
Department of Defense -, ,•
INSTRUCTION

September 11, 1989AD-A272 768 NME 701

DA&M

SUBJECT: Recurring Reports of Civilian Employment and Payrolls

References: (a) DoD Instruction 7730.18, subject as above, June 3, 1987
(hereby canceled)

(b) Federal Personnel Manual (FPM) Supplement 298-2, "The 113

Summary Data Reporting System"
(c) Public Law 91-648, "Intergovernmental Personnel Act,"

January 5, 1971 4o Fý4
(d) Title 5, Code of Federal Regulations, Part 213.3102(v),^'*..-,C .)

"Entire Executive Civil Service"
(e) through (o), see enclosure 1

A. REISSUANCE AND PURPOSE

This Instruction:

1. Reissues reference (a) to update the requirements for subject reports
in accordance with reference (b).

2. Prescribes the procedures for reporting civilian personnel strength and
payroll data to meet the requirements of the Office of the Secretary of Defense
(OSD) and the Office of Personnel Management (OPM).

B. APPLICABILITY

This Instruction applies to the Office of the Secretary of Defense (OSD),
the Military Departments, the Joint Chiefs of Staff (JCS), the Inspector
General of the Department of Defense (IG, DoD), the Defense Agencies, the
Uniformed Services University of the Health Sciences (USUHS), and DoD Field ,"
Activities that are assigned Agency codes by the OPM in enclosure 2 (hereafter _1 j•
referred to as "DoD Components").

C. POLICY

It is DoD policy to provide other Federal Agencies with necessary infor- A & -
mation when it is required by law or it is in the best interest of the
Government and at the same time economically feasible.

D. RESPONSIBILITIES

1. The Secretary of the Army shall prepare the Standard Form (SF) 113-A
and Supplement 1, in five parts, as follows:

a. "Consolidated Army-wide."
b. "Civil Functions, Corps of Engineers."
c. "Civil Functions, Cemeterial Expenses.'
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d. "Military Functions and Military Assistance."
e. "National Guard Technicians."

Each entry in paragraph D.I.a., above, shall be the total corresponding
entries in paragraphs D.l.b. through D.l.d., above. National Guard technicians
shown in paragraph D.1.e., above, are in paragraphs D.I.a. and D.1.d., above.

2. The Secretary ofthe Air Force shall footnote the SF 113-A report to
show the number of employees in "Wildlife Conservation of Civil Functions."
National Guard technicians shall be included in the consolidated Air Force SF
113-A and shall be reported in a separate SF 113-A.

3. The Secretary of the Navy shall include Marine Corps civilian employees
in the reports.

4. The Director, Washington Headquarters Services (WHS), shall include
combined figures for all DoD Components that receive administrative support
from WHS in the reports. The reporting DoD Components or other organizational
units listed on the consolidated reports shall be entitled, "OSD and Organiza-
tions Serviced by WHS."

5. The Heads of Other DoD Components listed in enclosure 2 shall submit
separate reports.

E. PROCEDURES

1. See enclosure 4 for detailed instructions for completion of the
SF 113-A.

2. Wages and salaries data on lines 17, 18, and 31 of the SF 113-A shall
be rounded to the nearest thousand dollars. Amounts less than $500.00 shall
be reported as "zero."

3. Wages and salaries data on the SF 113-A may be estimated if actual
expenditures are not available in time to meet the prescribed due date for
submission of the SF 113-A report. However, if estimated figures are
reported on lines 17, 18, and 31 of the SF 113-A:

a. They must be clearly identified as "Preliminary."

b. A subsequent report, labeled "Revised," reflecting the actual
dollar amounts, must be submitted no later than NOON of the 15th day of the
second month following the reporting month. For example, revised (actual)
dollar amounts for the month of March may be submitted by noon of May 15.

4. The following SUPPLEMENTAL DATA shall accompany each SF 113-A:

Number of indirect hire employees and related payrolls, by country, as
specified in enclosure 5.

