Yes, definitely 
b. Would consider 

Department of 
Agriculture 

G 
. F (p. 35) 
G (p. 36) 
F (p. 35) 
F/G 

130,000 

New Orleans, 
LA 

Uncertain 

X 

I 7/69 
1981-A2 

5/76 I 
I 
I 

.-- .  -. 

I I 
x ,  j X 1 



SUMMARY OF~SYSTEMS PAYING OVER 100,000 PERSONNEL 

ORGAN1 ZATION 

SPECIFIC :FEATURES OF SYSTEM 

6. Automated retirement recordkeeping 

I 

a2 

I 

Department of 
Agriculture 

X (p. 40) 
Fire- 
fighters 
only 

Testing 

Oct. 1981 

7. Automated Fair Labor Standards I 
X (p. 40) 

* (,p. 41) 

May 1981 

X 

Act overtime cqmputation 
8. Utilizes direct deposit (electron- 

ic funds transfer) to forward net I X 

X c p  . 42) 

pay to financial institutions 
9. Processes full-time eguivalency 

schedules 
11. Processes merit ,pay 

personnel statistics automaticalld X 
10. Processes flexible wxk I 

X (p. 42)~ 
x (p., 44) 

seryice pay 
12. Processes senior executive I 

X 

qnd local tax- wi thholdinqs 
14. Automated handling of savings 

15. Has overtime antrols or overtime 

16. Formalized method used for measur- 

bond prcqram 

reports 

x (p. 45) 

X 

X (p. 46) 

Department Department of 
of the Health/Human Veterans 
Air Force Services Administrat ior 

. 

the payroll system - 
17. Store and automatically process 

x (p. 49) x (p., -49) 

x ( . 45) x ( . 45) '"-ff".""': 

x (p. 39) 

X ,(p. 41) 

X 

X 

Manually, ** 

K 

X 

X ,  I x  I X (p. 46) I 
I I I 

ing and evaluating performance of I I I I I 



SUMMARY OF SYSTEMS PAYING OVER 100,000 PERSOLWEL 

G V  ADP SYSTEM INFORMATION 

18. Computer hardware 

19. C o m m t e r  lanauaae used 

20. Input  M e d i u m  

2 

a. Punch cards 
b. Punch cards converted to 

magnetic tape - c.- Magnetic tape 
d. Cathode ray terminal mnnec te  

to  minicomputer 
e. Terminal 
I f. Optical scanning equipment 
g. Uisk 
h. Other  

. Output  m d i u m  
-- a. Form paper l i s t i n g s  

b. Maanetic tam 
c. Microfilm 
d. Microfiche 
e. . Punch cards  
f .  Stock paper 
g. Other 

Department Department of 
Department of Of the Health/Human Veterans 
Agr icu l ture  A i r  Force Serv ices  Administration 

( C i v i l i a n )  

Dua l  Honeywell Burroughs IBM IBM 370/168 
3500,3700, 360/65 Level 66/80 370/168-M3 
4700 

Iivls mBOL ANSI CDBOL 
COBOL COBOL M A R K I V  ALC - 

X X X X 

x 
X I I I - I I I .  

1 I I 
- 

X X 
X 

X I 

X I x x I X 
X X I 

I .. I I 



SUMMARY OF SYSTEMS PAYING OVER 100,000 PERSONNEL 

. processed 
b. Centrally 'designed, 

I 

A 

0 

I 

X X X 

ORGAN1 ZATION 

GENERAL ADP SYSTEBi IMP OR MA TI^ (Con") 

24. Has data inquiry capability 

22. Centralized or Decentralized 
a. Centrally designed and 

X (pa 51) X 

Department 

Agriculture Air Force 
(Civilian: 

- -  

Services Administration 

perid for every eployee) 
b. Negative (only requires time 

I 

X X I x (p. 54) 
I 

decentrally processed I I X 
c. Decentralized I I 
d. Other ~ I 

23. Has front-end edit cambilitv I X I x I x  I 

I 

25. Positive or negative time 
and attendance reporting 
a. Positive (requires time and 

attendance data input each pa 
X 

I 
and attendance input for 
employees mrking other than 
normal schedules) 



SUMMARY OF SYSTENS PAYING OVER 100,000 PEHSONNEL 

Department of 
Agr icu l ture  

I 

-I 

I 

Department Department of 
O f  t h e  Health/Human Veterans 
A i r  Force Serv ices  Administrat  ion 
(Civi l ian)  - 

OFGANI ZATION 

x 
X 

A 

TIME AND " D A N C E  FWOFtl'ING (Con ' t ) 

x 
WI 

x (p. 54) 

26. 

27. 

28. 

* 

Type of time-and-attendance 
r epor t ing  by timekeeper * 
a. Regular,manual forms 
- b, Op tical charac te r  form 
c. Punch card-preprinted fonnat  
d. Project d i s t r i b u t i o n  of labor 
e. , Start/stop time repor t ing  
f .  Other 

Method of t ransmi t t ing  t i m e  and 
at tendance da ta  
a. Hard MDV _ _  ~~-~~ _ _ ~  
b. Telecommunications 
c. Masnetic tams s e n t  bv mail a. c 

d. Terminal or minicomputer 
e. Other 

Input of t i m e  and attendance d a t a  
a. Cent ra l ized  - 
b. Regionalized 
c. T o t a l l y  decent ra l ized  
d. Other - '  

I !-----I X 
- I J .  I J 

I X I x (p. 54)  I 
26(d)  shows those organiza t ions  which collect l a b r  cost d a t a  on time and at tendance forms. 



SUMMARY OF SYSTEMS PAYING OVER 100,000 PERSONNEL 

0-1 ZATION 

TIME AND A!ITENDANCE FGQmING (Con't) 

29. N u m b e r  of days prior to end of pa 
period that the organization cuts  
off on normal t i m e  and attendance 

. reporting 

30. Last day in  payroll  cycle tha t  an 
agency can submit and accomplish 
corrections of t i m e  and attendanc 
data I 

--L 

N 

I 
LISTING OF TYPES OF ~ ~ Y E E S  PAID BY 
Tlg SYSTEM 

31. Types of employees paid 
ident i f ied by Federal Pay Scale 

Department of 
Agriculture 

0 

Friday after em 
of pay period 

AD SR 
EC ST 
ED m 
EE WD 
EF WG 
EG WI 
EH WLl 
E1 WM 
ES WN 
EX WP 
Fc ws 
GG ww 
GM w 
GS Yw 
Gw 

Depar tmenl 
of the 
A i r  Force 
(Civi l ian 

1 

Tuesday 
after end 

period 
of pay 

ES 
GM 
GS 

Federal 
wage 
System 

Department oj 
Heal th/Human 
Services 

1 

Wednesday 
af tenloon 
a f t e r  end of 
pay period 

AD ST 
cz m 
E C W D  
E D W G  
EF W I  
E H W L  
ES WN 
EX WP 
F c w s  
G G W T  
GM WW 
GS WZ 
G w w  
SR Yw 

Veterans 
Administrat ion 

0 

Wednesday noon 
after en3 of -pi 
period 

AD VN 
AE VI? 
Ec w 
EF WB 
ES WD 
EX WG 
Gs W I  
GW WL 
NA ws 
m ww 
NS w 
SR Yw 
vc 
VM 



SUMMARY OF SYSTEMS PAYING OVER 25,000 ANI) UNDER 100,000 PEHSOLaqEL 

Army Corps of 
Engineers 
( C i v i l i a n )  

I 

General Departrnent c 
Services  t h e  I n t e r i o r  
Administration (Central  Pay 

--L 

w 

I Cycle ~ 2 
26,000 

Omaha, 
NB 

--L_-- 

1981 - 

1. Type of system--Payroll integrated 
or interfaced with: 
(G = Inteqrated/F = In te r faced) .  

48,000 59,000 
-_c 

System: Kansas 
City,  M3 Washington, 
C a n p t e r  : LK: 
Washington, Dc -- 

4/73 1/74 

a. Personnel - b. Accounting 
c. Labor C o s t  Dis t r ibut ion 
d. Retirement --- -- 
e. Other 

2. Nurnber of personnel paid 

3. Location of system 
I_ 

4. GRO Approved? 
a. Yes, d a t e  of approval - b. No,  expected d a t e  of approval 

5. Would be will ing to sell 
s e r v i c e s  to other  organizations? 
a. Y e s ,  d e f i n i t e l y  
b. Would consider ____ 
_I 

--m--- &L- 
I -+--- R e p o r t  Systed 

Cycle 1 
22 - 000 

Departrner 
of J u s t  i c  

G 
F 
ti 
ti 

-- 
-- 

39,000 

Washing to  
Dc 

1-1_1 3/73 

l'erinessee 
Valley 
4 u t b r i t y  

F 
P 

F 

__--I-_ - F (2. 3 5 )  

Jarious C c s t  
Systems 
jiweekly p y  
roll  30,000 

roll 23,000 

(noxvi l le ,  
rN 

Veekly pay- 

Jot subject  
:o approval 
-- 

-__I 

Federal Aviatioi 
Adm in is tra t ion 

Department o E  
T r a n s p r t a t  ion 

----_- 
Uncertain 

__-I_ 

[n fu ture  



SUMMARY OF SYSTEMS PAYING OVER 25,000 AND OLYDER 100,000 PERSONNEL 

ORGANIZATIUN 
--- -. 
SPECIFIC FEAlWE.5 OF THE SYsTpl 

6 .  Automated r e t i r emen t  recordkeeping 

- A c t  overtime computation - 7. Autonatcd Fair Labor  Standards 

8. U t i l i z e s  d i r e c t  dewsit (e l ec t ron -  
I 

2 

Army Corps vfl General 
Engineers Se rv ices  
( C i v i l i a n )  

Department o 

I_- -- 

X (p. 39) --- 

-- _--- I- 

X 

I 
-- rsonnel  statistics au tana t  icall 
10. Emeses f l e x i b l e  work schedules' 
If. Processes  merit pay 

can -.- X 
X 

- ---- X 
-II 

X -(p. 42)  -- x -- Oct . 'B1  (p.43) X .--- - - - - 

/ X 
1 June 1981 1 . I  X 

ic funds t r a n s f e r ) -  to forward ne t  
pay to f i n a n c i a l  i n s t i t u t i o n s  

I%;-&-<- 
- 

9. Processes ful l - t ime equivalency 

12. Processes sen io r  execut ive 

13. Automated a m p u t a t i o n  of State 

14. Automated handling of savings 

15. Has wertirne n m t r o l s  or overtime 

16. Formalized inethod used f o r  masur -  

-- t h e  payroll system 
17. Store and automatical ly  process 

service pay 

-- - and local t a x  withholdings - 
bond program - 

- reports 

ing and evaluat ing performance of 

t r ansac t ions  e f f e c t i v e  i n  f u t u r e  -- 

~ 

x -- X 

x (p. 4 4 )  x 
X X 

. X .  (P. 46) X (P. 46) 

I- - _- -- c__---_ 

___I_^ ---.----- 

Tennessee 1 F&eral  A v i a t i o l  Uepartwnt/  
Vallev Adrninistration of t he  
y-:yty 1 mp;tinent of{ Treasury { 

Trans r t a t i o n  __ 



SUMMAHY OF SYSTEMS PAYING UVEX 25,000 AND UNDER 100,000 PEHSUNNEL 

OliGANI ZATIUV 
- 
GENERAL ADP SYSTW INFORMATION 

A r m y  Corps of Genera l  
Engineers  S e r v i c e s  
( C i v i  1 i a n  ) A d r n i r i i s  t ra  t io 

- 

18. Computer hardware 

5% Other  PL- 1 

Honeywell IBM 360/50 1 6620 I 361)/G5 

--I E a s y t r i e v e  -- -- 

I 

UI 

I 

--L 

21. Output rnedium 

b. Magnetic tape X X 
c. Microfilm 
d. Microf iche  
e. Punch cards 

I X 
_I- 

f .  S tock  paper 
4. Other  

X X 
X 

Federa l  Avia t  ior U e p a r t ~ w n t  

Data P o i n t  

Jepartinent OC Tennessee 
t h e  I n t e r i o r  Departinent Va l l ey  H ~ u n i n i s t r a t i o n  ot tlie 
( C e n t r a l  Pay) of J u s t i c e  Au thor i ty  Oepartinerit of Treasu ry  

T r a n s p r t a t  ion _- 
ITEL AS5 AMDAIlL 2 IvII1)IUlL V-8'S IUM 370,465 

v-7 1 B M  4331 arld 

I I 1 

x - - x  ! I x ! n 
i 
I 

X K 
X - 

X 



22. 

OKGANIZATION 

ADP SY- INFoRMATIcrJ (Con't) 

Tennessee Federal Aviation 
M n i n i s t r a t i o r i  of t h e  

T r a n s w r t a t  ion 
Uepartinent of Treasury - 1 

A ~ Y  corps of G n e r a l  
Engineers Services  t h e  I n t e r i o r  uepartinent Valley 
( C i v i l i a n )  

kpart inent  04 
Adrninistratiod (Central  Pay) of J u s t i c e  Authority 

Centralized or Decentralized 
a. Cent ra l ly  designed and 

processed 
b. Central ly  designed, 

decent ra l ly  processed 
c. k c e n t r a l i z e d  
d. Other 

23.  Has front-end e d i t  capabi l i ty  I X I I X 

X X X X X -- 
- 

-- 
I x (P. 51) 

X 

25. Pos i t ive  or negative t i i n e  
and attendance reporting 
a. Pos i t ive  (requires t i i n e  and 

24. Has d a t a  inquiry capabi l i ty  . 

TIME AND AIITENDAIKE REPORTING 

attendance data input each p d  I I 1 

X X X (p. 52) 

period for every employee) I X I X I x (p. 55) 
b. Negative (only requi res  t i m e  \ I 

and attendance input for 
employees mrking  o ther  than 

- normal schedules) 

x (p. 53) 

- 

x 
IX 

F 

5 



Army Corps oP General 
Engineers Services  

ORGAN1 ZATION (Civ i l ian)  Administratior 

TIME AND AT”DANCE REWIZPING (Con’t) 

26. 

Departrent of Tennessee 
t h e  I n t e r i o r  Departmnt Valley 
(Central  Pay) of J u s t i c e  Authority 

I 

3 

4 

I 
27. 

Type of tiine and attendance 
report ing by timekeeper * 
a. R e g u l a r  manual fonns 
b. Optical character  fonn 
c. Punch card-preprinted format 
d. Project  d i s t r i b u t i o n  of labor 
e. Star t / s top  time r e p r t i n g  
f .  Other 

Method of transmitting time and 
attendance data  
a. Hard copy 
b. Telecommunications . . 

d. Tenninal or miniwinputer 

- 
c. 

e. Other 

Input of tirne and attendance data  
a. Centralized 
b. Regionalized 
c .  Tota l ly  decentral ized 

fiagnetic tapes sent  by mail 

- 

d. Other 

28. 

x 

-- X x x (p. 55) 
x (p. 38)  n (p. 3 5 )  

---- 

X X _ _  x x 

f (p. 55) X X 

X X x 

- 

X 75% 
x (p. 55) 25% X 

X 
_~ 

* 
** 

I I 

I I 

--I-] 



SUMMARY OF SYSTEMS PAYING OVER 25,000 AND UNDER 100,000 PEIISWNEL 

Genera l  
S e r v i c e s  
Admin i s t r a t io r  OKANIZATloN 

&partirent OH 
t h e  I n t e r i o r  Depar twr  
( C e n t r a l  Pay) of J u s t i c  

29. Nurnber of days prior to end of  p 
period. t h a t  t h e  o rgan iza t ion  cut: 
o f f  on normal time and a t tendance  

-- r epor t ing  

30. Last  day in pay ro l l  c y c l e  t h a t  ar 
agency can sulxnit and accomplish 
c o r r e c t i o n s  of tiine ancl a t tendanc  
data 

I 
A LISTING OF TYPES OF EMPJ.OYES3 PAID BY 
02 THE SYSTEM 

I 31. Types of anployees paid 
- i d e n t i f i e d  by Fede ra l  pay scale S a l a r y  P o l i c y  

Annual 
S a l a r y  P o l i c y  

Hourly 
'Trdes & Labor 
Annual 

Trades  & Labor 
Hourly 
SA S E  
SB SF 
sc SG 
S D  SM 

\ m y  mrps 0 
Engineers 
( C i v i l i a n )  

GM 
Gs 
w(; 
Consu l t an t s  

2 

K W B  
ES Yv 
EX YW 
GS 

4ny t h e  
p r i o r  to 
Einal 
process ing  

ED GS 
EE !& 
EF W J  
E G W Y  
ES KMI 
GM 

I'hird 
Country 
Na t iona l s  

F i r e f i g h t e r s  
(Standby ) 

I o n s t r u c t i o n  
Workers 

--1----i---- 
I O j o  1 

period 

All Es 
MI EX 
W F C  
EC Gr; 
m c s  
EE SM 
EF SN 
EG S R  
E H Y V  
E1 YW 

F e d e r a l  Wage 
System (R11 
w plans1 

V a l  l ey  
Author1 t y  &partrnent of 

!\chin is t r a t  ion  

Any tiire 
prior to 
f i n a l  a f t e r  end of p 

AlJ k'c WLJ 
CZ Gc; WM 
FC GM !rD4 
m G S w  
EE bW G 
EF SK WI' 
I% SI' w 
EH SZ MI2 
E1 WB YV 
ES WL) Yw 
EX hG 

k p a  rt i i l e r T  

of t h e  
'l'reasur y 

Varies l 'y  
bUredU 

Nednesuay 
nmri a f t e r  
end ut pay 
period (wes 
Coast t i m e )  

ES WB 
EX WG 
FC W l  
GG WL 
Gs MIS 
SP 



SuMMAliy OF SYSTEMS PAYING FROM 10,,000 TD 25,000 PERSONNEL 

sources Service 
Department of 

the Interior 

T 

2 Off ice of 
Department Personnel 
of Labor Management ORGANIZATION 

G 
F 
F (p. 37) 
G 

1. ~ y p e  of system-Payroll integrated 
or interfaced with: 
(G = Integrated/F = Interfaced). 
a. Personnel G 

F 
F F (p. 37) 
G I 

~~ 

b. Accounting 
c. Labor Cost .Distribution 
d. Retirement 

G 
F 
F (p. 37) 
G 

e. Other 

2. N&r of personnel paid 

G 
F 
F F (p. 37) 
G I 

3. Location of system 

4. GAO Approved? 

- 
1980 

X 

a. Yes, date of approval 
b. No, expected date of approval 

1971 1970 
- 

5. Would be willing to sell 
services to other organizations? 
a. Yes, defini,tely 
b. Would consider 

Department o 
Housing/Urba 
Development 

G 
F 
,F 
G 

17,600 

Washington , 
Dc 

Uncertain 

25,000 I 25,000 1 10,000 

Denver, 03 
Software : 



SuMMAIiy OF SYSTEMS PAYING FFOM 10,000 TO 25,000 PERSONNEL 

OFGANI ZATION 

I 

tu 
0 

I 

Department oi 
Hous ing/Urbar 
Development 

X (p. 39) X (p. 40) 

Water/F’owr Re- 
sources Service 
Department of 

the In t e r io r  

** 

*** 
** 

X 

X 

X 

X 
x (p. 44)  

X 

** 

x 
X 

X 

** 
X ** 

X 

X 

X 

X 

x (p. 45) 

ing and evaluating performance of 
t he  payrol l  system 

t ransac t ions  e f f ec t ive  i n  fu ture  
17. Store  and automatically process 
- 

X 

X 

x (p. 47)  

**** - X 

Departmen Personnel 
of Labor Management 

* 
** Under development. 
*** Y e s ,  i f  80 hours mrked in  pay period, but not maxiflex. 
**** For 2 pay periods; also, there are 10 automatic actions handled f o r  up to 3 years 

Manually processed as normal 80 hour pay period. 

(i.e., Steps 8, 9, and 10, for within grade pay increases).  
?- 



S u m  OF SYSTEMS PAYING FROM 10.000 To 25.000 PERSONNEL 

WaterDower Re- Office of 
sources Service Department Personnel 

the Interior 

Control Data IBM Honeywell 

Department of of Labor Management 

CYBER 730 3033 6600 

I 

N 
-.L 

I 

x 

OFGANIZATION 

x 

GENERAL ADP SYSTEM  FORMATION 

X 
X 

- 

18. Computer hardware 

19. Commter lanauaae used 

X 

20. 

21. 

* 

X 
X 

Input Medium 
a. Punch cards 
b. Punch cards mnverted to - magnetic tape 
c. Magnetic tape 
d. Cathode ray terminal connectec 

to minicomputer - 

,x X 
X X 

e. ,Terminal 
f. Optical scanning equipment 
a. Disk 
h. Other 

Output medium 
a. Form pap  r listings 
b, Magnetic tape 
c, Microfilm 
d. Microfiche 
e. Punch cards 
f .  Stock pap r 
g. Other 

Department of 
Housing/Urban 
Development 

UNIVAC 
1 100/81 

- 
ANSI COBOL 

Backup system 

X - 
Summer 1981 

X * .. 

X 
X 

- 

X 
X 
X 

Only for front-end tine and attendance processing. 

'11 COBOL 68 

X I I I 
I 

~ 

X X 

X 
I 

I 

X I I .  
X 



SUMMARY OF SYSTEMS PAYING FROM 10,000 To 25,000 PERSONNEL 

Department of Water/Power Re- 
Housing/Urbar sources Service 

ORGANIZATION Development Department of 
the Interior 

I_ 

GENEXU ADP SYSTEM I " I 0 N  (Con't) 

I 

N 
N 

I 

Department 
of Labor 

processed 
b. Centrally designed, 

c. Decentralized 
d. Other 

decentrally processed 

23. Has front-end edit capability 

I 22. Centralized or Decentralized 
a. Centrally designed and 

portion X X 
Personnel 
portion 

Limited . X 

24. Has data inquiry capability 

TIME AND ATTENDANCE FEFORTIK 

X (p. 52) I X (p. 52) x (p.52) 

- - . .  

~ 

25. Positive or negative time 
and attendance reporting 
a. Positive (requires time and 

attendance data input each pa 
period for every emp loyee ) x (p. 54) x (p. 55) 

b. Negative (only requires time 
and attendance input for 
employees wrking other than 

Office of 
Personnel 
Management 

X 

X 

X 



SUMMARY OF SYSTEMS PAYING FROM 10,000 TO 25,000 PERSONNEL 

ORGANIZATION 

I 

10 
w 

I 

Department o 
Housing/Urba 
Development 

Waterpower Re- 
sources Service 
Department of 

the Interior 

x (D. 55) 

26. 

27. 

28. 

* 

Office of 
Department Personnel 
of Labor Managemen 

1 

Type of time-and-attendance 
reporting by timekeeper * 

a. Hard copy 
b. Telecommunications 

e. Start/stop time reporting 
f. Other 

x (p. 54) 

Method of transmitting time and 
attendance data 

a. Centralized 
b. Regionalized 
c. Totallv decentralized 

x (p. 54) Partly (p. 55)(  
Partly (p. ,55)( x '  

d. Other I 
x (p. 55 

~ ~ 

x (p. 55) X x (p. 55 
x (13. 37) 

26(d) shows those organizations whi& collect labor cost data on time a d  attendance 
forms. 



SUMMAW OF SYSTEMS PAYING FROM 10,000 TO 25,000 PERSONNEL 

TIME AND ATTENDANCE REporrrING (Con't) 

29. N u m b e r  of days prior to end of pay 

off on normal t i m e  and attendance 
reporting 

Last day in  payroll cycle that an 
agency can s u h i t  and accomplish 
corrections of t i m e  and attendance 
da ta  

period tha t  the organization cuts 

30. 

I 

N 
- 

ORGAN1 ZATION 

1 

Tuesday aftez 
end of pay 
period 

Department ol 
Hous ing/Urbar 
Developent 

GS 
ES 
GM 
EX 

Wage Systerr 
Consultants 
Annual Rate 
00-0ther 

31. Types of anployees paid 
ident i f ied  by Federal Pay Scale 

AD GS 
EC GW 

WaterDower Re- 
sources Service 

Department of 
the  In t e r io r  

1 

Wednesday after 
end of pay 
period 

A D X A  
GS XB 
GM XC 
ES SP 
Ex 

A l l  Federal Wag( 
System 

Consultants/ 
Experts 

S m e r  Aid 
Stay-in-School 
Annual R a t e  
Hourly Rate 
Per D i e m  Rate 
Without 

Compensation 

I 1 
Varies by 
t imekeepe 
locat ion 

0 

period period 

A D %  
E C W L  
ES WO 
EX WJ? 
FC WS 
GS KW 
GW W 
N L Y W  



SUMMARY OF SYSTEMS PAYING UNDER 10,000 PERSONNEL 

t3ureau of idlines 
Departinent uf 

the I n t e r i o r  

F 
F 

_I_L_- 

OKGANIZATIUN 

National (Vat iunal 
Aeruridutics 
ancl Space E'ounda t 15 
kidministration - 

Scienm 

-- G 
F F 

Departinent of Services  - 1 Mediation ai I CCWJleKCX I m n i n i s t r a t i o n  coricil i a t i o n  

1. of systein--Payroll integrated 
OK interfaced with: 
(G = Integrated/F = In te r faced) .  
a. Personnel 
b. Accounting 
I c. Labor C o s t  Dis t r ibu t ion  
d. Retirement 
e. Other 
--- 

2. Number of personnel paid 

G 

G 

---_I- F -  F - F ti 
F G 
F G 

--- 

- -  

5,700 1,100 600 
- -- 

Washington,K 

3. Location of system 

- a. Yes, d a t e  of approval - b. No, expected d a t e  of approval 

Washing ton , IX Washing kc )n , 
liK: 

1970 
4.  GAO Avproved? I I I 

I 5. Would be will ing to sell 
serv ices  tu other organizat ions? 
a. Y e s ,  d e f i n i t e l y  I 

I--__ 

b. Would consider  

--_- (P. 38) -/-'--iTs 
Securi ty ,  P i m e  
Direct0 -- 
1,700 "SA Hi- 

550 RsCh. C t K .  
7 , 300 110 NST Labs 1,300 

Denver, CD 



I 

h, 
m 

I 

Carmurii t y  Federal  
Services I*ediation ami 
Administration Conci l ia t ion  

Serv ice  
o m 1  %I\TIM 

SPDCIFIC FEARlRES OF THE SYSTFN 

6. Automated retirement 

7. Automated F a i r  Lahor 
recordkeeping - 
Standards A c t  overtime 

-- computation 
8. U t i l i z e s  direct dewsit (electron- 

i c  funds t r a n s f e r )  to forward net  
pay to f i n a n c i a l  i n s t i t u t i o n s  

9. Processes  ful l - t ime q u i v a l e n c y  
rsonnel  statistics a u t a n a t i c a l l ~  

fi5;--gocesses f l e x i b l e  mrk schedules’ 
11. Processes  mer i t  pay 
72. PK~LYXX~S senior  executive 

service pay 
15. Automated m p t a t i o n  of S t a t e  

and local t a x  withholdings 
14. Autolnated handling of savings 

bond program 
15. Has overtime controls or averti ire 

re rts 
16. F o g a l i z e d  mtllocj u s e d o r  masur-  

ing and evaluat ing prformance of 
-- - t h e  payro l l  system 
17. Store and automatically proc~ss 

-. 

I 

t ransac t ions  e f f e c t i v e  i n  fu ture  

* Haridled by acmunting system. 
** Under development. 

N a t i o n a l  Buredu oE Mines National 
Depart lent  oE Aeronautics S c i e n w  

t h e  I n t e r i o r  arri S p c e  Poundat io 
---- Administratior 

Department of 
Comnerce 

P a r t i a l l y  ---Y X P a r t i a l l y  

-- 

P a r t i a l l y  

X 

** June 1981 

June 1981 

-- x --- 

-- --- 
Manually - --- X 

X X 



19. Computer language used ANSI COBOL 

magnetic tape 
c. Magnetic tape 
d. Cathode ray terminal mimected 

X 

SUMMARY OF SYSTEW PAYING UNDER lO,OOd PEHSUI’JNEL 

Natioiid 
Sci en- 
Pwndat id 

Camnun i ty 
Services 
Adn in ist rat ion 

National 
Aerondut ics 
and Spce 
AdmlnlStKatiOn 

Departinent of 
Cmerce 

IBM 360/65 

ORc;N\IZATIoN 
- 
GENERAL ADP SYSTEM INFORMATION 

18. Computer hardware 

------ 

L fiyIwulrJ 
Model 7 ’ s  

IBM 360/50 IBM 370/1SIJ Honeywell 
6060 
--- 

c-L 

COWL - COBOL 

20. Input Medium 
- a. Punch cards 

b. Punch Cards mtiverted to 
x -  --i X 

X 
I 

N 
4 

I -- to minicomputer --- 
e. Terminal 
f. Optical scanning equipnent . .  -- 

--- 
--I_- 

-+ - 
h. Other 

21. Output mejium 
X a. Form paper listings - - 

b. Magnetic tape X 
.-_I_-- c. Microfilm 

d. Microfiche 
e.  Punch cards 
f .  Stock paper 
9. Other ,XEKOX 

-- 
I -. 

- 

X 
X 

-~ 

_- A -  

-- - 
I ---- - 

XEROX Y70U - -I--- --- 



SUMMARY OF SYSTUS PAYING UNIlER 10,000 PERSONNEL 

Mpartrnent of 
Comnerce ORGANIZATION 

GENERAL ADP SYSTEM INFORMATION (m't) 
22. Cen t ra l i zed  or Decen t r a l i zed  

a. C e n t r a l l y  designed and 
-- processed 
b. C e n t r a l l y  des igned ,  

C m u n  i t y  
S e r v i c e s  
Arbn i n i s t ra t  ion 

- 

d e c e n t r a l l y  processed 
c. k c e n t r a l i z e d  

X 

d. Other  

23. Has front-end edit capability 

24. Has data inqu i ry  c a p a b i l i t y  

TIME AND A!ITENDANCE REPOFU'ING 

25. P o s i t i v e  or nega t ive  time 
and a t tendance  r e p o r t i n g  
a. P o s i t i v e  ( r e q u i r e s  time and 

a t t endance  data input  each  pa 

X 

period f o r  eve ry  employee) 
b. Neyative ( o n l y  r e q u i r e s  t i m e  

and a t tendance  inpu t  ~ O K  
employees w r k i n g  o t h e r  than 
normal schedu les )  - 

Federal Bureau of irlines 
Mediation Uepartrnent of 

Service = X ( . 51) 

X 

Nat iona l  
Aeronau t i c s  
and Space 
Adnin is trat i o n  

X 

Researdl 
Cen te r  
and N S I  Labs 

(P. 5 3 )  - 
IWSA 
tu 

(P. 5 3 )  

lvat iona l  
Sc ience  
Poundat ic 

x (p. 52 

1( 



SUMMARY OF SYSTEMS PAYING UNDER 10,000 PERSONNEL 

Departinent oE 
Cmnerce 
- 

I 

h, u: 
I 

Carmuni t y  Federal Bureau of Nines National 
Services  Mediation anil Department of Aeronautics Science 
Administration Conci l ia t ion t h e  I n t e r i o r  and Space Foul Ida t io 

Service Administrat ior 

Preurinted 

ORGAN1 ZATIUN 

TIME AND A 2 T E " C E  REpoKJXG 

X 

26. 

27. 

28. 

* 

X X 
x (p. 38)  x F. 37)  

- 
I I 

Type of time-and-attendance 
report ing by timekeeper * 
a. Regular manual forms 

X 

b. ODtical charac te r  form 

Tape to t a p  

X -. - X X 
X x(p.  53) 

I 

. . . - - -. - - . . - .. - - - - - . - 
c. Punch card-preprinted format 
d. Project d i s t r i b u t i o n  of labor 
e. Start/stop time report ing 
f .  Other 

Metllod of t ransmit t ing time and 
a t t e n d a n e  da ta  
a. Hard copy 
b . 
c. 
d. Terminal or minicomputer 
e. Other 

I n p t  of time and attendance 
d a t a  
a. Central ized 
b. Regionalized 
c. Tota l ly  decentral ized 
d. Other 

Te l e m m u n  i cat ions 
Magnetic tapes s e n t  by mail 

26(d) sllows those organizations which collect labor wst da ta  on t i m e  a d  attendance Eunns. 



SUMtW3Y OF SYSTEMS PAYING UNDER 10,000 PERSONNEL 

National 
Scierice 
Fwndat lor 
----I^- 

1 

Sane ar, 
cutoEf (XI 
r & A  

submissior 
K e p O K t  

c 
EE 
EP 
Es 
G 
t i W  
WB 

Consultant 

--- 

Departrnent of 
Caronerce 

per iod t h a t  the organization cu ts  
off m normal tiine ad attendance 
report ing 

Last day i n  payrol l  cycle tha t  an 
agency can s u b n i t  and accomplish 
cor rec t ions  OE t i ine  and attendance 
d a t a  I 

--- 
30. 

- I 

1 

Wednesday 038 
a f t e r  end of pa) 
period 

I w 
0 THESYSTEM 

LISTING W TYPES OF WLDYEES PAID BY 

1 :  z 31. 'Types of employees paid I 
i d e n t i f i e d  by Federal Pay Scale  

EE SR 

E G S  
ES W I  
EX 'HI 
F o w s  
FR W 
F S Y V  
C G Y W  
GM 

EF s r  

epartrnent  01 Services  Mediation 

Same as cutoff 

sulmission 
3n T & A K e p O K t  

AD 
ES 
EX 
(;s 

GW 
WB 

EC 
ES 
EX 
Gs 
GM 
WAE 

ES WB 
EX W 
GH WL 
G s w s  
GW YV 
1% YW 

Consultants Ex: 
Annuitants 
Foreign Servicc 
S p c i a l  Rate 

Employees 

Hat ional 
Reruiiaut ics 
and S p c e  
Wii in is t ra t  ion 

0 

- 
a f t e r  ruesday etfi WB of pa: 

period 

Au bW 
EC SP 
ED w t 3  
EF WG 
EH Nl, 
ES '&l 
EX NS 
F s w  
G S Y V  
GM YW 

* Time a d  attendance is handled one p y  period i n  arrears. 



PART 1.11 

D E S C R I P T I O N S  OF SELECTED 

SYSTEM FEATURES 
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PART I11 

DESCRIPTIONS OF SELECTED, SYSTEM FEATURES 

The p a y r o l l  s y s t e m s  i n c l u d e d  i n  o u r  s t u d y  have  many 
u s e f u l  and u n i q u e  f e a t u r e s .  T h i s  Par t  is i n t e n d e d  t o  
p r o v i d e  an  o v e r v i e w  of selected f ea tu res  so t h a t  i n t e r e s t e d  
o r g a n i z a t i o n s  can  o b t a i n  enough i n f o r m a t i o n  to  d e t e r m i n e  
w h e t h e r  o r  n o t  t h e y  may have a u s e  for  some of t h e  f e a t u r e s .  
These  f e a t u r e s  are o r g a n i z e d  i n  t h e  f o l l o w i n g  c a t e g o r i e s :  

A. Sys tem I n t e r f a c e s  

F e d e r a l  A v i a t i o n  A d m i n i s t r a t i o n  
Depar tment  of  A g r i c u l t u r e  

B. Labor Cost D i s t r i b u t i o n  

T e n n e s s e e  V a l l e y  A u t h o r i t y  
Depar tment  of A g r i c u l t u r e  
Depar tment  of  t h e  T r e a s u r y  
O f f i c e  of P e r s o n n e l  Management 
N a t i o n a l  A e r o n a u t i c s  and  Space A d m i n i s t r a t i o n  
Water and Power Resources S e r v i c e  
B u r e a u  of Mines 
Depar tment  of t h e  I n t e r i o r  ( C e n t r a l  P a y r o l l )  

C. Automated R e t i r e m e n t  Records 

Federal  A v i a t i o n  A d m i n i s t r a t i o n  
V e t e r a n s  A d m i n i s t r a t i o n  
T e n n e s s e e  V a l l e y  A u t h o r i t y  
Army Corps of E n g i n e e r s  
Depar tment  of Labor  
Off ice of P e r s o n n e l  Management 
Depar tment  of Housing and Urban Development 
Department  o f  H e a l t h  and  Human S e r v i c e s  
Depar tment  of A g r i c u l t u r e  
Department  of Jus t ice  

D .  A u t o m a t i c  Computa t ion  of F a i r  Labor S t a n d a r d s  A c t  
Over t ime  

F e d e r a l  A v i a t i o n  A d m i n i s t r a t i o n  
V e t e r a n s  A d m i n i s t r a t i o n  
Depar tment  of H e a l t h  and Human S e r v i c e s  
Department  of A g r i c u l t u r e  
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E .  

F. 

G .  

H .  

I. 

J. 