5. Preparation of reports in subsections D.1. through D.4., above, shall
be governed by instructions in the FPM Supplement 298-2 (reference (b)) and
related FPM material, as supplemented by this DoD Instruction, and other
Dol) Instructions that shall be issued, as required. DoD Components shall
conri ntie to report "as of" the last calendar (lay of the month.
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a. Before submission, the reporting DoD Component is responsible for
ensuring a,.curiay and cross-balance of reported SF I13-A entries. The edits
for entries on the SF I13-A are shown in enclosure 6.

b. The applicable OPM organizational code listed in enclosure 2 shall
be entered in the block provided on each of the reports.

U. It is the responsibility of each reporting organization to notify
Washington Headquarters Services, Directorate for Information Operations and
Reports (WHtS, DIOR) when changes occur in the personnel who are responsible
for that report, as specified in enclosure 7.

6. Supplemental Report

At the end of each fiscal year (FY), a supplemental report to the
SF 113-A is prepared, as follows:

a. "Total Ceiling Employment," as of September 30 (line 29 of SF
113-A).

b. Part-time permanent employment included in line 29 of the SF
113-A, as of September 30. "Part-time permanent employees" are defined as
those part-time employees with tenure codes 1 and 2 and all part-time Senior
Executive Service (SES) employees, except those serving under "limited term"
or "limited emergency" appointments.

c. "Total Ceiling Employment," minus "Part-time permanent employment"
(paragraph E.6.a. minus E.6.b., above).

d. Fractional counting of part-time permanent employment in paragraph
E.6.b., above. The procedure for obtaining the fractional count of part-time
permanent employment is as follows:

(1) Obtain the total number of hours per week for employees in
paragraph E.6.b., above, based on their regularly scheduled work week during
the last week of the pay period of the FY. That is not the actual hours those
part-time permanent employees worked, but the hours they are regularly scheduled
to work.

(2) D)ivide subparagraph E.6.d.(1), above, by 40 to obtain the
adjusted figure for "Part-time permanent employees" in paragraph E.6.d., above.

e. "Total Ceiling Employment" (paragraph E.6.c. plus E.6.d., above).

f. That supplemental report is due the same time as the September
SF 113-A report. See enclosure 8 for an example of the supplemental report.

F. INFORMATION REQUI REMENTS

1. SF 113-A, "Monthlly Report of Federal Civilian Employment," (See
enclosure 3, Interagen'y Control No. 1032-OPM-MO).



2. Routinpg

SF I13-A reports ,shall be torwa rded iin IUPI, ICATE to:

Washhington Iteadquarters Services ( itS)
lirectorate for Informnation (pt rat i)oi:;

and Reports (I)IOR)
1215 Jefferson Davis Highway, Suite 1204
Arlington, Virginia 22202-4302

The DIOR shall forward one copy of the reports in paragraphs 1). I.a. through
D.6.f., above, together with DoD-wide consolidations, to the OPM, retaining
thc second copy for internal rise and files.

3. Due Dates

a. The Army, Navy, and Air Force shall forward SF 113-A reports to
REACH the DIOR no later than NOON of the 21st day following the end of the
month for which the data are reported. If the 21st falls on a weekend or
holiday, the report is due the following work day at 9:00 a.m.

b. Other DoD Componerits shall forward SF 113-A reports to REACH the

DIOR no later than NOON of the 15th day following the end of the month for
which the data are reported. If the 15th falls on a weekend or holiday, the
report is due the following work day at 9:00 a.m.

G. EFFECTIVE DATE AND IMPLEMENTATION

This Instruction is effective immediately. Forward two copies of imple-
menting documents to the Director of Administration and Management, Office of
the Secretary of Defense, within 120 days.

D.O. Cooke, Director
Administration and Management

Ent losures--8
1. Ref e rerices
2 l.1 st of (1PM Codes for Use in SF 113-A Series Reports
3. SF 11I-A, "Monthly Report of Federal Civilian Employment"

4 Detai led Instructions for Completion of SF 113-A
S. Supplement I to SF 113-A, "Numiber of Indirect Hire Employees and

Re Il ted Pay ro I IsS

6. Edits for Entries on SF 11.3-A, "Monthly Report of Federal
(C Ivi I i.in Elllp I oyrlelnt

7. SAMPLE Agency Contact Not iI i (It ion let ter
8. 1 1l 1ust r.jt i e Examp I e for Provi di ing Data in ComIpl iance with P. L.

W5-437 , "'The Feder I- Fniployee s Part-Tiime Ca reer Employment Act
of 1978"
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7/3u. 18 (Enc I1)

REFERENCES, (-ol ti inued

(t, l'ltlIr 5, Cod, o. h hder1il Regilat ions, Pjirt 21 1,. lO2(w) , Entire Execut iwv
Civil Service"

( T I t le f , Code ot Federal Regulations, Part 21 1. 1201(I), "Posit ions Other
Than Those o t a Confident i a I or Po I cv-det errmlinifig Character For Whhich
It Is Not Praicticable to 1lold a Comlpet it ive Examination'"

(g) Title 5, United States Code, Sect ion 2102, "The Compet it ive Servi ce"
h ) Off i ( e of Management and Budget (OMB) Ci rcii I a r No. A-I , ' Prepa rat i oil and

Submission of Budget EstLnates,' Section 35, "Object CIassi t ication,'" 1988
(i ) Federal Personnel Manual (FPM) Supplement 298-1 , "Central lData Personnel

File"
(j ) Federal Personnel H1anual (FPM) Supplement 296-33, "'Guide to Processing

Personnel Actions", April 1981
(k) Federal Personnel Manual (FPM) 713-33, "Worker-Trainee Opportunities

Program W-TO (Hiring and Developing Low-Skilled and Disadvantaged Persons
in the Federal Service)," October 3, 1975

(1) FPM Letter 316-16, "Authorization for Agencies to Make Temporary Appoint-
ments Pending Establishment of a Register (TAPER) to Worker-Trainee
Positions and Modification of TAPER Authority to Permit Promotion and
Reassignment of these Employees," July 30, 1979

(m) Federal Personnel Manual (FPM), Chapter 720, "Affirmative Employment
Programs," February 14, 1983

(n) Title 5, Code of Federal Regulations, Part 8, "Appointments to Overseas
Positions (Rule VIII)"

(o) Public Law 95-437, "The Federal Employees Part-time Career Employment Act
of 1978," October 10, 1978

Accesion For

NTIS CRA&I j -
DTIC TAB

By ......... ............................

Di.,t: ib :lo ý I

Avil,0),ty Codes

Avlli 2 , or
Dist SPScWIj

DTTC c: ,.- :,.:... ¶--
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7730.18 (Encl 2)

LIST OF OPM CODES FOR USE
IN SF I13-A SERIES REPORTS

OPM Code DoD Components

A. AROO Department of the Army
B. NVOO Department of the Navy
C. AFOO Department of the Air Force
D. DD03 Defense Nuclear Agency (DNA)
E. DD07 Defense Logistics Agency (DLA)
F. DDIO Defense Contract Audit Agency (DCAA)
G. DD11 Defense Mapping Agency (DMA)
H. DD12 Defense Investigative Service (DIS)
1. DDIS Uniformed Services University of the Health

Sciences (USUHS)
J. DD16 Department of Defense Dependents Schools (DoDDS)
K. DD26 Office of the Inspector General of the Department

of Defense (IG, DOD)
L. DD32 On-Site Inspection Agency (OSIA)