F l e x i b l e  Work S c h e d u l e s  

Department  of A g r i c u l t u r e  
Army Corps of E n g i n e e r s  
Community S e r v i c e s  A d m i n i s t r a t i o n  

Merit Pay 

G e n e r a l  S e r v i c e s  A d m i n i s t r a t i o n  
Department  of A g r i c u l t u r e  
Depar tment  of H e a l t h  and Human S e r v i c e s  
O f f  i ce  o f  P e r s o n n e l  Management - I /  

A u t o m a t i c  Computa t ion  of  S t a t e  and Local Tax 
W i t h h o l d i n g s  

Army Corps of E n g i n e e r s  
Department  of Housing and Urban Development 
Depar tment  of A g r i c u l t u r e  
F e d e r a l  A v i a t i o n  A d m i n i s t r a t i o n  
Water and Power Resources S e r v i c e  
Department  of H e a l t h  and  Human S e r v i c e s  
Depar tment  of t h e  A i r  Force 

Over t ime  Reports and C o n t r o l s  

G e n e r a l  S e r v i c e s  A d m i n i s t r a t i o n  
V e t e r a n s  A d m i n i s t r a t i o n  
T e n n e s s e e  V a l l e y  A u t h o r i t y  
Department  of  A g r i c u l t u r e  
Arny Corps of E n g i n e e r s  
Depar tment  o f  Housing and  Urban Development 
B u r e a u  of Nines  

Methods for  Measur ing  Pe r fo rmance  of  P a y r o l l  Sys t ems  

Department  of  Housing and Urban Development 
Depar tment  of H e a l t h  and Human S e r v i c e s  
Department  of A g r i c u l t u r e  

Front -end  E d i t  C a p a b i l i t y  

N a t i o n a l  A e r o n a u t i c s  and Space A d m i n i s t r a t i o n  
l e d e r a l  A v i a t i o n  A d m i n i s t r a t i o n  
Federal  M e d i a t i o n  and C o n c i l i a t i o n  S e r v i c e  

-- 1 /  O f f i c e  of P e r s o n n e l  Management w i l l  p r o v i d e  a s s i s t a n c e  to  
any Federal agency  or d e p a r t m e n t  implement ing  merit pay.  
C o n t a c t  R i c h a r d  H u n t e r  on ( 2 0 2 )  632-9854. 
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K. 

L. 

W e  hope 
of t h i s  

Data I n q u i r y  C a p a b i l i t y  

Depar tment  of A g r i c u l t u r e  
N a t i o n a l  S c i e n c e  F o u n d a t i o n  
Depar tment  of Labor  
Depar tmen t  of Housing and Urban Development  
Water and Power R e s o u r c e s  S e r v i c e  
Depar tment  of t h e  I n t e r i o r  ( C e n t r a l  P a y r o l l )  

T ime  and  A t t e n d a n c e  R e p o r t i n g  and  I n p u t  

N a t i o n a l  A e r o n a u t i c s  and Space A d m i n i s t r a t i o n  
F e d e r a l  A v i a t i o n  A d m i n i s t r a t i o n  
Depar tmen t  of Housing and Urban Development  
Depar tment  o f  H e a l t h  and  Human S e r v i c e s  
Depar tmen t  o f  t h e  T r e a s u r y  
Water and  Power R e s o u r c e s  S e r v i c e  
Depar tment  of t h e  I n t e r i o r  ( C e n t r a l  P a y r o l l )  
Of f i ce  of P e r s o n n e l  Management 

t h a t  t h e s e  n a r r a t i v e  d e s c r i p t i o n s  w i l l  g i v e  u s e r s  
b o o k l e t  t h e  i n f o r m a t i o n  needed  t o  d e t e r m i n e  which  

f e a t u r e s  may be u s e f u l  to  them. P a r t  V l ists t h e  agency  
c o n t a c t  p o i n t s  where f u r t h e r  i n f o r m a t i o n  on t h e s e  s y s t e m s  
c a n  be o b t a i n e d .  

A. SYSTEM INTERFACES 

S y s t e m s  i n t e r f a c e ,  as used  h e r e ,  means one  s y s t e m  
p r o v i d e s  d a t a  to  a n o t h e r  i n  a machine  r e a d a b l e  form. For 
example ,  a p e r s o n n e l  system may p r o v i d e  d a t a  on new employee 
a c c e s s i o n s  to  a p a y r o l l  system on m a g n e t i c  tape which  is t h e n  
used  to  u p d a t e  a p a y r o l l  f i l e .  P a y r o l l  systems o f t e n  p r o v i d e  
da t a  t o  and r e c e i v e  d a t a  from other c o m p u t e r i z e d  s y s t e m s .  
Systems a l so  share i n f o r m a t i o n  when t h e y  have  a common com- 
p u t e r i z e d  d a t a  base. W e  d e f i n e  t h i s  as system i n t e g r a t i o n .  
T h i s  s u b s e c t i o n  d e s r i b e s  s y s t e m  i n t e r f a c e s  as opposed t o  
s y s t e m  i n t e g r a t i o n .  

Federal A v i a t i o n  A d m i n i s t r a t i o n  - 
Depar tmen t  of T r a n s p o r t a t i o n  

T h i s  Uni form Payro l l  Sys t em i n t e r f a c e s  w i t h  t h e  
A d m i n i s t r a t i o n ' s  P e r s o n n e l  Management I n f o r m a t i o n  Sys t em 
and t h e  A l l o t m e n t  A c c o u n t i n g  S y s t e m s  l o c a t e d  a t  t h e  a c c o u n t -  
i n g  d i v i s i o n s  i n  t h e  r e g i o n s  and a t  t h e  A e r o n a u t i c a l  C e n t e r  
(Oklahoma C i t y ) .  
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The P e r s o n n e l  Management I n f o r m a t i o n  Sys tem is a coin- 
p r e h e n s i v e  o n l i n e  s y s t e m  c o n t a i n i n g  d a t a  on all. p e r s o n n e l  
i n f o r m a t i o n  i n c l u d i n g  t r a i n i n g .  C e r t a i n  i n f o r m a t i o n  
g e n e r a t e d  by t h i s  s y s t e m  is used  t o  e s t a b l i s h ,  change  or 
delete da ta  i n  t h e  Uniform P a y r o l l  Sys tem master r e c o r d s  and 
t a b l e s .  Q u a l i t y  i n c r e a s e s ,  w i t h i n - g r a d e  s t e p  i n c r e a s e s ,  and 
c e r t a i n  o the r  p a y r o l l  a c t i o n s  a u t o m a t i c a l l y  f low from t h e  
P e r s o n n e l  Management I n f o r m a t i o n  Sys tem t o  a s u s p e n s e  f i l e  
where t h e y  are h e l d  u n t i l  r e q u i r e d  f o r  p a y r o l l  p r o c e s s i n g .  

The p a y r o l l  s y s t e m  is a u t o m a t i c a l l y  i n t e r f a c e d  w i t h  
t h e  A l l o t m e n t  Accoun t ing  Sys t ems  to  p r o v i d e  fund  c o n t r o l ,  
d i s b u r s e m e n t  and a c c r u a l  da ta .  Di sbur semen t  data  are 
p r o c e s s e d  b iweek ly ,  b u t  p r o c e s s i n g  of end-of-month accruals  
v a r i e s  by a c c o u n t i n g  d i v i s i o n .  

Depar tment  o f  A g r i c u l t u r e  

T h e  P a y r o l l / P e r s o n n e l  s y s t e m  is f u l l y  i n t e g r a t e d  w i t h  
t h e  labor cost d i s t r i b u t i o n  and l e a v e  i n f o r m a t i o n  s y s t e m s .  
T h i s  s y s t e m  a l so  i n t e r f a c e s  w i t h  t h e  s y s t e m s  for a c c o u n t i n g ,  
r e t i r e m e n t  and t r a v e l .  P a r t i c u l a r l y  un ique  is t h e  process of 
c h e c k i n g  t r a v e l  v o u c h e r s  and advance  r e q u e s t s  a g a i n s t  t h e  
p e r s o n n e l  master f i l e  to  e n s u r e  t h a t  c l a i m a n t s  a r e  Depar tment  
employees .  The  s y s t e m  a l so  m o n i t o r s  o u t s t a n d i n g  t r a v e l  
advances .  F o r  employees  w i t h  e x c e s s i v e  advances ,  t h e  s y s t e m  
w i l l  g e n e r a t e  a request f o r  repayment  l e t t e r  t o  t h e  t r a v e l e r .  
The t r a v e l e r  is g i v e n  3 0  d a y s  t o  r e p a y ,  l i q u i d a t e  or j u s t i f y  
t h e  advance .  I f  proper r e s p o n s e  is n o t  r e c e i v e d ,  a r e v i e w  
is made and,  i f  w a r r a n t e d ,  t h e  amount is d e d u c t e d  from t h e  
employee ' s pay. 

B. LABOR COST DISTRIBUTION 

D i s t r i b u t i o n  of labor  cos ts  is a n e c e s s a r y  e l emen t  f o r  
d e t e r m i n i n g  t h e  t o t a l  cost  by program, f u n c t i o n  and a c t i v i t y  
w i t h i n  an o r g a n i z a t i o n .  T h i s  s u b s e c t i o n  describes some of 
t h e  methods  u s e d  by o r g a n i z a t i o n s  to  col lect  and process d a t a  
f o r  d i s t r i b u t i n g  l a b o r  costs. 

T e n n e s s e e  V a l l e v  A u t h o r i t y  

Data for labor cost d i s t r i b u t i o n  are reported on time 
and l e a v e  reports.  Hour ly  employees  and a n n u a l  employees  u s e  
d i f f e r e n t  t i m e  and l e a v e  repor t s .  Monthly labor cost d i s t r i -  
b u t i o n  repor t s  are prepared u s i n g  t h e  d a t a  reported on t h e  
t i m e  and l e a v e  reports as f o l l o w s :  
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1 .  Annual  Employees ( m o s t l y  s a l a r i ed )  and C e r t a i n  
Hour ly  Employees.  Pay periods are b iweek ly .  The 
t i m e  s p e n t  on v a r i o u s  a c t i v i t i e s  is i n d i c a t e d  on 
t i m e  and l e a v e  r e p o r t s .  Biweekly labor d i s t r i b u t i o n  
f i l e s  are g e n e r a t e d  from these  repor t s .  Labor  
d i s t r i b u t i o n  d a t a  for  any p a r t i a l  p a y r o l l  period are 
est imated.  A t  t h e  end of t h e  month t h e  b i w e e k l y  and 
p a r t i a l  pay period l a b o r  d i s t r i b u t i o n  d a t a  are 
merged,  and a l a b o r  d i s t r i b u t i o n  report  is p r e p a r e d .  
From t h i s  da t a  a m a g n e t i c  t a p e  f i l e  is a l s o  prepared 
f o r  u s e  i n  t h e  month ly  f i n a n c i a l  r e p o r t i n g  sys tem.  

2 .  Trades  and Labor Hour ly  Employees.  Pay per iods  
are weekly.  D a i l y  time repor t s  show t i m e  s p e n t  on 
a l l  p r o j e c t s  and a c t i v i t i e s  r e c o r d e d  i n  30-minute  
i n c r e m e n t s .  Data from these  r e p o r t s  are i n p u t  d a i l y  
u s i n g  remote t e r m i n a l s  for employees  a t  major pro- 
j ec t s  and specif ied areas w h i l e  t i m e  is i n p u t  weekly 
by t e r m i n a l s  for  employees  a t  o ther  l o c a t i o n s .  
Weekly and d a i l y  d i s t r i b u t i o n  f i l e s  are merged a t  
m o n t h ' s  end .  The  accrual f o r  a p a r t i a l  week is 
estimated for a c c o u n t i n g  purposes, b u t  t h e s e  costs 
a re  n o t  i n c l u d e d  i n  month-end l abor  d i s t r i b u t i o n  
e x c e p t  a t  t h e  end of t h e  y e a r .  Monthly,  a labor 
d i s t r i b u t i o n  report  is prepared as w e l l  as a mag- 
n e t i c  tape f i l e  for u s e  i n  t h e  f i n a n c i a l  r e p o r t i n g  
sys tem.  The  fo rms  used t o  capture l a b o r  cost 
d i s t r i b u t i o n  da t a  are  shown i n  P a r t  I V .  

Depar tment  o f  A g r i c u l t u r e  

A f i f t e e n  d i g i t  i d e n t i f i c a t i o n  f i e l d  is a v a i l a b l e  
f o r  c o d i n g  t h e  d i s t r i b u t i o n  of l a b o r  cost  on t h e  t i m e  and 
a t t e n d a n c e  report .  E a c h  p a r t i c i p a t i n g  s e r v i c e  a t  t h e  Depart- 
ment h a s  t h e  f l e x i b i l i t y  t o  e s t a b l i s h  t h e i r  own a c c o u n t i n g  
s t r u c t u r e  cod ing  p a t t e r n s  for labor d i s t r i b u t i o n  purposes. 
T h i s  s y s t e m  can  i d e n t i f y  labor cos ts  a t  t h e  cost  c e n t e r  
l e v e l ,  i n t e r m e d i a t e  l e v e l s  and pro jec t  l e v e l .  

Two methods are a v a i l a b l e  w i t h i n  t h e  s y s t e m  for captur-  
i n g  l a b o r  cost  d i s t r i b u t i o n  da ta .  The da t a  can e i t h e r  ( 1 )  be 
r e p o r t e d  on t i m e  and a t t e n d a n c e  forms each pay p e r i o d  or ( 2 )  
be s to red  i n  t h e  master p a y r o l l  records i f  employees  n o r m a l l y  
charge E h e i r  t i i n e  t o  t h e  same assignment code. I f  s t o r e d ,  
t h e  da t a  can  be o v e r r i d d e n  u s i n g  t i m e  and a t t e n d a n c e  i n p u t  
when employees  work on o the r  t h a n  t h e i r  normal  a s s i g n m e n t s .  
The  t i m e  and a t t e n d a n c e  form is shown i n  P a r t  I V .  
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Depar tment  o f  t h e  T r e a s u r y  

Each B u r e a u  w i t h i n  T r e a s u r y  u s i n g  t h e  c e n t r a l i z e d  
p a y r o l l  s y s t e m  h a s  t h e  o p t i o n  of  u s i n g  t h e  back of t h e  t i m e  
and a t t e n d a n c e  form t o  capture  d a t a  s e p a r a t e l y  fo r  labor  cost  
d i s t r i b u t i o n .  When used,  a separate subsys t em processes and 
summarizes  t h e  labor cost  d i s t r i b u t i o n  da ta .  The  time and 
a t t e n d a n c e  form used  is shown i n  P a r t  I V ,  

O f f i c e  o f  P e r s o n n e l  Manasement 

A separate  r e p o r t ,  t h e  Employee Work Report, is u s e d  
t o  g a t h e r  l a b o r  cost d i s t r i b u t i o n  i n f o r m a t i o n .  Employees 
i n d i c a t e  how much time t h e y  spend on v a r i o u s  f u n c t i o n s .  Data 
d e r i v e d  from t h e  Employee Work Reports is p r o c e s s e d  by t h e  
work measurement s y s t e m  which d i s t r i b u t e s  d i r ec t  labor costs  
and employee b e n e f i t  costs  t o  t h e  appropriate  f u n c t i o n s .  T h e  
h o u r s  r e c o r d e d  on Enployee  Work Reports are compared and 
r e c o n c i l e d  t o  t h e  h o u r s  r e p o r t e d  on t i m e  and . a t t e n d a n c e  
forms .  

N a t i o n a l  A e r o n a u t i c s  and S p a c e  A d m i n i s t r a t i o n  

W i t h i n  t h e  p a y r o l l  s y s t e m  t h e  b iweek ly  time and 
a t t e n d a n c e  cards are used t o  capture d a t a  f o r  labor cost  
d i s t r i b u t i o n .  The cards allow 'labor d i s t r i b u t i o n  t o  a s  
many as 15 d i f f e r e n t  job orders.  The p a y r o l l  s y s t e m  
g e n e r a t e s  m a g n e t i c  t apes  c o n t a i n i n g  h o u r s  and d o l l a r s  by 
j o b  order for t h e  i n s t a l l a t i o n  l e v e l  and by o r g a n i z a t i o n  
f o r  t h e  h e a d q u a r t e r s .  

The  i n s t a l l a t i o n s  and h e a d q u a r t e r s  u s e  these tapes to  
i n t e r f a c e  w i t h  and p r o v i d e  d a t a  t o  t h e i r  r e s p e c t i v e  labor 
cost d i s t r i b u t i o n  s y s t e m s ,  T h e s e  tapes  can  a l s o  be used t o  
d e r i v e  t h e  data  needed fo r  r e p o r t i n g  p a y r o l l  costs by ob jec t  
c lass .  

Water and Power Resources S e r v i c e - -  
Depar tment  of t h e  I n t e r i o r  

The number of  h o u r s  worked are  reported by cost code on 
t h e  t i m e  and a t t e n d a n c e  card. Whi le  c a l c u l a t i n g  t h e  pay ,  t h e  
s y s t e m  creates a l a b o r  cost  f i l e  wh ich  i d e n t i f i e s  costs by 
o b j e c t  c lass  and cost codes .  T h i s  f i l e  is a v a i l a b l e  to  u s e r  
a g e n c i e s  for labor cost  d i s t r i b u t i o n .  A copy of t h e  t i m e  and 
a t t e n d a n c e  form used  is shown i n  P a r t  I V .  
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B u r e a u  of Mines-- 
D ,epa r tmen t  of t h e  I n t e r i o r  

The t i m e k e e p e r ,  who is r e s p o n s i b l e  f o r  a g r o u p  of 
e m p l o y e e s ,  records t h e  h o u r s  worked  and  l e a v e  t a k e n  on a 
d a i l y  b a s i s  and i d e n t i f i e s  these h o u r s  by a c c o u n t  or sub-  
a c c o u n t  c o d e  on t h e  f a c e  o f  t h e  t i m e  and  a t t e n d a n c e  card.  
i3oth t h e  h o u r s  worked and  a c c o u n t  numbers  are keypunched  f o r  
i n p u t  t o  t h e  p a y r o l l  s y s t e m .  The  s y s t e m  p r o v i d e s  da t a  on  
g ross  s a l a r i e s  and  p e r s o n n e l  b e n e f i t s  i d e n t i f i e d  down to  t h e  
s u b a c c o u n t  l e v e l .  T h i s  cost  i n f o r m a t i o n  is i n p u t  b i w e e k l y  t o  
t h e  a c c o u n t i n g  s y s t e m  w h e r e  it is combined  w i t h  a l l  o t h e r  
e x p e n s e s .  