M. DDOI:
1. Office of the Secretary of Defense (OSD)
2. Joint Chiefs of Staff (JCS)*
3. Defense Security Assistance Agency (DSAA)*
4. U.S. Court of Military Appezls*
5. American Forces Information Service (AFIS)*
6. Defense Advanced Research Projects Agency (DARPA)*
7. Office of Civilian Health and Medical Program

of the Uniformed Services (OCHAMPUS)*
8. Defense Medical Support Activity (DMSA)*
9. Washington Headquarters Services (WHS)*
10. Office of Economic Adjustment (OEA)*
11. Defense Legal Services Agency (DLSA)*
12. Strategic Defense Initiative Organization (SDIO)*
13. Defense Technology Security Administration (DTSA)*

N. DD04:
1. Defense Communications Agency (DCA)
2. Joint Tactical Command, Control, and Communications

Agency (JTC 3A)*

"'.Serviced by WHS

'•Serviced by DCA

2-1



7130.18 (Encd 3)

Staroda'd Forfr 113 A (Rev 688) F Orm, A49ovild
U S Coce' of P crso-o Ma,,agureio OMB No 3.-06006
FPM Sv~wlenoe N8 2

Monthly Report of Federal Civilian Employment No 132 OIA o

I Department or Agency 12 Code (OPM Use) 1 3 Other Organizational Unit 4 Code (OPA4f Use)

5 Period Covered (Use a 6 do it number to indicate month, day, and year in items a, b. and c below E famole 06130/88)
a Employment As Of b Payroll,,rm TO c TurnoverFromT

Overseas f United SlatesEmployment, Payroll, All AroeaTriois Foreign - ash., D.C. jOutside Wash.D.C
Turnover, and Ceiling Data (A) jCiteU. Countries Metro Ara MroAa

_________________ ___________ ()(C) ()(E)
SECTION I - CURRENT STATUS
I Total Erirployr'wit

2, Totla in Pefrmarentl Positionis

3 FuOf- Time.

4 Full Torre in Peqrmanenrt Positions

5 FueW Tirre witl Pennariariln Appoirwrrrenls

7. Partl- Thy. with Permanent Avpoidoenritt

9. Corirpa"Noee evice ___

10, With Permaroent! Appointments

It. Exospted Servife 4 Sr. Executlle Sere.

12. With Permanen Appoindtmelnotso

13 Wage Systlerro

14 U.S Caicenif

15. Nonolizenas

I&. Total Interwiltte Not Working________ ________

SECTION 11 -PAYROLL (in thousands of dollars. For erampl.: 1,213,600 should appear as 1,214)
17 Wage, and Salaries Earned -Total

18, LuflrpSum Paymeints 3_____________________ _______

SECTION ItI -TURNOVER
19 TotalolAioe~ont;

20. Tranalers

21 Total Now Hifres

22. Allccesseons to thea Comrpetitive Servce

23 New Hire* to the Corroettrive SoN
24 US Cdtzens

25 Total Separations

26 Transfer,

27 Ourils

28 U S CitiZens

SECTION IV - EMPLOYMENT CEILING DATA
29 Total Cooling Ernphloyrrient 1___
30 Full-Tifne With Perranwent Appift

31 Total Payrpoll to Ceiling E rnployessa

Certdifid by (Signalute) Official Position Location & Telephone No Date (PA-O-V)

Reports should he submitted to Workforce Information Branch. Statistical 113-205 This edition Should be reproduced loically The prior
Analysis and Servioces Drvision. Otffce of Personnel Management. 1900 E edition is usable and available from GSA while supplies
Street. N W. Washington. D C 20415 Attention SF 113A.A Room 7494 last - NSN 7540 00.965.2326
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7730.18 (Encl 4)

DETAILED INSTRUCTIONS FOR COMPLETION OF SF 113-A

A. SECTION F, "CURRENT STATUS"

1. General

a. That section (lines I through 16) relates to current employment at
the end of the month and covers work schedule, type of appointment, position
occupied, wage system, and citizenship of Federal civilian employees. Employ-
ment totals shown for lines 1 through 15 of the SF 113-A should reflect employees
who (as of the report date) have NOT been officially separated from the Agency
by SF 50 or equivalent personnel action, and who have either:

(1) Worked for any given period during the report month.