D e p a r t m e n t  o f  t h e  I n t e r i o r  - C e n t r a l  P a y r o l l  

The s y s t e m  p r o v i d e s  f o r  f i x e d  a c c o u n t  numbers  to  be p a r t  
of t h e  e m p l o y e e ' s  master r e c o r d  f o r  a u t o m a t i c  labor cost  
d i s t r i b u t i o n .  However ,  t h e  f i x e d  d a t a  c a n  be o v e r r i d d e n  i f  
a n  e m p l o y e e ' s  labor p a t t e r n  d e v i a t e s  f r o m  t h e  e s t aP l i sned  
r o u t i n e .  I n  t h i s  e v e n t ,  h o u r s  worked  are r e p o r t e d  x)y 
a c c o u n t  numbers  on t h e  back of t i m e  and a t t e n d a n c e  cards. 
Labor cost  i n f o r m a t i o n  can be d i s t r i b u t e d  from t h e  h i g h e s t  
l e v e l  down t o  t h e  job  l e v e l ,  s i n c e  each l e v e l  is i d e n t i f i e d  
w i t h  an  a c c o u n t  number ,  c o n s t i t u t i n g  t h e  cost s t r u c t u r e  of 
t h e  a g e n c y .  A l l  labor  d i s t r i b u t i o n  is b a l a n c e d  to  t h e  number 
of h o u r s  paid p l u s  t h e  G o v e r n m e n t ' s  share  of f r i n g e  
b e n e f i t s .  

C. AUTOMATED RET1,REMENT RECORDS 

Federal  o r g a n i z a t i o n s  mus t  w i t h h o l d  and  a c c o u n t  f o r  
d e d u c t i o n s  f rom e m p l o y e e s '  p a y  f o r  r e t i r e m e n t  p l a n s .  When 
e m p l o y e e s  separate ,  t h e  r e t i r e m e n t  w i t h h o l d i n g  da t a  mus t  be 
f o r w a r d e d  t o  t h e  O f f i c e  of P e r s o n n e l  Management.  T h i s  
s u b s e c t i o n  descr ibes  how some a g e n c i e s  h a v e  a u t o m a t e d  t h e i r  
r e t i r e m e n t  da ta  r e c o r d k e e p i n g .  

Federal  A v i a t i o n  A d m i n i s t r a t i o n - -  
D e p a r t m e n t  of T r a n s p o r t a t i o n  

The  A d m i n i s t r a t i o n ' s  s y s t e m  ( 1 )  p r o v i d e s  a u t o m a t e d  
r e t i r e m e n t  r e c o r d k e e p i n g  fo r  I n d i v i d u a l  R e t i r e m e n t  Records 
(SF 2 8 0 6 )  a n d  t h e  R e g i s t e r  of S e p a r a t i o n s  and  T r a n s f e r s  ( S F  
L8O7), ( 2 )  e l i m i n a t e s  manua l  s u m m a r i z a t i o n  and  p o s t i n g ,  and  
( 3 )  p r o v i d e s  t i m e l y  r e p o r t i n g  o f  da ta .  I t  a lso g e n e r a t e s  
e a r n i n g s  a n d  l e a v e  s t a t e m e n t s  t h a t  i n d i c a t e  e m p l o y e e s '  
c u m u l a t i v e  r e t i r e m e n t  c o n t r i b u t i o n s  from t h e  d a t e  t h e y  
were h i r e d  by t h e  D e p a r t m e n t .  
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V e t e r a n s  A d m i n i s t r a t i o n  

Using  " n a t u r e  of a c t i o n ' '  codes on p e r s o n n e l  i n p u t ,  t h e  
s y s t e m  e x t r a c t s  those  a c t i o n s  which are  t o  be r e c o r d e d  on t h e  
s e r v i c e  h i s t o r y  p o r t i o n  of t h e  I n d i v i d u a l  R e t i r e m e n t  Record 
(SF 2 8 0 6 ) .  A t  t h e  close of each pay y e a r ,  f i s c a l  e n t r i e s  are 
made for  t h e  y e a r s  r e t i r e m e n t  d e d u c t i o n s  and f o r  u p d a t i n g  t h e  
accumula t ed  b a l a n c e .  A s  employees  separa te ,  t h e  I n d i v i d u a l  
R e t i r e m e n t  Record is a u t o m a t i c a l l y  g e n e r a t e d  and fo rwarded  to  
t h e  O f f  ice of P e r s o n n e l  Management a l o n g  w i t h  any re la ted 
s u p p o r t i n g  documents .  I n  a d d i t i o n ,  e a r n i n g s  and l e a v e  s ta te -  
ments  are produced each pay p e r i o d  wh ich  i n d i c a t e  t h e  amount 
o f  t h e  c u r r e n t  r e t i r e m e n t  d e d u c t i o n  and a c u m u l a t i v e  t o t a l  
s i n c e  t h e  d a t e  of h i r e  by t h e  A d m i n i s t r a t i o n .  

T e n n e s s e e  V a l l e y  A u t h o r i t y  

The T e n n e s s e e  V a l l e y  A u t h o r i t y  employs b o t h  c i v i l  
s e r v i c e  and n o n - c i v i l  s e r v i c e  employees .  The n o n - c i v i l  
s e r v i c e  employees are cove red  by t h e  T e n n e s s e e  V a l l e y  
A u t h o r i t y ' s  own r e t i r e m e n t  p l a n .  The p a y r o l l  s y s t e m  makes 
r e t i r e m e n t  d e d u c t i o n s  f o r  b o t h  t h e  Tennessee  V a l l e y  A u t h o r -  
i t y  r e t i r e m e n t  s y s t e m  and t h e  c i v i l  s e r v i c e  sys t em.  T h i s  
i n f o r m a t i o n  is p a s s e d  i n  m a g n e t i c  tape form t o  t h e  au tomated  
r e t i r e m e n t  s y s t e m  which ca l cu la t e s  and u p d a t e s  each 
employee ' s re t  i reinen t f i l e .  

A,rmy Corps of E n g i n e e r s  

A l l  a c t i o n s  a f f e c t i n g  p e r s o n n e l  f i l e s  r e q u i r e  e n t r y  of 
a " n a t u r e  of p e r s o n n e l  a c t i o n "  code. Upon pay c o m p u t a t i o n ,  
a l l  p e r s o n n e l  a c t i o n  da ta  are e x t r a c t e d  and used t o  u p d a t e  a 
r e t i r e m e n t  master record. S e p a r a t i o n  a c t i o n s  w i l l  cause a 
p r i n t o u t  of I n d i v i d u a l  R e t i r e m e n t  Records  (SF 2 8 0 6 ) .  

Depar tment  of Labor 
I 

For e a c h  employee,  an au tomated  r e t i r e m e n t  d e d u c t i o n  
record is m a i n t a i n e d  f o r  up t o  4 0  s e p a r a t e  y e a r s .  A t  t h e  
end of  each pay y e a r ,  t h e  c u r r e n t  y e a r ' s  t o t a l  r e t i r e m e n t  
d e d u c t i o n  is posted t o  the  e m p l o y e e ' s  r e t i r e m e n t  d e d u c t i o n  
record. Each  y e a r ' s  i n f o r m a t i o n  c o n s i s t s  of  th ree  da ta  
e l e m e n t s :  y e a r  of d e d u c t i o n ,  t o t a l  d e d u c t i o n  for t h e  y e a r ,  
and t h e  y e a r  t h e  I n d i v i d u a l  R e t i r e m e n t  Record (SF 2806)  was 
s e n t  t o  t h e  O f f  ice of P e r s o n n e l  Management. 

A t  t h e  end of each y e a r ,  t h e  computer p r i n t s  an 
a c t i v e / i n a c t i v e  l i s t i n g  showing each e m p l o y e e ' s  prior y e a r  
b a l a n c e ,  c u r r e n t  y e a r ' s  d e d u c t i o n ,  and t o t a l  c u m u l a t i v e  
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balance. The active portion of the listing is reconciled to 
the Register of Separations and Transfers ( S F  2 8 0 7 )  and any 
necessary adjustments are made to the computer file. 

Office of Personnel Management 

Retirement data are updated automatically by the payroll 
system biweekly. Payroll clerks enter limited data such 
as initial appointments and leave without pay actions. The 
system will automatically generate an Individual Retirement 
Record (SF 2 8 0 6 )  upon separation of an employee. 

Department of Housing and Urban Development 

The system automatically generates Individual Retirement 
Records (SF 2 8 0 6 )  upon separation of an employee. Each pay 
period, employees' earnings and leave statements indicate 
cumulative retirement deductions for the current year. 

Department of Health and Human Services 

The retirement recordkeeping system is completely 
automated. It automatically generates an Individual 
Retirement Record (SF 2 8 0 6 )  when an employee separates 
and the Register of Separations and Transfers (SF  2 8 0 7 ) .  

Department o f  Ag-riculture 

The payroll/personnel system interfaces with the 
retirement system. The retirement master file is maintained 
and updated each pay period to reflect current personnel 
history and deduction information. As separations occur, 
the Individual Retirement Record (SF  2 8 0 6 ) ,  and the necessary 
reports are prepared, certified, and submitted to the Office 
of Personnel Management. 

Department of Justice 

The payroll system is interfaced with the retirement 
system. The retirement system automatically maintains 
retirement data and, when an employee separates, generates 
the Individual Retirement Record (SF 2 8 0 6 )  for forwarding to 
the Office of Personnel Management. 

D. AUTOMATIC COMPUTATION OF FAIR LABOR 
STANDARDS ACT OVERTIME 

Employees covered by the Fair Labor Standards Act are 
also subject to Title 5 of the U.S. Code (Government Organi- 
zation and Employees). Overtime is paid under provisions of 
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T i t l e  5 o r  t h e  F a i r  Labor  S t a n d a r d s  A c t  depend ing  on which 
r e s u l t s  i n  t h e  h i g h e r  o v e r t i m e  ra te .  Over t ime  pay unde r  t h e  
F a i r  Labor  S t a n d a r d s  A c t  is computed a t  a r a t e  of one and 
one -ha l f  t i m e s  t h e  employees  " r e g u l a r  r a t e "  of pay  ( i n c l u d e s  
b a s i c  r a t e  of pay and d i f f e r e n t i a l  pay such  as n i g h t  pay ,  
h a z a r d o u s / e n v i r o n m e n t a l  d i f f e r e n t i a l s ) .  Over t ime  pay u n d e r  
T i t l e  5 is computed a t  a r a t e  of  one and one -ha l f  times t h e  
employee ' s  b a s i c  r a t e  of pay. T h i s  s u b s e c t i o n  d e s c r i b e s  how 
some a g e n c i e s  have s i m p l i f i e d  t h i s  process t h r o u g h  autoina- 
t i o n .  

F e d e r a l  A v i a t i o n  A d m i n i s t r a t i o n - -  
Depar tment  of T r a n s p o r t a t i o n '  

The A d m i n i s t r a t i o n ' s  s y s t e m  i n c l u d e s  r e p o r t i n g  of  t i m e  
and a t t e n d a n c e  i n f o r m a t i o n  on a " s t a r t - s t o p  t i m e "  Pasis.  
T h i s  i n v o l v e s  p o s t i n g ,  on t h e  time and a t t e n d a n c e  repor t ,  
t h e  s t a r t  and s t o p  times f o r  any e v e n t  a f f e c t i n g  pay and 
e n t i t l e m e n t s  ( e . g .  , l u n c h  b r e a k  and o v e r t i m e  p e r i o d s ) .  
Over t ime  is r e c o r d e d  i n  a separate  column on time and 
a t t e n d a n c e  reports .  The s y s t e m  a u t o m a t i c a l l y  computes t h e  
F a i r  Labor  S t a n d a r d s  A c t  premium pay e n t i t l e m e n t s  by u s i n g  
t h e  " s t a r t - s t o p  times'' r e p o r t e d  f o r  each  employee. The 
s y s t e m  allows employees t o  be p a i d  f o r  m i n u t e  i n c r e m e n t s  of  
t i m e  worked. 

The s y s t e m  also h a n d l e s  r e t r o a c t i v e  pay a d j u s t m e n t s  f o r  
up  t o  s i x  p r i o r  pay p e r i o d s  a l o n g  w i t h  t h e  c u r r e n t  pay p e r i o d  
c a l c u l a t i o n s .  T h i s  au tomated  process uses t h e  pay scales 
which were i n  e f f e c t  i n  t h e  pay p e r i o d  when t h e  t i m e  was 
r e c o r d e d .  

V e t e r a n s  A d m i n i s t r a t i o n  

I n  t h e  V e t e r a n s  A d m i n i s t r a t i o n ,  t i m e  and a t t e n d a n c e  
c a r d s  c a p t u r e  pay and l e a v e  d a t a  on a weekly b a s i s .  I n  
a d d i t i o n  t o  t h e  normal pay and l e a v e  d a t a ,  t h e  time and 
a t t e n d a n c e  c a r d s  a lso c a p t u r e  t h e  number of n i g h t  d i f f e r e n -  
t i a l  h o u r s  t h a t  are b e i n g  p a i d  f o r  p e r i o d s  of l e a v e ,  t h e  
a c t u a l  o v e r t i m e  h o u r s  worked, and t h e  number of h o u r s  a n  
employee is excused  on a h o l i d a y .  From t h i s  d a t a ,  t h e  
computer can  d e t e r m i n e  t h e  ac tua l  h o u r s  worked in.  any week 
and d e v e l o p  a r a t e  of  pay f o r  u s e  i n  computing any F a i r  Labor 
S t a n d a r d s  A c t  o v e r t i m e  e n t i t l e m e n t .  

DeDartment o f  H e a l t h  and Human S e r v i c e s  

I n  a d d i t i o n  to  t h e  r e g u l a r  t i m e c a r d ,  a separate  t i m e c a r d  
is  used to  r e c o r d  o v e r t i m e  worked under  t h e  F a i r  Labor  
S t a n d a r d s  A c t .  The o v e r t i m e  e n t i t l e m e n t  is a u t o m a t i c a l l y  
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computed u s i n g  t h i s  separate i n p u t ,  and paid as p a r t  of t h e  
n e x t  pay  p e r i o d ' s  paycheck ,  e x c e p t  for  f i r e f i g h t e r s  who are  
paid i n  t h e  c u r r e n t  pay  period based on da ta  s u b m i t t e d  on 
t h e i r  r e g u l a r  t i m e  and a t t e n d a n c e  report .  

Depar tmen t  of A g r i c u l t u r e  

Hours  i n  pay  s t a t u s  are reported weekly  by pay  
t r a n s a c t i o n  c a t e g o r y  ( e . g . ,  r e g u l a r ,  o v e r t i m e ,  l e a v e )  on  
t h e  t i i n e  and a t t e n d a n c e  report .  From t h i s  data  o v e r t i m e  
pay is a u t o m a t i c a l l y  computed. 

E. FLEXIBLE WORK SCHEDULES 

The f l e x i b l e  work s c h e d u l e s  d e s c r i b e d  i n  t h i s  s u b s e c t i o n  
are t h o s e  s c h e d u l e s  which allow employees  t o  work v o l u n t a r i l y  
more t h a n  8 0  h o u r s  i n  a b i w e e k l y  pay  p e r i o d  w i t h o u t  b e i n g  
p a i d  o v e r t i m e .  The h o u r s  worked i n  e x c e s s  of 80  h o u r s  are  
carried over to s u b s e q u e n t  pay  periods as "credi t  h o u r s  
e a r n e d . "  The employee can  t h e n  u s e  t h i s  " e a r n e d "  t i m e  i n  
l i e u  of l e a v e .  Ten h o u r s  is t h e  maximum a l l o w e d  to  be 
c a r r i e d  o v e r .  A l s o ,  t h e r e  is u s u a l l y  a l i m i t  as t o  how 
l o n g  t h e  time " e a r n e d "  can  be c a r r i e d  fo rward .  

Depa r tmen t  of A g r i c u l t u r e  

The t y p e  of f l e x i b l e  s c h e d u l e  b e i n g  worked by t h e  
employee  is i d e n t i f i e d  on t h e  t i m e  and a t t e n d a n c e  report  
w i t h  a s i n g l e  d i g i t  code. The time and a t t e n d a n c e  c le rk  is 
r e s p o n s i b l e  f o r  b e i n g  c o g n i z a n t  of these codes and t h e  
v a r i o u s  s c h e d u l e s  b e i n g  worked by i n d i v i d u a l s  w i t h i n  t h e i r  
area o f  r e s p o n s i b i l i t y .  The clerks are  r e q u i r e d  t o  i d e n t i f y  
h o u r s  worked or l e a v e  t a k e n  w i t h  spec i f ic  t r a n s a c t i o n  codes 
on t h e  t i m e  and a t t e n d a n c e  repor t s  as e i the r  r e g u l a r  t i m e  or 
o v e r t i m e  h o u r s  based on t h e  s c h e d u l e  i n d i c a t e d .  

Army Corps of E n g i n e e r s  

The s y s t e m  r e q u i r e s  t h a t  a r e g u l a r  8 h o u r s  be a c c o u n t e d  
f o r  e a c h  day.  To h a n d l e  f l e x i b l e  work s c h e d u l e s ,  h o u r s  
worked i n  e x c e s s  of 8 a re  coded as " c r e d i t  h o u r s  worked." 
When less t h a n  8 h o u r s  are worked, t h e  h o u r s  are coded 
" c r e d i t  h o u r s  a b s e n t . "  I f  "credit h o u r s  worked" is i n  e x c e s s  
of "c red i t  h o u r s  a b s e n t "  d u r i n g  a pay period, t h e  e x c e s s  is 
s t o r e d  and c a r r i e d  o v e r  to  t h e  n e x t  pay  p e r i o d ,  w i t h  a 
maximum c a r r y o v e r  of 1 0  c r e d i t  h o u r s .  I f  employees  are 
a b s e n t  inore h o u r s  t h a n  t h e y  have  e a r n e d ,  t h e y  are c h a r g e d  
w i t h  t h e  appl icable  c a t e g o r y  of l e a v e .  
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Community S e r v i c e s  A d m i n i s t r a t i o n  

Hours  worked i n  e x c e s s  of t h e  normal  s c h e d u l e  a re  
recorded as " c r e d i t  h o u r s  e a r n e d "  on t h e  t i m e  and a t t e n d a n c e  
report .  " C r e d i t  h o u r s  e a r n e d "  p r e v i o u s l y  and c red i t  h o u r s  
u sed  i n  the pay  p e r i o d  a re  a lso recorded on t h e  r epor t .  
The s y s t e m  h o l d s  " c r e d i t  h o u r s  e a r n e d "  u n t i l  t h e y  are used  
or u n t i l  t h e  time l i m i t  for  u s i n g  them e x p i r e s .  Any h o u r s  
e a r n e d  i n  e x c e s s  of t h e  maximum c a r r y o v e r  are d e l e t e d .  H o u r s  
a b s e n t  i n  e x c e s s  of  " c r e d i t  h o u r s  e a r n e d "  are cha rged  t o  
compensa tory  t i m e ,  a n n u a l  l e a v e ,  or l e a v e  w i t h o u t  pay. 