(2) Are on paid annual, sick, injury, administrative, military,
or holiday leave.

b. Employment totals shown for line 16 should reflect employees with
intermittent work schedules who have not worked during the current reporting
period, AND as of the report date, have not been officially separated from the
Agency's workforce. Employees shown in line 16 should NOT be included in lines
I through 15.

c. Exclude from lines 1 through 15 employees on leave without pay
(LWOP), suspension, or furlough if such actions are scheduled to or actually
exceed 30 calendar days; report those employees as separations.

d. Include as appropriate in lines 1 through 16 any seasonal employees
and on-call in pay status. Seasonal employees are indicated by work schedule
codes "G" (full-time seasonal), "Q" (part-time seasonal), and "J" (intermittent
seasonal). On-call employees are indicated by work schedule code "H" (full-time
on-call) and "R" (part-time on-call). Seasonal and on-call employees in nonpay
status or scheduled to be in nonpay status for more than 30 days (similar to
nonseasonal employees who are on LWOP) should not be included in lines 1 through
16 until they return to pay status. Those seasonal and on-call employees should
be included as an accession when returning from nonpay status for more than
30 days and as a separation when they have been in nonpay status or are scheduled
to be in nonpay status for more than 30 days.

2. Line Definitions of Section I

a. Line I, "Total__Employment"

(1) Total employment is full-time, part-time and intermittent
employees (sum of lines 3, 6, and 8) who, as of the report date, have NOT been
officially separated from the Agency by SF 50 or equivalent action, and who
have either:

(a) Worked for any given period during the report month.

(b) Are on paid annual, sick, injury, administrative,
military, or holiday leave.

(2) Exclude intermittent employees i.ncluded in line 16.

.4-I



(3) Do I NCIJDFE empl oyees wthose sep.Il atI of; are cft eut i ye ON T'1HE
REPORT rDATE. 'lhe separation for aitions for such employeIes shotild he included
in the next monit h's report.

S4) tXCIUD)E from the SF- 11 i-A .ill ,',.s, ,ho, -' ppolntm unt: art.
Without comilpenisa t ion.

( ) Special instructions apply to eriployees on till ough, suspeis ion,
aud 1.WOP, and seasonal and on-call employees ill nionipay staitius. Those employees
should not be included in line I it thieir leave (or nonpay status) is schediil ed
to exceed, or actuallv exceeds, 30 cailendar ayvs. Such empVl oyees should not he
included in total emp loyment until they return to duty. T'HE EMPIPLOYEE'S STATUS,
AS OF THE REPORT DATE, DETERIIINES WHETHER THE EMPLOYEE SHiALL OR SHIALL NOT BE
I NCLUIDED.

(6) Employees on leave with pay pending separation by either
disability or optional retirement should be counted in the "Current Status"
(section I). Employees on leave with pay who receive on-the-job injury or
illness are also to be counted in the "Current Status." However, for per-
sonnel ceiling-related data, such employees who meet CERTAIN CONDITIONS are
excluded from employment ceiling-related data shown in section IV (section
D., below).

(7) Personnel on mobility assignments authorized by P.L. 91-648
(reference (c)) shall be reported, as follows:

(a) Employees on LWOP for more than 30 days to State, local,
and Indian Tribal Governments, institutions of higher learning, or other
eligible organizations shall be reported as "separations."

(b) Conversely, employees who have received Federal appoint-
ments (while under mobility assignments to Federal Agencies) shall be shown as
new appointments if appointed for more than 30 days.

(c) Federal employees detailed to State, local, and Indian
Tribal Governments; institutions of higher learning; or other eligible organi-
zations shall be reported in "Total Employment" only if over 50 percent of
their salary is paid by the Federal Agency.

(8) Line 1 also INCLUDES persons in the following programs that

are exempted from the President's employment ceilings:

(a) Summer aids appointed under 5 CFR 213.3102(v) (reference (d)).

(b) The Stay-in-School Program, employees appointed under
5 CHR 213.3102(w) (reference (e)).

(c ) The Federal Jun i or Fell owsthip Program, employees appointed
5 CFR 213.3201(f) (reference (f)).

(d) Persons in the W-TO Program who are in developmental jobs
ffor a 12-month per i od f rom La te of appo i ritmen t ) who were se I ec ted from the

4-2
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7730. 18 (End 1 4)

korktr- -r't it o rir gi ster , ;I o nited under the Vettc r.Is Readj u.stment Appo I itmernt
VR:A ) .ut hor it v, ,r ipipoitit ed under the, Wo I ker-]ra itlt-t, e TAPER ;utiht Irzat joil.

(a) Lines 9 plus I I shonlId vijta I iline 1 nI c,, h 1 uol ni .
Thli tLt a I of the figures on lines 3, 6, arid 8 should I [ways I equa I the figure
,n I ine I in each column. 'In['he total of figures on lines 14 and 15 shoul(d

,al ,,%ys equal i the I gure on line I it each column.

S. , Line 2, 'Total in. Pe rmanent Posit ions

I) Show data for employees (regard Iess of work schedule, stat us o
the emluployee or the type of appointment held) occupying "permanent positions."

(2) A permanent position is one which is either:

(a) Established without time limitation.

(b) Established for a limited period of 1 year or more.

(c) Occupied for 1 year or more (not necessarily continuously
by the same employee), regardless of the intent when it was established.

c. Line 3, "Full-Time"

Full-time employees are those regularly scheduled to work the number
of hours and days required by the administrative workweek for their employment
group or class. (Most full-time employees have an administrative workweek of
5 days of 8 hours each. Others have administrative workweeks of different hours.)

d. Line 4, "Full-time in Permanent Positions"

(1) Show data for employees reported in line 3 who are in permanent
positions, as defined in line 2.

(2) THE NATURE OF THE POSITION RATHER THAN THE STATUS OR TENURE OF
THE EMPLOYEE IS CONTROLLING. For example, an employee with a temporary appoint-
ment serving full-time in a permanent position is regarded as occupying a per-
manent position as long as the position is one that has existed, or is expected
to exist, for 1 year or more.

(i) The full I-t ime employees in line 3 not reported in line 4, as
,out iipying permanent pos itt oios, , lre fIIl I-t ime employees in "temtporary position.s.

e. I.i no, , -Iil I I --'I i t wi th Permantient A1po i ntmenits"

(1) Show datii a for eml) I oyees i nic I uded i n 1 i tie 3 ( i . e., ' 111 -t ime"
wh,) nm'et e i t her t)ne ()t the f l, I I ttng ( r i teria: are in tenuire group I or 2, as
del tiled he I ow.

a.I Tetui re g ,tip I

I W111I[I' i I IVE SERV (I.*,. lctilre toi•,p I Includi'es (etlp I Ovecs

plro 'ition I t j ut I. ' tlit ,'[itC -. t , tth, i .i\, utn t ,et (,Ii irtl np] ]il



EX(;F11:I'II) SERVICE. T(enure group I in[ ludhes e emplIoyees
whose appoliintment tarri'es no restriction or condition such as conditional,
ind filnilt e, or spt'( if t time Iinitation or trial pI ,riod.

Teu I'' r up 2,

I Cti•'I'KJIIr vE SERVICE. lenure grou~p 2 1ir( l1 h(s e1mplovees
servin1 ug iidvil artu(i-( ld . it nal apnI poilrtnie(its, and carver emnplovyees servii•g

lii. 1,11 ,tappoilntmneint proIJIt i (lI.