F. MERIT PAY -- 
Under t h e  C i v i l  S e r v i c e  Reform A c t ,  s u p e r v i s o r s  and 

management o f f i c i a l s  a t  pay g r a d e s  GS-13 t h r o u g h  GS- 15 
w i l l  n o t  a l l  r e c e i v e  t h e  f u l l  amount of c o m p a r a b i l i t y  pay 
i n c r e a s e s .  A l s o ,  w i t h i n - g r a d e  s teps  are e l i m i n a t e d .  T h e s e  
employees  can  be p a i d  any r a t e  between t h e  minimum and 
maximum pay r a t e s  f o r  t h e i r  g r a d e  l e v e l s .  The amounts  of pay 
i n c r e a s e s  are to  be d e t e r m i n e d  i n d i v i d u a l l y  f o r  e a c h  employee 
based  on pe r fo rmance .  T h i s  Lclerit Pay Sys tem p r e s e n t s  new 
p rob lems  f o r  p a y r o l l  o f f i c e s .  T h i s  s u b s e c t i o n  d e s c r i b e s  how 
some o f f i c e s  are  h a n d l i n g  merit pay. 

G e n e r a l  S e r v i c e s  A d m i n i s t r a t i o n  

The Manpower and P a y r o l l  S t a t i s t i c s  Sys tem w i l l  
a u t o m a t i c a l l y  ca l cu la t e  t h e  e s t a b l i s h e d  merit pay  pools 
based on t h e  a n n u a l  Off ice of P e r s o n n e l  Management f o r m u l a  
and on-board employment of GS-13's, 14 's ,  and 1 5 ' s  cove red  
unde r  merit pay.  T h i s  w i l l  occur i n  e a r l y  Oc tobe r  e a c h  y e a r .  
The  s y s t e m  w i l l  c a l cu la t e  i n d i v i d u a l  merit pay i n c r e a s e s  on 
t h e  b a s i s  of  t h e  i n d i v i d u a l ' s  pe r fo rmance  r a t i n g ,  t h e i r  
p o s i t i o n  i n  t h e  s a l a r y  r a n g e ,  and t h e  amount i n  each m e r i t  
pay pool. 

T h i s  s y s t e m  is s c h e d u l e d  f o r  o p e r a t i o n  i n  October 1981 .  
A t  t h i s  t i m e ,  automated N o t i f i c a t i o n s  of P e r s o n n e l  A c t i o n  
(SF-50's) w i l l  be produced by t h e  s y s t e m  t o  document t h e  
change  i n  pay p l a n  from G e n e r a l  S c h e d u l e  Pay P l a n  to  N e r i t  
Pay P l a n  and t o  show t h e  e m p l o y e e ' s  new s a l a r y  a f t e r  t h e  
r e q u i r e d  c o m p a r a b i l i t y  i n c r e a s e .  Any a d d i t i o n a l  merit pay  
i n c r e a s e s  w i l l  be documented by computer g e n e r a t e d  P a y r o l l  
Change S l i p s  ( S F - 1 1 2 6 ) .  

A payou t  l i s t i n g  w i l l  be produced for  e a c h  pool, showing 
t h e  e f fec t  on e a c h  e m p l o y e e ' s  s a l a r y .  S t a t i s t i c a l  r e p o r t s  
w i l l  a l so  be produced  showing pe r fo rmance  r a t i n g s  by s e x ,  
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m i n o r i t y ,  and g r a d e .  T h e s e  r e p o r t s  w i l l  be used by t n e  
p e r s o n n e l  o f f i c e  t o  a n a l y z e  t h e  resul ts  of t h e  p e r f o r m a n c e  
appra isa l  sys t em,  t h e  merit p a y o u t ,  and t o  make recommenda- 
t i o n s  to  agency  managers .  

Depar tment  o f  A g r i c u l t u r e  

The pe r fo rmance  r a t i n g  composite score is e n t e r e d  and 
r e t a i n e d  i n  t h e  employee ' s  p a y r o l l  record. From t h i s ,  a 
r a t i n g  f a c t o r  is deve loped  and is used a l o n g  w i t h  o the r  
factors t o  compute t h e  merit  pay i n c r e a s e .  The  f o l l o w i n g  
f o r m u l a  i s  used.  

Rating Grade Salary Merit Pay Merit 
Adjustment X Adjustment X Adjustment X Pool Share = Increase 

Factor Factor Factor 

Denar tment  of H e a l t h  and Human S e r v i c e s  

The  Depar tment  h a s  deve loped  a compute r i zed  p r o c e s s  t o  
e f f e c t  merit  pay.  The meri t  pay sys t em,  which is t reated as 
a s e p a r a t e  segment i n  t h e  p e r s o n n e l  f i l e ,  m a i n t a i n s  n u m e r i c a l  
scores, merit pay p o o l  i n d i c a t o r s  and cross r e f e r e n c e  d a t a  
among p o o l s  t h r o u g h o u t  t h e  Depar tment .  The  pe r fo rmance  
management sys t em uses two p o i n t - v a l u e  scales  ( b a s i c  and 
expanded)  i n  d e t e r m i n i n g  what t h e  payou t  w i l l  be f o r  G S - 1 3  
t h r o u g h  GS-15's cove red  under  t h e  p r o v i s i o n s  of  merit pay.  
The Depar tment  is now r e a d y  t o  e f f e c t  payou t  f o r  merit pay 
i n  f i s c a l  y e a r  1981.  

O f f i c e  of P e r s o n n e l  Management 

The O f f i c e  o f  P e r s o n n e l  Management has  o v e r a l l  
r e s p o n s i b i l i t y  f o r  Government-wide implemen ta t ion  of Merit 
Pay. For i n f o r m a t i o n  or a s s i s t a n c e  c a l l  R i c h a r d  H u n t e r  
( 2 0 2 )  632-9854. 

G .  AUTOMATIC COMPUTATION OF STATE AND LOCAL TAX W I T H H O L D I N G S  

S t a t e  and l oca l  t axes  are  requi red  to  be w i t h h e l d  
f rom employees '  pay.  S i n c e  t a x  ra tes  and fo rmulas  change 
f r e q u e n t l y ,  it is n o t  e a s y  f o r  o r g a n i z a t i o n s  t o  e f f e c t i v e l y  
k e e p  u p  w i t h  and implemen t  t h e  changes .  T h i s  s u b s e c t i o n  
descr ibes  how some a g e n c i e s  have au tomated  these  computa- 
t i o n s .  

Army Corps  of E n g i n e e r s  

A l l  S t a t e  t a x  w i t h h o l d i n g  f o r m u l a s  are carried i n  a pay 
computa t ion  program. Changes t o  these formulas  are made 
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e i t h e r  upon n o t i f i c a t i o n  by S t a t e s  or by S t a t e  t a x  data  
f u r n i s h e d  i n  Commerce C l e a r i n g  House Tax G u i d e s ,  wh ich  o f t e n  
precedes S ta t e  n o t i f i c a t i o n s .  Munic ipa l  and other  loca l  
t a x e s  are w i t h h e l d  by t h e  a l l o t m e n t  method, n o t  by f o r m u l a .  

Depar tment  o f . H o u s i n g  and Urban Development 

Each S t a t e  and c i t y  t a x  f o r m u l a  is coded i n  t h e  sys tem.  
A S t a t e / c i t y  t r a n s a c t i o n  t a x  code  is placed on an e x t e r n a l  
t a b l e .  When t h e  P e r s o n n e l  O f f i c e  i n p u t s  a t r a n s a c t i o n  
a f f e c t i n g  t a x ,  t h e  t a x  t r a n s a c t i o n  code is checked  a g a i n s t  
t h e  e x t e r n a l  t a b l e  and a g a i n s t  t h e  t a x  f o r m u l a  coded i n  t h e  
sys tem.  A f t e r  t h e  s y s t e m  v a l i d a t e s  t h e  t r a n s a c t i o n ,  it w i l l  
t h e n  d e d u c t  t h e  appropriate  amount f rom t h e  e m p l o y e e ' s  pay. 

DeDartment of A u r i c u l t u r e :  
FeGeral A v i a t i o i  A d m i n i s t r a t i o n - -  

Depar tment  of T r a n s p o r t a t i o n ;  
Water and Power R e s o u r c e s  S e r v i c e - -  

Depar tment  of t h e  I n t e r i o r ;  and 
Depar tment  of H e a l t h  and Human S e r v i c e s  

W i t h h o l d i n g s  are computed u s i n g  a commerc ia l ly  a v a i l a b l e  
program c a l l e d  ALLTAX. Some of  these o r g a n i z a t i o n s  have  
s l i g h t l y  d i f f e r e n t  v e r s i o n s  of  t h e  program "cus tomized"  f o r  
t h e i r  r e q u i r e m e n t s .  

Depar tment  of t h e  A i r  Force 

Programs for  S t a t e  t a x  c o m p u t a t i o n s  are d e v e l o p e d  as 
p a r t  of t h e  c i v i l i a n  pay sys t em.  S ta te  t a x  formulas  a r e  
e n t e r e d  c e n t r a l l y .  Each  S t a t e  is a s s i g n e d  a code. Each 
e m p l o y e e ' s  master r e c o r d  c o n t a i n s  t h e  S t a t e  code f o r  t h e i r  
w i t h h o l d i n g s  a l o n g  w i t h  o t h e r  n e c e s s a r y  d a t a .  Local t a x  
formulas a re  e n t e r e d  by each p a y r o l l  o f f i c e  v i a  c o n t r o l  
c a r d s .  D e d u c t i o n s  are made based on these  f o r m u l a s .  Each 
p a y r o l l  o f f i c e  h a s  t h e  o p t i o n  of p r o d u c i n g  reports  b i w e e k l y ,  
month ly ,  q u a r t e r l y  or a n n u a l l y .  

H.  OVERTIME, REPORTS AND CONTROLS 

Due to  r e c e n t  emphas i s  on r e d u c i n g  F e d e r a l  s p e n d i n g  and 
t o  t h e  d i s c o v e r y  of o v e r t i m e  abuses i n  some Federal a g e n c i e s ,  
v a r i o u s  c o n t r o l s  and reports are b e i n g  used t o  m o n i t o r  over -  
t i m e  u sage .  T h i s  s u b s e c t i o n  d e s c r i b e s  some of these c o n t r o l s  
and reports.  
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G e n e r a l  S e r v i c e s  A d m i n i s , t r a t i o n  

A b i w e e k l y  P remium Pay  V a l i d a t i o n  Report is produced 
for each o r g a n i z a t i o n .  The  repor t  p roduced  from t i m e  and 
a t t e n d a n c e  report  p r o c e s s i n g  shows employee name, number of 
o v e r t i m e  h o u r s ,  and amount paid.  T h i s  is fo rwarded  to  t h e  
e m p l o y e e ' s  d i v i s i o n  for  v e r i f i c a t i o n  t h a t  t h e  o v e r t i m e  w a s  
a u t h o r i z e d .  A l s o ,  a q u a r t e r l y  Report of P a i d  Over t ime  is  
p roduced  i n d i c a t i n g  each e m p l o y e e ' s  c u m u l a t i v e  o v e r t i m e  
e a r n i n g s  for t h e  q u a r t e r .  T h i s  report r e f l ec t s  s u b t o t a l s  
for  each d i v i s i o n  and is b roken  down by t h e  lower o r g a n i z a -  
t i o n a l  l e v e l s .  

V e t e r a n s  A d m i n i s t r a t i o n  

A q u a r t e r l y  report shows employees  p a i d  o v e r t i m e  i n  
e x c e s s  of 10 h o u r s  f o r  any week d u r i n g  t h e  qua r t e r .  An 
Over t ime  A n a l y s i s  Report ,  produced e v e r y  second pay p e r i o d ,  
shows o v e r t i m e  costs  for t h e  c u r r e n t  and p r io r  pay p e r i o d s ,  a 
f i s c a l - y e a r - t o - d a t e  c u m u l a t i v e  t o t a l ,  and a c o m p a r a t i v e  p r io r  
f i s c a l - y e a r - t o - d a t e  t o t a l .  

T e n n e s s e e  V a l l e y  A u t h o r i t y  

E x c e p t i o n  n o t i c e s  are p r o v i d e d  e a c h  pay  p e r i o d  when t h e  
amount of o v e r t i m e  e x c e e d s  an e s t a b l i s h e d  maximum. Also, 
o v e r t i m e  y e a r - t o - d a t e  is p r i n t e d  and d i s t r i b u t e d  t o  d i v i s i o n  
p e r s o n n e l  o f f i c e r s .  O t h e r  t y p e s  of o v e r t i m e  reports are a lso 
produced and d i s t r i b u t e d .  

Depar tment  of A g r i c u l t u r e  

Q u a r t e r l y ,  special  o v e r t i m e  reports are prepared. One 
report  breaks o u t  t h e  number of h o u r s  each employee worked 
and t h e  cost  of t h e  o v e r t i m e  to  t h e  agency .  The  second  
repor t  p r o v i d e s  i n f o r m a t i o n  on employees  working  o v e r t i m e  i n  
e x c e s s  of e s t a b l i s h e d  l i m i t s .  

Army Corps of E n g i n e e r s  

A l l  o v e r t i m e  and compensa to ry  d a t a  are r e t r i e v e d  each 
pay  p e r i o d  f o r  p r i n t i n g  an o v e r t i m e  usage  repor t .  The repor t  
is  i n  a l p h a b e t i c a l  order by work c e n t e r s  and is f u r n i s h e d  
b iweek ly  t o  a l l  s e r v i c e d  o r g a n i z a t i o n s .  The normal  report  
shows those  i n d i v i d u a l s  working o v e r t i m e  i n  e x c e s s  of c e r t a i n  
h o u r s  and those employees  whose pay e x c e e d s  a c e r t a i n  per- 
c e n t a g e  o f  bas i c  pay. An o p t i o n a l  report  is a v a i l a b l e  which 
l ists  a l l  employees  w i t h  o v e r t i m e  or compensa tory  t i m e .  The  
s y s t e m  a l s o  m a i n t a i n s  a n n u a l  t o t a l s  of o v e r t i m e  and compensa- 
t o r y  t i m e  fo r  each employee.  

- 46 - 



Depar tment  o f  Housing and Urban Development 

Reports a re  produced  b iweekly  showing o v e r t i m e  worked by 
e a c h  employee f o r  t h e  p a y , p e r i o d .  These  repor t s  are p r e p a r e d  
and d i s t r i b u t e d  t w o  ways: by g r o u p  t o  which t h e  employees a re  
a s s i g n e d  and by g roup  t o  w h i c h  t h e  o v e r t i m e  is cha rged .  

Bureau of Mines-- 
DeDartment of t h e  I n t e r i o r  

The  p a y r o l l  sys t em w i l l  n o t  al low any employee ' s  t o t a l  
g r o s s  pay t o  exceed t h e  l e g a l  maximum c e i l i n g .  A l l  o v e r t i m e  
worked is s u p p o r t e d  by a u t h o r i z a t i o n s  from management, and 
month ly  r e p o r t s  a re  g e n e r a t e d  and d i s t r i b u t e d  t o  management 
r e f l e c t i n g  t h e  name of each employee and o v e r t i m e  worked 
d u r i n g  t h e  r e p o r t i n g  p e r i o d .  

I .  METHODS FOR MEASURING PERFORMANCE OF PAYROLL SYSTEMS 

Workload m e a s u r e m e n t  and pe r fo rmance  m o n i t o r i n g  are 
b e i n g  employed more f r e q u e n t l y  t o  h e l p  i d e n t i f y  areas  where 
pe r fo rmance  i n  p a y r o l l  and  r e l a t e d  o p e r a t i o n s  can be 
improved. T h i s  s u b s e c t i o n  descr ibes  some of t h e  methods 
employed t o  m o n i t o r  t h e  pe r fo rmance  of p a y r o l l  and re la ted  
a c t i v i t i e s .  

Department  of Housing  and^ Urban Development 

The  D e p a r t m e n t ' s  sys t em f o r  e v a l u a t i n g  t h e  p e r f o r a a n c e  
of i t s  p a y r o l l  o f f i c e  is d e r i v e d  from t w o  work measu remen t  
reports, t h e  D a i l y  P r o g r e s s  Repor t  and  t h e  Backlog Report. 

F i r s t ,  t h e  D a i l y  P r o g r e s s  Repor t  was deve loped  t o  a i d  
t h e  Department  i n  e v a l u a t i n g  employee pe r fo rmance .  A two- 
month s t u d y  was per formed to  d e t e r m i n e  t h e  most common 
a c t i v i t i e s  per formed by each p a y r o l l  c le rk  and t h e  amount 
of t i m e  s p e n t  pe r fo rming  s u c h  a c t i v i t i e s .  Twenty-two 
a c t i v i t i e s  were i d e n t i f i e d  as commonly pe r fo rmed .  T h e s e  
i n c l u d e d  p r o c e s s i n g  back pay cases,  c o r r e c t i n g  l e a v e  
b a l a n c e s ,  p r o c e s s i n g  bond and a l l o t m e n t  t r a n s a c t i o n s ,  and 
c o m p l e t i n g  unemployment forms .  A f t e r  i d e n t i f i c a t i o n  of t h e  
22  a c t i v i t i e s ,  g o a l s  were s e t  on t h e  number  of items or 
t r a n s a c t i o n s  by a c t i v i t y  wh ich  an  employee could r e a s o n a b l y  
be expected t o  process i n  one  hour .  Upon completion of t h e  
s t u d y ,  t h e  measurement program was e x p l a i n e d  t o  t h e  p a y r o l l  
c l e rks  and implemented.  