E2 X(CEPTED SERVICE.

a Tenure group 2 intcludes employees who are serving
trial perio(ds or whose tenur{le is equivalent to career-conditional tvenlre ii the
competitive service in Agenc'i es, that use that type of atppointment systelm.

h All SES employees except those serving under
"limited term" or "limited emergency" appointments.

(2) In Section I, "permanent appointments" consist of employees in
tenure groups 1 and 2 and all SES employees except those serving under "limited
term" or "limited emergency" appointments.

f. Line 6, "Part-Time"

Part-time employees are those who work less than full-time, but for
a specific number of hours (usually 16 to 32 hours per administrative workweek)
on a prearranged scheduled tour of duty.

g. Line 7, "Part-Time with Permanent Appointments"

Show data for part-time employees included in line 6 who have
permanent appointments, as defined in line 5.

hi. Liie 8, "inLtermittent"

(1) Count intermittents who, as of the report date, have NOT been
officially separated from the Agency's workforce, and who have worked for any
given peri od luring the report month.

(2) Intermittent employees are those who work an irregular number
of hours or days for which there is no prearranged scheduled tour of duty. Such
emp, loyvees are paid only for the time actually worked or for service actually
rend(ered. Do NOT iicluv(h in line 8 intermiLttents who are reported in line 16.

1. ~iue 1), "o•olpt-Litiv ye Service'

R'elevant plortio((ns Af the ,definitin (f t th(' (o tflitit1ve ' tVIr e
from I U.S.CI ., section 2102 (reference (g)) are repi rnted helo',:

"Sectti onI 2102. l'he Qompptitiv�e svrvi{(

(i ) The' "'c)llpet it I ve stirVi 'e" ce (0111I st , of -

'4- 4
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7730. 18 (Ernc1 4)

(1) ll i Ivil se1'r'I e posit ion., in the exec tit lve branch,

except -

(A 1)i. t lor I - II ire , - r I I-x (i tl -x ) ptel d fIo II thIe
Compet it i ve serv i e hy or uinder stitut e

B,) posit lt o ils to wh I (I iA pol itmeiiirits itr-e ililjte tb f loll l d-
tion for confi rmttioit b'o ttlh' Senatee, unless the SenaIte o ttierwi s, di, re ts ; ,ind

(C) ps it ions I i thiet Senior Exr tit ive Suer VI 'e ;

(b ) Civil service posit ions not in thte xectit Ive hritrilch that
are specif icaI ly included in the competitive service by statute.

(2) Notwithstanding subparagraph a.(1)(B) of this section (2102),
the "competitive service" includes positions to which appointments, are made by
nomination for confirmation by the Senate when specifically included herein
by statute.

(3) As used in other Acts of Congress, "classified civil service"
or "classified service" means the "competitive service."

(4) Competitive service includes employees in tenure group 0, 1,
2, or 3 and position occupied code 1.

(5) Lines 9 and 11 should add to line I in each column of the
SF 113-A.

j. Line 10, "Competitive Service With Permanent Appointments"

Show data for employees occupying positions in the competitive
service (position occupied code 1) and who are in tenure group I or 2, as
,'tit ned in line 5.

k. line 11, "Excepted Service and Senior Executive Service"

The excepted service and the SES consist of those civil service
positions not in the competitive service. Include employees in position
occupied codes 2, 3, or 4 regardless of tenure group (i.e., tenure group 0
through 3).