The c lerks  complete t h e i r  D a i l y  P r o g r e s s  Reports 
( c o m p r i s i n g  a l i s t i n g  of t h e  2 2  a c t i v i t i e s )  by r e c o r d i n g  
for each a c t i v i t y ,  t h e  number of  items unprocessed  from t h e  
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p r e v i o u s  day ,  t h e  number,of items r e c e i v e d  t h a t  day ,  t h e  
number of items p r o c e s s e d  o u t  f o r  t h e  day ,  and t h e  t i m e  s p e n t  
p e r f o r m i n g  each a c t i v i t y .  These  da ta  are  summarized weekly 
and measured  a g a i n s t  t h e  g o a l s  se t  up from t h e  two-month 
s t u d y .  Each employee r e c e i v e s  an e f f i c i e n c y  p e r c e n t a g e  
r a t i n g  f o r  t h e  week. Each week an e m p l o y e e ' s  p e r c e n t a g e  
is  compared w i t h  t h e  p r ior  weeks '  p e r f o r m a n c e  r a t i n g s  to  
d e t e r m i n e  p a t t e r n s  of e f f i c i e n c y .  The D e p a r t m e n t ' s  employee  
un ion  h a s  rev iewed t h i s  report and f u l l y  e n d o r s e s  it. 

S e c o n d l y ,  t h e  Backlog  Report is d e r i v e d ,  i n  pa r t ,  
f rom t h e  D a i l y  Progress R e p o r t s .  T h i s  report f o c u s e s  on 
e i g h t  major p a y r o l l  a c t i v i t i e s :  back pay claims, unemploy- 
ment f o r m s ,  l e a v e  t r a n s f e r s  i n ,  r e t r o a c t i v e  a d j u s t m e n t s ,  
l e a v e  a d j u s t m e n t s ,  l e a v e  t r a n s f e r s  o u t ,  r e t i r e m e n t s  and 
s e p a r a t i o n s  / t r a n s f e r s .  F o r  each a c t i v i t y ,  t h e  report  
e n u m e r a t e s  t h e  number of items on hand a t  t h e  b e g i n n i n g  
of t h e  pay  per iod ,  how many were r e c e i v e d ,  how many w e r e  
p r o c e s s e d ,  and t h e  r e m a i n i n g  b a l a n c e  a t  t h e  end of t h e  p a y  
period. T h i s  report  c o v e r s  each of t h e  1 0  r e g i o n a l  off ices  
and h e a d q u a r t e r s  w i t h  a c u m u l a t i v e  summary f o r  t h e  Depart- 
ment .  

W i t h  these  r epor t s ,  t h e  D e p a r t m e n t ' s  managers  are able 
t o  ( 1 )  d e t e r m i n e  o v e r a l l  pe r fo rmance  of t h e  p a y r o l l  o f f i c e ,  
( 2 )  a n a l y z e  r e g i o n a l  p rob lems  i n  d e t e c t i n g  o r i g i n s  of sub- 
s t a n d a r d  p e r f o r m a n c e ,  ( 3 )  f l a g  computer s y s t e m  m a l f u n c t i o n s  
i n  d i f f e r e n t  areas,  and ( 4 )  i d e n t i f y  those areas where t a s k  
teams might  be employed t o  reduce c e r t a i n  b a c k l o g s .  

The Depar tment  a l so  h a s  a t h i r d  report  used  to  e v a l u a t e  
p e r s o n n e l  da ta  i n p u t  from i t s  1 0  r e g i o n a l  o f f i c e s  and 
headquar te rs .  T h i s  r e p o r t  shows t h e  f o l l o w i n g  i n f o r m a t i o n  by 
o f f i c e .  

( A )  Total  i n p u t  fo r  pay period (number of a c t i o n s  
i n p u t ) .  

(8) Number of  i n p u t  a c t i o n s  accepted by t h e  sys tem.  

( C )  P e r c e n t  of t o t a l  i n p u t  a c c e p t e d  t h e  f i r s t  3 d a y s  o f  
t h e  c y c l e .  

( D )  C r i t i c a l  Impact: To ta l  number of  employees  who 
w i l l  n o t  g e t  paid and t o t a l  number of employees  who 
may n o t  g e t  paid as  a r e s u l t  o f  i n p u t  n o t  
accomplished. 

Examples  of these reports can  be found i n  Pa r t  I V .  
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Depar tment  of H e a l t h  and H u m a n - S e r v i c e s  

S e v e r a l  repor t s  are p r e s e n t l y  b e i n g  used t o  m o n i t o r  t h e  
p e r f o r m a n c e  of t h e  p a y r o l l  sys t em:  

1 .  Error Notice F i l e - - T h i s  repor t  keeps t r ack  of  t h e  
t y p e s  and numbers of errors  made f o r  s a l a r y ,  premium 
pay ,  a l l o w a n c e s ,  b e n e f i t s ,  t a x e s  and o ther  a e d u c t i o n s .  
T h e  errors are r e p o r t e d  t o  p a y r o l l  by each o r g a n i z a t i o n  
p a i d  by t h e  sys t em.  The report shows, f o r  each t y p e  of  
e r ror ,  t h e  b a l a n c e  on hand ( u n r e s o l v e d )  a t  t h e  b e g i n n i n g  
of t h e  pay per iod,  t h e  number r e c e i v e d  d u r i n g  t h e  c u r -  
r e n t  pay  p e r i o d ,  t h e  number completed ( r e s o l v e d )  d u r i n g  
t h e  c u r r e n t  pay p e r i o d ,  and t h e  e n d i n g  b a l a n c e  on hand 
( u n r e s o l v e d ) .  T h i s  report  is shown i n  P a r t  I V .  

2 .  Manual S u p p l e m e n t a l  R e p o r t - - T h i s  report  summar izes ,  
by p a y r o l l  u n i t ,  t h e  number of manual p a y r o l l  payments  
t h a t  had to  be made. B e s i d e s  i d e n t i f y i n g  t h e  r e s p o n -  
s i b l e  p a y r o l l  u n i t ,  t h e  report  a l so  shows t h e  r e a s o n s  
t h a t  manual payments  had t o  be made ( e . g . , -  timekeeper 
e r ror ,  keypunch error, l a t e  time and a t t e n d a n c e  
s u b m i s s i o n ) .  T h i s  report  is a l so  shown i n  P a r t  I V .  

3 .  Backlog  Report o f  O f f i c e  o f  Unemployment Compensa- 
t i o n  R e q u e s t s  f o r  Wage and S e p a r a t i o n  I n f o r m a t i o n  ( U C F E ,  
ES-931 ) - - T h i s  repor t  shows number of  r e q u e s t s  on hand a t  
t h e  b e g i n n i n g  of t h e  c u r r e n t  per iod,  number r e c e i v e d  
d u r i n g  t h e  c u r r e n t  per iod ,  number completed, and e n d i n g  
b a l a n c e  on hand ( p e n d i n g ) .  

4 .  Late N o t i f i c a t i o n s  of P e r s o n n e l  A c t i o n  (SF-50)  
R e p o r t - - T h i s  report  summarizes  i n f o r m a t i o n  r e c e i v e d  
from f i e l d  o f f i c e s  c o n c e r n i n g  N o t i f i c a t i o n s  of P e r s o n n e l  
A c t i o n  t h a t  are n o t  processed on t i m e .  The report  shows 
t h e  i n f o r m a t i o n  by r e s p o n s i b l e  p a y r o l l  u n i t .  The report  
i n c l u d e s  p r e v i o u s  b a l a n c e  u n p r o c e s s e d ,  number r e c e i v e d  
d u r i n g  t h e  c u r r e n t  per iod  r e q u i r i n g  a c t i o n ,  number pro- 
cessed d u r i n g  t h e  c u r r e n t  p e r i o d ,  number r e c e i v e d  d u r i n g  
t h e  c u r r e n t  per iod w i t h  no a c t i o n  n e c e s s a r y ,  and e n d i n g  
b a l a n c e  on hand t o  be processed. 

Depar tment  of A g r i c u l t u r e  

The Depar tment  measures t h e  pe r fo rmance  of its p a y r o l l  
s y s t e m  by m o n i t o r i n g  c e r t a i n  a c t i v i t i e s  and e v e n t s .  S i n c e  
t h e  Depar tment  p a y s  such  a l a r g e  number of  employees ,  it r u n s  
s e v e r a l  p a y r o l l  c y c l e s  and g e n e r a t e s  s e v e r a l  m a g n e t i c  tapes 
t o  be s e n t  t o  T r e a s u r y  for making ac tua l  d i s b u r s e m e n t s .  T ime  
and a t t e n d a n c e  reports from t h e  D e p a r t m e n t ' s  nuinerous f i e l d  
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o f f i c e s  are n o t  a l l  r e c e i v e d  t h e  same day.  The t r a c k i n g  
s y s t e m  p r e s e n t l y  used  k e e p s  c u m u l a t i v e  d a i l y  s t a t i s t i c s  on 
t h e  number and p e r c e n t a g e  o f  time and a t t e n d a n c e  repor t s  
r e c e i v e d  and on t h e  p e r c e n t a g e  r e j e c t e d  a f t e r  t h e  repor t s  
are r u n  t h r o u g h  t h e  o p t i c a l  s c a n n e r ,  These  p e r c e n t a g e s  are 
compared w i t h  p r e v i o u s  pay p e r i o d s  so t h a t  p a y r o l l  manage r s  
w i l l  know whe the r  time and a t t e n d a n c e  reports are b e i n g  
r e c e i v e d  on a t i m e l y  b a s i s  and whe the r  t h e y  a re  be ing  
p r e p a r e d  p r o p e r l y  f o r  " r e a d i n g "  by t h e  o p t i c a l  s c a n n i n g  
equ ipmen t .  

T i m e  and a t t e n d a n c e  repor t s  which are r e j e c t e d  by t h e  
o p t i c a l  s c a n n i n g  equipment  must be c o r r e c t e d  and e n t e r e d  by 
c l e r i ca l  p e r s o n n e l .  The Depar tment  keeps  s t a t i s t i c s  on t h e  
number of  c o r r e c t i o n s  p r o c e s s e d  d a i l y  by e a c h  i n d i v i d u a l .  

The Depar tment  a l s o  m a i n t a i n s  s t a t i s t i c s  by pay p e r i o d  
showing t h e  t o t a l  h o u r s  of e f f o r t  expended i n  p r o c e s s i n g  t h e  
p a y r o l l .  These  s t a t i s t i c s  are k e p t  by a c t i v i t y  and can h e l p  
i n d i c a t e  where p rob lems  may e x i s t .  

L a s t l y ,  t h e  Depar tment  m a i n t a i n s  s e p a r a t e  repor t s  by 
pay per iod which show ( 1 )  t h e  number of p e r s o n n e l  on t h e  
a c t i v e  p a y r o l l  f i l e  who d i d  n o t  g e t  p a i d  and t h e  r e a s o n s  
why, and ( 2 )  t h e  number of  p e r s o n n e l  who had to  be p a i d  by  
t h e  manua l ly  p r e p a r e d  s u p p l e m e n t a l  p a y r o l l  process and t h e  
r e a s o n s  why. 

J ,  FRONT-END E D I T  CAPABILITY 

Front -end  e d i t  c a p a b i l i t y  r e f e r s  t o  t h e  a b i l i t y  of a 
s y s t e m  to  d e t e c t  errors i n  i n p u t  d a t a  pr ior  t o  t h e  d a t a  
p r o c e s s i n g  by t h e  computer. E a r l y  d e t e c t i o n  and c o r r e c t i o n  
of errors can  p r e v e n t  many c o s t l y  m i s t a k e s  and e m b a r r a s s i n g  
" r e r u n s "  of da t a .  Some s y s t e m s  have o n l i n e ,  i n t e r a c t i v e  
f r o n t - e n d  e d i t  c a p a b i l i t y .  These  s y s t e m s  " p r i n t  e r ror  
messages"  on a t e r m i n a l  s c r e e n  so t h a t  p e r s o n n e l  "key ing  i n "  
t h e  d a t a  can correct  t h e  e r rors  immedia t e ly .  O t h e r  SySteinS 
g e n e r a t e  error l i s t i n g s  which a re  made a v a i l a b l e  a f t e r  a l l  or 
a p o r t i o n  of t h e  d a t a  are  i n p u t .  T h i s  s u b s e c t i o n  d e s c r i b e s  
v a r i o u s  t y p e s  of f r o n t - e n d  e d i t  c a p a b i l i t y .  

N a t i o n a l  A e r o n a u t i c s  and Space A d m i n i s t r a t i o n  

The s y s t e m  h a s  comprehens ive  o n l i n e  e d i t  c a p a b i l i t y .  
N e a r l y  e v e r y  d a t a  e l emen t  is e d i t e d .  V a r i o u s  t y p e s  of e d i t s  
a re  pe r fo rmed :  ( 1 )  e a c h  t r a n s a c t i o n  is e d i t e d  a l o n e ,  ( 2 )  
t r a n s a c t i o n s  a re  e d i t e d  a g a i n s t  t h e  master f i l e ,  and ( 3 )  
t r a n s a c t i o n s  a r e  e d i t e d  a g a i n s t  o t h e r  re la ted  t r a n s a c t i o n s .  
Users a c c o m p l i s h  i n p u t  u s i n g  c a t h o d e  r a y  t e r m i n a l s .  The 
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s y s t e m  h a s  s c r e e n  templates f o r  each t y p e  of t r a n s a c t i o n  
which allow u s e r s  t o  " f i l l  i n  t h e  b l a n k s . "  When an error 
is d e t e c t e d ,  a message d e s c r i b i n g  t h e  error is p r i n t e d  on 
t h e  t e r m i n a l  s c r e e n  and t h e  d a t a  e l emen t  i n  q u e s t i o n  is 
h i g h l i g h t e d .  Users also r e c e i v e  a p o s i t i v e  r e s p o n s e  when 
a t r a n s a c t i o n  is accepted. 

Federa l  A v i a t i o n  A d m i n i s t r a t i o n - -  
Depar tment  of T r a n s p o r t a t i o n  

The A d m i n i s t r a t i o n ' s  s y s t e m  has  an au tomated  t i m e  and 
a t t e n d a n c e  a u d i t  f u n c t i o n  which corrects i m p r o p e r l y  r e c o r d e d  
l e a v e  and nonwork t i m e ,  and produces an e d i t  l i s t i n g  showing 
c o r r e c t i o n s  made. Data e d i t i n g  and immedia te  c o r r e c t i o n  of 
most errors are accompl i shed  a t  t h e  t i m e  o f  d a t a  e n t r y  by u s e  
of cathode r a y  t e r m i n a l s  and local min icompute r s .  Accepted  
d a t a  are co l lec ted  for s u b s e q u e n t  t r a n s f e r  t o  t h e  h o s t  com- 
p u t e r .  Data are f u r t h e r  e d i t e d  by t h e  h o s t  computer  t o  
assure  v a l i d a t i o n  of a l l  d a t a  r e c e i v e d .  

F e d e r a l  M e d i a t i o n  and C o n c i l i a t i o n  S e r v i c e  

The s y s t e m  h a s  a s t a n d  a l o n e  e d i t  module which p e r f o r m s  
comprehens ive  e d i t s  and p r o d u c e s  error l i s t i n g s  w i t h  messages  
so t h a t  data  can be c o r r e c t e d  p r io r  t o  p r o c e s s i n g .  

K. DATA I N Q U I R Y  C A P A B I L I T Y  

Data i n q u i r y  c a p a b i l i t y  refers  to t h e  a b i l i t y  to  
r e t r i e v e  d a t a  from t h e  computer  u s i n g  q u e r y  programs.  Some 
o n l i n e  s y s t e m s  can  p r o v i d e  r e q u e s t e d  data v i a  d i r e c t  access 
i n  a matter of  s e c o n d s ,  w h i l e  o t h e r  s y s t e m s  r e q u i r e  o v e r n i g h t  
or l o n g e r  " t u r n a r o u n d "  times. The  a v a i l a b i l i t y  of data for 
i n q u i r y  p u r p o s e s  v a r i e s  depend ing  on t h e  s y s t e m  and t h e  
a v a i l a b l e  q u e r y  programs.  T h i s  s u b s e c t i o n  d e s c r i b e s  some 
of t h e  t y p e s  of  data  i n q u i r y  c a p a b i l i t i e s  b e i n g  used .  

D e p q r t m e n t , o f  A g r i c u l t u r e  

T e l e p r o c e s s i n g  modules  are used  i n  c o n j u n c t i o n  w i t h  
t h e  D e p a r t m e n t ' s  d a t a  b a s e  management sys t em.  Any q u e s t i o n  
r e l a t i n g  t o  p a y r o l l  or p e r s o n n e l  matters can  be answered 
t h r o u g h  d i r e c t  access t o  employee master f i l e s  u s i n g  cathode 
r a y  t e r m i n a l s .  A l s o ,  summary da ta  can be o b t a i n e d  for cur -  
r e n t  or  pr ior  pay per iods ( e . g . ,  number of GS-510-9's on 
r o l l s  i n  a s p e c i f i c  s e r v i c e  d u r i n g  l a t e s t  pay  p e r i o d ) .  
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N a t i o n a 1 , S c i e n c e  F o u n d a t i o n  

A l l  d a t a  e l e m e n t s  i n  e a c h  employee ' s  master pay record 
can  be a c c e s s e d .  T h i s  i n c l u d e s  master pay da t a  i n  any f i l e  
on hand i n c l u d i n g  t h e  c u r r e n t  f i l e  and y e a r - t o - d a t e  f i l e  . 
I n d i v i d u a l  pay p e r i o d  f i l e s  are m a i n t a i n e d  f o r  one y e a r  w h i l e  
y e a r - t o - d a t e  f i l e s  are a v a i l a b l e  f o r  a t  l ea s t  f i v e  y e a r s .  A 
r epor t  wr i te r  s y s t e m  is used  f o r  a c c e s s i n g  t h i s  i n f o r m a t i o n  
and p r o v i d e s  o v e r n i g h t  r e s p o n s e  t o  i n q u i r i e s .  The s y s t e m  can 
sor t  on f i v e  d a t a  e l e m e n t s  i n  one  pass and can produce 
numerous reports  s u c h  as t h e  number of p e r s o n n e l  i n  e a c h  
o r g a n i z a t i o n  w i t h i n  a pay g r a d e .  I t  is a l s o  used t o  g e n e r a t e  
a report  of  t h e  F o u n d a t i o n ' s  accrued l e a v e  l i a b i l i t y  a t  t h e  
end of  e a c h  y e a r .  

Depa r tmen t  of Labor 

Key d a t a  e l e m e n t s  i n  t h e  employee master f i l e s  can  be 
q u e r i e d  o n l i n e ,  u s i n g  cathode r a y  t e r m i n a l s .  

Depar tment  o f  Housing and Urban Development 

N e a r l y  a l l  d a t a  i n  t h e  employee master f i l e s  a r e  
a v a i l a b l e  for i n q u i r y  ( c u r r e n t  d a t a  o n l y ) .  U s u a l l y ,  
24-hour t u r n a r o u n d  t i m e  is n e c e s s a r y  f o r  r e s p o n s e s .  

Water and Power Resources S e r v i c e - -  
Depar tment  of t h e  I n t e r i o r  

P e r s o n n e l  and p o s i t i o n  master f i l e s  are  made a v a i l a b l e  
d a i l y  t o  a u t h o r i z e d  o f f i c e s .  Ad hoc i n q u i r i e s  can be made 
t h r o u g h  t e r m i n a l  or b a t c h  p r o c e s s i n g  u s i n g  a q u e r y  program. 

Depar tmen t  of t h e  I n t e r i o r  - C e n t r a l  P a y r o l l  

C r i t i c a l  da t a  e l e m e n t s  are m a i n t a i n e d  i n  q u e r y  f i l e s .  
These  are made a v a i l a b l e  t o  appropr ia te  h e a d q u a r t e r s  and 
r e g i o n a l  p e r s o n n e l  f o r  i n q u i r y ,  t h r o u g h  t e r m i n a l s ,  i n  a b a t c h  
mode. 

L. TIME AND ATTENDANCE REPORTING AND INPUT 

Time and a t t e n d a n c e  da ta  can  be reported and i n p u t  many 
ways. U s e  o f  o p t i c a l  s c a n n i n g  equ ipmen t ,  t e l e c o m m u n i c a t i o n  
ne tworks ,  and n e g a t i v e  r e p o r t i n g  s y s t e m s  are some of t h e  
methods  d e s c r i b e d  i n  t h i s  s u b s e c t i o n .  
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N a t i o n a l  A e r o n a u t i c s  and Space  A d m i n i s t r a t i o n  

The A d m i n i s t r a t i o n ' s  p a y r o l l  sys t em h a s  t h r e e  users :  
h e a d q u a r t e r s  and t w o  f i e l d  i n s t a l l a t i o n s .  Each user h a s  its 
own d a t a  b a s e  and cafi choose  between n e g a t i v e  or p o s i t i v e  
time and a t t e n d a n c e  r e p o r t i n g .  The i n s t a l l a t i o n s  operate t h e  
sys t em v i a  remote j o b  e n t r y  and e a c h  p r o c e s s e s  i ts  p a y r o l l  
i n d e p e n d e n t l y .  

H e a d q u a r t e r s  u s e s  n e g a t i v e  t i m e  and a t t e n d a n c e  
r e p o r t i n g - - t h a t  is, i f  an employee works or is e n t i t l e d  
t o  a no rma l  8 0  h o u r s  d u r i n g  a pay p e r i o d  and t a k e s  no l e a v e ,  
t h e  sys t em w i l l  a u t o m a t i c a l l y  compute t h e  normal b iweek ly  
pay  w i t h o u t  any i n p u t  of  t i m e  and a t t e n d a n c e  d a t a .  T h i s  is 
b e n e f i c i a l  t o  t h e  A d m i n i s t r a t i o n ' s  h e a d q u a r t e r s  which has  a 
l a r g e  p e r c e n t a g e  o f  employees working a normal 8 0  h o u r s .  

The f i e l d  i n s t a l l a t i o n s  u s e  a d i f f e r e n t  t i m e  and 
a t t e n d a n c e  form f o r  p o s i t i v e  t i m e  and a t t e n d a n c e  r e p o r t i n g .  
The sys t em d i f f e r e n t i a t e s  between h e a d q u a r t e r s  and i n s t a l l a -  
t i o n  employees by i n s t a l l a t i o n  codes .  T h u s ,  it w i l l  n o t  pay 
an employee of t h e  A d m i n i s t r a t i o n ' s  i n s t a l l a t i o n s  u n l e s s  t i m e  
and a t t e n d a n c e  d a t a  are i n p u t  e a c h  pay p e r i o d ,  b u t  w i l l  pay 
h e a d q u a r t e r s  employees f o r  a normal  8 0  h o u r s  w i t h o u t  i n p u t  o f  
time and a t t e n d a n c e  d a t a .  

I n p u t  is v i a  c a t h o d e  r a y  t e r m i n a l s  w i t h  o n l i n e  e d i t i n g ,  
e x c e p t  for o n e  i n s t a l l a t i o n  which u s e s  m a g n e t i c  t a p e  i n p u t  
for t h e  i n i t i a l  l o a d i n g  of  t i m e  and a t t e n d a n c e  da ta .  A l l  pay 
changes  r e c e i v e d  are p r o c e s s e d  i n  t h e  c u r r e n t  pay p e r i o d .  
Use of  a "pending  f i l e "  concep t  allows e a r l y  i n p u t  and 
a u t o m a t i c  s t o r a g e  of  t r a n s a c t i o n s  t h a t  are  to  be e f f e c t i v e  i n  
f u t u r e  pay p e r i o d s .  The s y s t e m  h a s  v e r y  comprehens ive  f r o n t -  
end o n l i n e  e d i t i n g  which h e l p s  r e d u c e  e r r o n e o u s  payments  
caused by i n p u t  errors. 

F e d e r a l  A v i a t i o n  A d m i n i s t r a t i o n - -  
Department  o f  T r a n s p o r t a t i o n  

T i m e  and a t t e n d a n c e  r e c o r d i n g  is accompl i shed  by p o s t i n g  
t h e  s t a r t  and s t o p  times f o r  any a c t i v i t y  or e v e n t  a f f e c t i n g  
pay  and e n t i t l e m e n t s .  T h i s  p e r m i t s  hour  and pay co inputa t ion  
t o  be accompl ished  by t h e  computer r a t h e r  t h a n  by a c l e r k  or 
p a y r o l l  t e c h n i c i a n .  The t i m e  and a t t e n d a n c e  form used is 
shown i n  P a r t  I V .  

Each p a y r o l l  o f f i c e  i n p u t s  d a t a  i n  a b a t c h  mode to  t h e  
p a y r o l l  c e n t e r  f o r  c e n t r a l i z e d  p r o c e s s i n g .  P a y r o l l  t e c h n i -  
c i a n s  e n t e r  d a t a  d i r e c t l y  on c a t h o d e  r a y  t e r m i n a l s  connec ted  
t o  loca l  min icompute r s  which p r o v i d e  l i m i t e d  o n l i n e  e d i t i n g .  
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A t  t h e  end of each day, \  t h e  da t a  are t r a n s m i t t e d  to  t h e  h o s t  
computer where f u l l  e d i t i n g ,  pay c a l c u l a t i o n  and report  con- 
s t r u c t i o n  t a k e  place.  T h i s  allows t h e  A d m i n i s t r a t i o n  to  t a k e  
a d v a n t a g e  of a s i n g l e  set of p a y r o l l  p rograms processed by a 
l a r g e  scale  host  computer w h i l e  m a i n t a i n i n g  t h e  a v a i l a b i l i t y  
o f  l oca l  p a y r o l l  t e c h n i c i a n s  i n  close p r o x i m i t y  to  those 
employees  supported.  

V a r i a b l e  d a t a  ( d a t a  r e q u i r e d  t o  be e n t e r e d  on a b i w e e k l y  
r e c u r r i n g  bas i s  f o r  pay c o m p u t a t i o n )  are processed d u r i n g  t h e  
week f o l l o w i n g  t h e  end of each pay  p e r i o d .  F i x e d  d a t a  (da t a  
required f o r  t h e  e s t a b l i s h m e n t  and u p d a t e  of v a r i o u s  cen- 
t r a l l y  m a i n t a i n e d  master r e c o r d s  and t a b l e s )  are processed 
d u r i n g  t h e  s u b s e q u e n t  week. The s y s t e m  a u t o m a t i c a l l y  
accepts,  t h r o u g h  a computer i n t e r f a c e  w i t h  t h e  au tomated  
p e r s o n n e l  s y s t e m ,  many pay re la ted p e r s o n n e l  a c t i o n s .  
T h i s  e l i m i n a t e s  manual r e e n t r y  of  d a t a  and i n p u t  errors. 

Time and a t t e n d a n c e  is reported on forms t h a t  can be 
read by o p t i c a l  character  readers. The  s y s t e m  r e q u i r e s  
time and a t t e n d a n c e  i n p u t  f o r  e v e r y  employee each pay period. 
However, it w i l l  pay an a c t i v e  employee for a normal  8 0  h o u r s  
if t i m e  and a t t e n d a n c e  da ta  are n o t  e n t e r e d  for one pay 
per iod .  I n  t h i s  case, t h e  s y s t e m  p a y s  t h e  employee,  p r i n t s  
t h e  da t a  on an e x c e p t i o n  l i s t i n g ,  and w i l l  n o t  pay  t h e  
employee t h e  n e x t  pay p e r i o d  u n l e s s  t i m e  and a t t e n d a n c e  d a t a  
are  r e c e i v e d  and e n t e r e d .  

P a y r o l l  and p e r s o n n e l  are i n t e g r a t e d  i n t o  one  s y s t e m  
which e l i m i n a t e s  d u p l i c a t e  i n p u t  of p e r s o n n e l  t r a n s a c t i o n s  
a f f e c t i n g  p a y r o l l .  A separate  s y s t e m  w h i c h  is fed by t h e  
p a y r o l l / p e r s o n n e l  s y s t e m  is used  to  capture  d a t a  f o r  l a b o r  
cost d i s t r i b u t i o n .  

Depar tment  of H e a l t h  and,Human S e r v i c e s  

O r g a n i z a t i o n s  w i t h i n  t h e  Depar tment  u s e  d i f f e r e n t  means 
of s u b m i t t i n g  t h e i r  t i m e  and a t t e n d a n c e  d a t a .  Most u s e  
t h e i r  own equipment  to  prepare a m a g n e t i c  tape of a l l  time 
and a t t e n d a n c e  da ta .  The o r g a n i z a t i o n s  u s e  t h e  same e d i t  
r o u t i n e s  to  p u r i f y  t h e  da t a  before t h e y  are s e n t  to  head- 
quar te rs  f o r  p r o c e s s i n g .  I n  some cases, t h e  e d i t i n g  is 
performed a t  headquarters  u t i l i z i n g  t e l e c o m m u n i c a t i o n  
n e t w o r k s .  A l l  t i m e  and a t t e n d a n c e  i n p u t  is c o n v e r t e d  
q u a r t e r l y  to  m i c r o f i l m  a t  headquarters.  I n t e g r a t i o n  of 
t h e  p a y r o l l  and p e r s o n n e l  s y s t e m s  has  e l i m i n a t e d  t h e  d u p l i -  
cate  i n p u t  of p e r s o n n e l  t r a n s a c t i o n s  a f f e c t i n g  p a y r o l l .  
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Depar tmen t  o f  t h e  T r e a s u r y  

T i m e  and a t t e n d a n c e  da ta  are f o r w a r d e d  i n  h a r d  copy 
( p r e p r i n t e d  punch c a r d )  t o  numerous d a t a  e n t r y  p o i n t s .  The 
d a t a  e n t r y  p o i n t s  u s e  " i n t e l l i g e n t "  t e r m i n a l s  t o  i n p u t  t h e  
d a t a  v i a  remote job e n t r y  to  a c e n t r a l  min icompute r .  The  
d a t a  r e c e i v e s  minor  e d i t i n g  upon i n p u t  ( e . g . ,  alpha and 
numer i c  f i e l d  v a l i d a t i o n ,  check to d e t e r m i n e  i f  t h e  Social  
S e c u r i t y  number e x i s t s  i n  t h e  p a y r o l l  f i l e ) .  The  c e n t r a l  
p r o c e s s i n g  s i t e  s u b s e q u e n t l y  i n p u t s  t h e  da ta  i n  t h e  main  
compute r  for  p r o c e s s i n g .  The s y s t e m  r e q u i r e s  a t i m e  and 
a t t e n d a n c e  form f o r  e a c h  employee e v e r y  pay per iod.  However, 
for one  pay  period o n l y ,  t h e  s y s t e m  w i l l  g e n e r a t e  a r e g u l a r  
80 hour  paycheck  for  an employee  even  though a time and 
a t t e n d a n c e  form was n o t  r e c e i v e d .  The f o l l o w i n g  pay  p e r i o d ,  
a paycheck  w i l l  n o t  be g e n e r a t e d  f o r  t h e  employee u n l e s s  time 
and a t t e n d a n c e  d a t a  are r e c e i v e d  and i n p u t .  A l i s t i n g  is 
p roduced  e a c h  pay p e r i o d  showing employees  who were pa id  
w i t h o u t  a t i m e  and a t t e n d a n c e  form b e i n g  s u b m i t t e d .  

Water and  Power R e s o u r c e s  S e r v i c e - -  
Depar tmqnt  of t h e  I n t e r i o r  

The t r a n s m i s s i o n  of t i m e  and a t t e n d a n c e  i n f o r m a t i o n  
i n t o  t h e  s y s t e m  can  be h a n d l e d  i n  a v a r i e t y  o f  ways.  aesides 
t h e  normal  c o n v e r s i o n  of h a r d  copy documents  t o  m a g n e t i c  tape 
f o r  d i r e c t  i n p u t  to  t h e  s y s t e m ,  t i m e  and a t t e n d a n c e  in fo rma-  
t i o n  is col lected o f f - s i t e  w i t h  t h e  u s e  o f  c a t h o d e  r a y  
t e r m i n a l s  c o n n e c t e d  t o  m i n i c o m p u t e r s ,  " i n t e l l i g e n t "  or 'Inon- 
i n t e l l i g e n t "  t e r m i n a l s .  The i n f o r m a t i o n  is t r a n s m i t t e d  to  
t h e  h o s t  computer  t h r o u g h  d e d i c a t e d  l i n e s  and /o r  d i a l - u p  
t e l e c o m m u n i c a t i o n  ne tworks .  

Depa r tmen t  of t h e  I n t e r i o r  - C e n t r a l  P a y r o l l  

T i m e  and a t t e n d a n c e  i n f o r m a t i o n  from t h e  v a r i o u s  f i e l d  
off ices  are c o n s o l i d a t e d  a t  a r e g i o n a l  l e v e l .  Through t h e  
u s e  of t e r m i n a l s ,  t h i s  i n f o r m a t i o n  is c a p t u r e d  on d i s k  and 
e n t e r e d  i n t o  t h e  s y s t e m  i n  a remote job e n t r y  f o r m a t .  

O f f i c e  of P e r s o n n e l  Management 

N e g a t i v e  t i m e  and a t t e n d a n c e  r e p o r t i n g  is used .  The  
s y s t e m  o n l y  r e q u i r e s  t i m e  and a t t e n d a n c e  data  i n p u t  to pay  
employees  who work o the r  t h a n  a normal  80-hour  b i w e e k l y  pay 
period. I t  w i l l  a u t o m a t i c a l l y  pay  employees  on t h e  a c t i v e  
p a y r o l l  records for  a normal  80-hour  pay  p e r i o d  w i t h o u t  any  
t i m e  and a t t e n d a n c e  d a t a  i n p u t .  
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SECTION IV 

EXAMPLES OF, PAYROLL -FORMS AND REPORTS 
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PART I V  

EXAMPLES OF PAYROLL FORMS AND REPORTS 

T h i s  P a r t  c o n t a i n s  r e p r e s e n t a t i v e  examples  of selected 
fo rms  and r epor t s  used  i n  some of  t h e  p a y r o l l  s y s t e m s .  O u r  
purpose is  t o  p r o v i d e  readers of  t h e  b o o k l e t  w i t h  some idea 
of  t n e  d i f f e r e n t  t y p e s  of a v a i l a b l e  forms  and reports which 
t h e y  may f i n d  u s e f u l  f o r  t h e i r  s y s t e m s .  

The examples  i n  t h i s  Par t  i n c l u d e :  

A. 

E. 

C .  

D. 

Forms f o r - C a p t u r i n g  T i m e  and A t t e n d a n c e  Data 

Water and Power Resources S e r v i c e  ( I n c l u d e s  Labor 

Federal  A v i a t i o n  A d m i n i s t r a t i o n  (S tar t -S top  T i m e  

Depar tment  o f  A g r i c u l t u r e  (Optical  Character Form) 

Cost D i s t r i b u t i o n  S e c t i o n )  

R e p o r t i n g  ) 

Forms  f o r  C a p t u r i n g  Labor Cost D i s t r i b u t i o n  Data 

Depar tment  o f  t h e  T r e a s u r y  (Labor C o s t  I n f o r m a t i o n  
Reported on Back of T i m e  and A t t e n d a n c e  Report)  

T e n n e s s e e  V a l l e y  A u t h o r i t y  ( F o r  H o u r l y  Employees)  

F o r m s  f o r  C o l l e c t i n g  and R e p o r t i n g  
P a y r o l l  Sys tem Pe r fo rmance  Data 

Depar tment  o f  Housing and  Urban Development ( D a i l y  
P r o g r e s s  R e p o r t ,  Backlog Report, P e r s o n n e l  
P r o c e s s i n g  Management Report)  

Depar tment  of H e a l t h  and Human S e r v i c e s  (Report of 
Manual S u p p l e m e n t a l  Payments ,  Report of P a y r o l l  
E r ro r s )  

Forms f o r  R e p q r t i n g  Employees '  E a r n i n g s ,  
Leave B a l a n c e  and D e d u c t i o n s  

Water and Power Resources S e r v i c e  
N a t i o n a l  S c i e n c e  F o u n d a t i o n  
Community S e r v i c e s  A d m i n i s t r a t i o n  
Depar tment  of A g r i c u l t u r e  
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FORMS FOR 

CAPTURING 

TIME AND ATTEiJDANCE DATA 
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I 

UI 
CD 

1 

?l 
ri 
0 
J rr 
v 

kf- 

reserved for messages 
from timekeepers to payroll 

. 

PAY-LER~OD I[-- 
TOTALS 
~ - p ~ .  



HOURS CODES 

I 

m 
0 

I 

h 

ed 

c) x 
Y 

00 1 

01 0 
01 1 

07 0 
02 4 
02 5 

03 0 
03 4 

04 0 
04 1 

04 3 
04 5 

05 0 
05 1 

05 3 

06 0 
06 1 
06 2 
06 3 
06 4 
06 5 
06 6 

06 8 
Ofi 9 

07 i) 
1;’ 

07 7 
07 .1 

08 1 

OR 5 

nfi I 

r;8 .J 

T AND 4 I ’r tPRT FILE INDICATOR 

RE(IU~AIH 
4 E b  EluVH HA2 

ANNU41 1 EAVE 
ANNUAL LEAVE IN LIEU OF FECA 
ANYU4L L f4VE - IN  LIEU OF SICK 

SICK LE4VC 
SII’K LEAVt 

COMP TIME - EARNED 
COMP TlML TAKEN 
COMP TIME TAKEN RELlG OBSERV 
COMP TIME EARNED RELIG OBSERV 

HOLIDAY WIT WORKED 
HOLIDAY WORKED 
HOLIDAY ENVlR /HAZ 

ADMIN LEAVE 
ADMIN I EPVE -WEATHER 
ADMIN LEAVE - UNION ACTIVITY 
4DMIN LEDVE. FUNERAL 
ADMIN LEAVE - CIVIL DEFENSE 
ADMIN LEAVE - NATIONAL DISASTER 
ADMIN i t A V F  - CSC EXAMINATION 
ADMIN LEAVE -PHYSICAL EXAMINATION 
ADMlN L FAVE BLOOD DONATION 
ADMIN LEAVE -COURT 

MILIlARY LEAVE - REGULAR 
MILITARY LEAVE - REG (UNPAID TIME) 
MI1 ITARY LEAVE - LAW ENFORCEMENT 
MILITARY LEAVE -NATIONAL GUARD 

RESTOREDLEAVE USED 
SHORE LEAVE - USED 
HOME LEAVE - USED 

IN LlFU OF FECA 

10 0 BALANCING HOURS 
10 1 LWOP - REGULAR 
10 7 AWOL ABSENT WITHOUT LEAVE 
10 3 NONDUTY -CAREER SEASONAL AND FURLOUGH 
10 4 SUSPFNSION HOURS 

11 fl OVERTIME - REGULAR 
11 1 OVERTIME CALLBACK 
11 3 OVERTIME. ENVlR ‘HAZARD 
1 1  4 OVERTIME - ENVlR /HAZARD (CALL BACK) 
11 7 OVERTIME. TRAVEL 

12 0 OVERTIME HOLIDAY 
12 1 OVERTIME - SUNDAY 
12 2 OVERTIME SUNDAY [CALL BACK) 
12 3 OVERTIME - HOLIDAY (CALL BACK) 
12 4 OVERTIME EXCESS OVER 8 HOURS 
12 5 
12 6 OVERTIME - HOLIDAY ENVIR /HAZARD 

13 0 NIGHT DIFFERENTIAL 
13 1 NIGHT DIFFERENTIAL NOT WORKED 

14 0 SUNDAY PREMIUM 
14 1 SUNDAY PREMIUM NOT WORKED 
14 2 SUNDAY PREMIUM - ENVIR /HAZARD 

15 0 PENALTY PAY [COMP AT HALF TIME) 
15 1 PENALTY PAY [COMP AT FULL TIME) 
15 2 PENALTY PAY (COMP AT TIME AND A HALF) 
15 3 PENALTY PAY NOT WORKED (HALF TIME) 
15 4 PENALTY PAY NOT WORKED (FULL TIME) 
15 5 PENALTY P4Y NOT WORKED (TIME AND A HALF) 

16 0 FECA 
16 1 FECA lUNPAlDTIME) 
16 2 FECA WORKER’S COMP NOT COMP BY THE BUREAU 

90 0 DECEASED EMPLOYEE NET PAY 
91 8 FEGLI AT INCR ANN PAY RATE 
91 9 FEGLI AT INCR ANN PAY RATE. ENVIR I H A Z  
99 0 TIMEKEEPERS MESSAGE TO PAYROLL OFFICE 

OVERTIME - NONWORK DAY (ROTATING SHIFTS) 

m 



Federal Aviation Administration 
Department of Transportation 

T i m e  and  A t t e n d a n c e  Report 
Start-Stop Time Reporting 

RECORDING LEAVE AND ABSENCES 

- 61 - 



D e p a r t m e n t  of A g r i c u l t u r e  

Time a n d  A t t e n d a n c e  Report 
Op t i ca l  C h a r a c t e r  Form 

1 

1 
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FORMS FOR 

CAPTURING 

LABOR COST D I S T R I B U T I O N  DATA 
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D e p a r t m e n t  of t h e  T r e a s u r y  

Labor C o s t  D i s t r i b u t i o n - -  
I n f o r m a t i o n  Reported o n  Back 
of Time a n d  A t t e n d a n c e  Report 

( F r o n t )  

(Back) 
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T e n n e s s e e  V a l l e y  A u t h o r i t y  

R e g u l a r  Time C o s t  D i s t r i b u t i o n  
for H o u r l y  Employees 

TVI\ 149N (FO-1-76! 

FOREMAN’S TIME REPORT 

PAY CODES 
B TERMINATION TIME 

PROCESSING T I M E  
0 AUTHORIZE0 ABSENCE 
E UNAUTHORIZED ABSENCE 
R SHtFT PAY FOR OTHER 

THAN 7 HOURS 
X PREMIUM ONLY AND/OR 

TRANSPORTATION ONLY 

REMARKS AND APPROVALS 

FOREMAN 

SUPERINTENDENT 

DATE 197- 

Snl FT 

FROM-M T O M  NO __ 
LOCATION 

TlME C A R O N 0  P R GROUP N O  -I------ 

I I I l l 1 1 1  I 
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t 

Tennessee Valley Authority 

Overtime Cost Distribution 
for  Hourly Employees 

T V A  l 4 3 P  (FD.2-781 

FOREMAN'S 
OVERTIME REPORT 

0 T PAYCODES 

A TRAVEL. TRAINING OUTSIDE scn 

n HOLIDAY 

HRS OR TIME ADDED FOR MEAL 
(DOUBLETIME1 

S SUNDAY 
0 OTHER (DOUBLE TIME] 
T TIME A N 0  0NE.HALF 
C TRAVEL.TRA1NING OUTSIDE SCH 4 : T ~ ~ E O ~ ~ T ~ " d , ~ " ~ F O ~ E A ~  

PREMIUM CODES 

J CREOSOTE MATERIAL 
L FFIEEFALL 
N T R O W E L  MACHINE 
K 4 0 0  TON LOWBOY 

I F M L I K S  AND APPROVALS 

FOREMI\N 

0 CALL TIMEKALLEDL-M 

0 PPEARRANGEOCALLTIME 

NOTIFIEOF'-M DATE- 
IMontn & D a w  

0 NO MEAL P E R 4 0 0  TAKEN 

0 MEAL PERIODIS1  TAKEN 

F R O M  TO 

DATE 197- 

SCHEDULED STRAIGHT TIME SHIFT 

NO -FROM-M T O - M  

LOCATlON 

P R GFIOVPNO TIME C A R D  NO 7 
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, 

FOWS FOR 

COLLECTING AdD REPORTING 

PAYROLL SYSTEM PERFORIYANCE DATA 
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Department of Hous ing  and Urban Development 

B. 

c. 

D. 

Employee's Uaily Progress  Report f o r  
Pay ro 1 1 A c  t i '(7 i t i e s 

" _ B  " . a .  

".a " a  

".e " 8. 

lO/17 
DAILY PROCF3SS REPORT 

E I O N  PAY =OD NO. - UTE 

BLOCK NO. - NO. PAYROLL ACCOUNTS 
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Depar tment  of Hous ing  and Urban Development 

B a c k l o g  Report for P a y r o l l  A c t i v i t i e s  

BACKLOG REPORT -- PAY PERIOD ENDING OCTOBER 18, 1980 

A B C D E -F G H I J K TOTAL 

BACK P H  CLAIMS 
On Hand 2 0 1 1 0 0 2 0 0 0 0  6 
Received 0 0 3 0 2 0 0 1 1 0 3  10 
Processed 0 0 4 0 2 0 2 1 0 0 3  12 
B a l a n c e  2 0 0 1 0 0 0 0 1 0 0  4 

rd  0 0 0 0 0 0 0 0 0 0 ~ 0  0 

Hand 1 1 0 0 1 1 2 7 0 0 2 0  24 
Received 1 2 3 4 6 8 6 0 2 5 3 2  51 
Processed 1 1 3 4 6 8 4 7 2 5 2 2  54 
B a l a n c e  1 2 0 0 1 1 4 0 0 0 3 0  21 

ard 0 0 0 0 0 0 0 0 0 0 0  0 
I N  

On Hand 2 0 0 0 0 2 4 0 0 0 0  8 
Received 19 0 6 3 5 8 1 5  8 1 1 1  67 
Processed 20 0 5 3 5 4 4 0 4 1 1 1  57 
B a l a n c e  1 0 1 0 0 6 1 5 4 0 0  18 

0 0 0 0 0 0 0 0 0 0  0 

(HEALTH BENEFITS, PAY 
A W l J S T W S )  

On Hand 5 5 0 5 0 1 0 2 0 0 3 0  66 
Received 7 0 5 1 5 5 2 4 5 8 4  46 
Processed 1 0 0 3 1 6 5 2 4 4 1 0 2  47 
Balance 5 2 0 7 0 0 0 2 0 1 1 2  65 
# Beyond Stanaard 45 0 4 0 0 0 0 0 - 0  0 0 49 

VE A U J U S T M E N T S  
Hand 74 1 0  5 5 2  0 3 2 0 0 0 137 

Received 51 13 23 6 7 51 12 12 11 31 11 228 
Processed 33 14 21 7 43 19 12 14 8 28 11 210 
Balance 92 0 2 4 1 6 3 2  3 0 3 3 0 155 

andard 41 0- 0 0 0 0 ,  0 0, 0 0 0 41 
E s C  

On Hand 59 19 18 74 0 0 0 9 0 0 0 179 
Received 50 10 31 1 21 29 45 12 0 35 14 248 
Processed 65 2 28 22 21 14 41 12 0 12 14 231 
Balance 44 27 21 53 r) 15 4 9 0 23 0 196 

Standard 0 0 7 0 0 0 0 0 0 0 0 7 

CXI Hand 9 0 1 2 1 8 8 4 0 0 0  33 
Received 19 9 7 2 1 0  6 1 7  7 2 1 4  3 96 
Processed 15 6 5 4 10 12 25 9 2 14 3 105 
B a l a n c e  1 3 3 3 0 1 2 0 2 0 0 0  24 

d 6 0 0 . 0  0 0 . 0  0 0 0 0 6 
Rs 

On Hand 147 19 17 68 6 1 16 9 0 0 0 283 
Received 52 8 34 17 11 25 11 6 15 31 11 221 
Processed 71 2 25 37 9 14 20 11 13 16 11 229 
Balance 128 25 26 48 8 12 7 4 2 15 0 275 
# Beyond Standard, 76 0 9 0 0 0 0 0 0 0 0 85 
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PERSONNEL PROCESSING MANAGEMENT REPORT 

165 1 2 1  7 3% 

397 376 95% 

349 309 89% 

698  599 8 6% 

495 406 82% 

4 2 4  373 88% 

1 9 9  1 3 8  69% 

1 5 8  146  92% 

385 304 7 9% 

2 5 4  233 92% 

1315  1212 92% 

I 

4 
0 

I 

3 7% 

5 0% 

80% 

7 7% 

64% 

6 8% 

3 7% 

66% 

68% 

56% 

2 9% 

REGION 

4 8 3 9  4217 87% 

PAY PERIOD #21 

October 1 9  - November 1 ,  1 9 8 1  

A .  

13.  

C. 

D. 

E. 

F. 

1. 

J. 

K. 

TOTAL 

TOTAL INPUT 
FOR PAY PERIOD 

TOTAL EMPLOYEES 
% OF TOTAL INPUT CRITICAL IMPACT 

-ID INPUT - CORRECT - % THE 1ST 3 DAYS 
(number of (number I 

I actions input) accepted) 

47% 

0 

MIGHT NOT 

0 

0 

1 2 0  
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U. S. DEPART!NE" OF HEALTH AND hUMAN SERVICES 
REGIONAL ooo ERROR ivoTIcE SUMMARY 

SALARY 

PREMIUM PAY 

I ALLOWANCES 
4 

BENEFITS 

TAXES 

OTHm 

I 

DEDUCTIONS 

MISCELLANEOUS 

TOTAL 
PAY 

BA1;ANCE 
FOIIWARDW 

12 

17 

5 

39 

30 

0 

I 

104 

PPE 

0 

3 

0 

1 

0 

2 

2 

8 

P, 
rs 
rr RECEIVED COM- BAL AS BALANCE RECEIVED O M -  BAL A S  

PLETED OF PPE FORWARXD PPE PLETD OF PPE a 

12 

20 

5 

40 

30 

0 

2 

109 

' b r r  
0 

LEAVE 27 4 5 26 

TOTAL 
LEAVE 27 4 5 26 



FORMS FOR 

REPORTING 

EMPLOYEES' ZARNINGS, LEAVE BALANCES 

AND DEDUCTIONS 
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Water and Power Resources S e r v i c e  
Depart!nent  of t h e  I n t e r i o r  

E a r n i n g s  and  L e a v e  S t a t e m e n t  

3AV31 3 h  

l N 3 W 3 d V l S  S3NINIV3 Q N V  3hV31 I 

I 
v 3  



I 

4 
cn 
I 

S T A T E M E N T  OF E A R N I N G S  & LEAVE 

CURRENT 

YTD 
I 

. N ~ Y ,  B ~ l i i l i t  FORWARD I5  A I  Of ENUINT, UATE SHOWN NSF FORM 5 3 1  AllG 1971 SUPERSEDE5 A l i  PREVIOUS EDITION5 

M 
Q J Z  

P- 
r o  
I D 3  
D O  
G o  
n, 

q m o  
c r c  



I 

4 
cn 

I 

EARNINGS AND LEAVE STATEMENT 
PERIOD ENDING 

1--- - 
t - r EMPLOYEE NAME l OEPT 

-~ 

-11- 
TO BE USED THIS YEAR 

THISPERIOD 
J 

PEXITIME CREDIT E A R N E D ~  ~ I 
d FLEXTIME CREDIT USED 

2 I LWOPCHARGEO I I  
BALANCES FORWARD 

PNUAL 
FLEXTIME CREDIT 

COMP TIME 

I I 
~ . 

BASIC HOURLY HATE 

EARNINGS THIS 
PERIOD 

~ .~ 
EASE 

OVERTIME 
~ 

NIGHT DIFFERENTIAL __ ~ 

HOLIDAY 
~ 

. -- 

- .---I 
- ~ -- . 

~ 

NET PAY 

w. 



I 

Department of Agriculture 

Earnings and Leave Statement 
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PART V 

AGENCY CONTACT POINTS 

- 78 - 



PART V 

AGENCY CONTACT POINTS 

The personnel listed in this section are willing to 
provide additional information about their agencies ' payroll 
systems. The names and telephone numbers were current at 
the time of this publication. Anyone unable to contact the 
persons listed should call JFMIP for assistance on ( 2 0 2 )  
376-5398. 

ORGANIZATION 

Agriculture, 
Department 

Air Force, 
Department 

of 

of the 

CONTACT PERSON 

Ron Daricek 
Office of the Director 
National Finance Center 
FTS 8-680-5200 
( 5 0 4 )  255-5200 

Don Jensen 
Plans and Programs Division 
( 3 0 3 )  370-7541 

Army Corps of Engineers Lee Williamsen 
Off ice of the Comptroller 
Civilian Payroll Office 
FTS 8-864-3961 
( 4 0 2 )  221-3961 

Commerce, 
Department of 

Community Services 
Administration 

Federal Mediation and 
Conciliation Service 

General Services 
Administration 

Clyde Ahrnsbrak 
Office of the Secretary 
Office of Financial Operations 
( 2 0 2 )  377-2227 

Art Thompson 
Data Processing Division 
Program Branch 
( 3 0 1  ) 427-7599 

Jack Foster 
Division of Budget and Finance 
( 2 0 2 )  653-521 1 

Dorothy Carter 
Accounting Systems Division 
Office of Finance 
( 2 0 2 )  566-1074 
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ORGANIZATION 

t b 

CONTACT PERSON 

Health and Human Services, 
Department of 

Housing and Urban 
Development, 
Department of 

Interior, 

(Central Pay) 
Department of 

Interior, 

(Bureau of Mines) 
Department of the 

Interior, 

(Water/Power Resources 
Department of the 

Service) 

Just i ce , 
Department of 

Labor, 
Department of 

National Aeronautics and 
Space Administration 

National Science Foundation 

Gerard Fearon 
Division of Pay Services and 

Payroll Accounting 
( 2 0 2 )  245-6451 

Deborah DuSault 
Personnel System and Payroll 

( 2 0 2 )  426-5241 
Division 

Irving Werner 
Office of DIPPS Management 
( 2 0 2 )  343-8637 

Willis G r e e n e  
Branch of Finance 
FTS 8-234-2141 
( 3 0 3 )  234-2141 

Dennis Locke 
Office of Payroll/Personnel 
System Management 

FTS 8-234-2983 
( 3 0 3 )  234-2983 

Robert Liberati 
Justice Management Division 
Finance Staff 
( 2 0 2 )  633-4467 

Robert Goldsmith 
Office of the Comptroller 
Off ice of Accounting 
( 2 0 2  ) 523-69 19 

Joe Brown 
Financial Management Division 
( 2 0 2 )  755-3456 

A1 Muhlbauer 
Division of Financial and 

Financial Systems Staff 
Administrative Management 

( 2 0 2 )  357-9425 
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ORGANIZATION CONTACT PERSON 

O f f i c e  o f  P e r s o n n e l  
Management 

A l v i n  K i t c h e n  
F i n a n c i a l  Management D i v i s i o n  
( 2 0 2 )  632-4446 

T e n n e s s e e  V a l l e y  A u t h o r i t y  E r n e s t  Cook 
D i v i s i o n  of F i n a n c e  
FTS 8-856-2674 
( 6 1  5 ) 632-2674 

T r a n s p o r t  a t  i o n ,  
D e p a r t m e n t  of 

( F e d e r a l  A v i a t i o n  
A d m i n i s t r a t i o n )  

T r e a s u r y ,  
D e p a r t m e n t  of t h e  

V e t e r a n s  A d m i n i s t r a t i o n  

Pete V e r d i n  
F i n a n c i a l  Management D i v i s i o n  
F i s c a l  S t a n d a r d s  B r a n c h  
( 2 0 2 )  426-8141 

R o n a l d  P f e i f l e  
O f f i c e  o f  t h e  S e c r e t a r y  
O f f i c e  o f  Management and  

Organ  i z a t  i o n  
( 2 0 2 )  634-2426 

H a r r y  Y e i c h  
O f f i c e  o f  t h e  Comptroller 
P a y r o l l  F i s c a l  P o l i c y  D i v i s i o n  
( 2 0 2 )  389-5007 
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