1. 1, 1 e 12, "Except ed Se rv i ce and n Sen i or Execu t i ve Se rv i ce Withli
IC rinaTie I t Apo in t merits"

Show data for employees occupying positions in the excepted service
(position i(liileid code 2) ind who are in tenure group I or 2 and aIll SES

elliplv oyees (pos ition occupied codes 3 or 4) except those servingg tinder "limited

termi" of "I limited eliergericv' appoillitmerits.

in. Li lie H 3, "Wa6c' s•ystellris"

I1) Wage svst eri enip I ovees (iri(Itided in liine I) are tthose whose <lesic
i.Jtf's of p yv lire fixed arid ad , i sted fromi timlie to lltime, ill inorl'irice with locallv
;r-ev.iilllig rit s., lv wage1 b<,,irs. or siiir ,ir tdia ninii ->ittive ,iuthir-itv serving the

!, Ill, pii I p Ct :..
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(2) Include WG, WL, WS, WW, and all other pay plans beginning with
W, K, T, N, J, or X. Exclude YV and YW pay plans.

n. Line 14, "U.S. Citizens"

(1) Show data for employees who are U.S. citizens, regardless
of their place of permanent residence.

(2) A citizen (of the United States) is a person who owes allegiance
to the United States and is entitled to lull civil service rights either by birth
or naturalization.

0 . Liie _15, _'NoncriLtizens'

(1) Show data for employees who are not U.S. citizens, regardless
of their place of permanent residence.

(2) Lines 14 and 15 should equal line 1 in each column.

p. Line 16, "Total Intermittents Not Working"

(1) Those employees who work an irregular number of hours or days
for which there is no prearranged scheduled tour of duty, who have not worked
during the current reporting period, and as of the report date, have NOT been
officially separated from the Agency's workforce.

(2) Those employees are excluded from lines 1 through 15.

B. SECTION II, "PAYROLL"

1. General

a. That section (lines 17 and 18) relates to monthly wages and salaries
EARNED by Federal civilian employees and lump sum payments for annual leave to
employees who have separated from the Federal Government. While employment
totals relate to the "as of" date of the report, payroll data relate to the
period that began the day after the immediately preceding "as of" date and ends
with the "as of" date of the current reporting period.

b. Payroll figures should be reported to the NEAREST WHOLE THOUSANDS
OF DOLLARS.

U. Payroll figures INCLUDE funds chargeable to OMB object classes 11.1,
I-.3, and 11.5 under "Personnel Compensation." The definitions of object classes
ire provided in UMB Circular A-11, Section 35 (reference (h)). Payroll figures

do NOT include the Government's share (as employer) of health insurance, term
life insurriance, Federal retirement, old-age snrvi \ors' disability insurance, and
retirement costs, which include the Government 's payment to covet interest on
the unfunhded retircement liability.

(I. When fundis appropriated to one Agency Ire obligate'd to another
Agency through an a l locitiotn or appropriation adjustmnent transaction t0
perform service tor the first Agency, that part "I s.lih tundts charge.able to
object class 11 , "Ptrsniel I Compensation," must lte reptorted th th le Agency
whose emplIovyees per'tlrm the work and receive thp, piytttit . Tl'he A•gent fo)r
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Wh i chI the se rvi ,ce I.s pe rt 1or1iedt lI,< I •.ii .s I roil t heI tot . 1 report ted on t [ie payrtiI
I ers, t he' .,il uirll t Ili.t ,. k lh. rpe'.i tt I f to h1) ect Iiass II

2. l ine dteIt ii it i oins of sc( t i ol I I

i. L. nt I , '•.•ie. , 1t Salari es E.arned-Tota 1

(I ) Show the ,,moutlitot •airlinigs for ,iil eiiipl yees (i Iln u iding those

who aIre sep 1ra1ted) f or %,0rkday.s ald pa itd hI( tII ys to1 the per i otd hci ing report ed

(2) Thle ,imotint of w.ges aind t ,! laries shi.i ] he reported for the
period when the employees actual y earned the money and niot when the money was
a(ctuaIll Iy paid. I I an error is detected in reporting the amount ot ea rfnlnigs ill

the proper report period, a i amended report should be suhbmitted. The FY total
salaries and wages (sum of 12 reports from October through September) should
reflect actual wages and1 salaries earned by Federal employees for the FY period
being reported.

(3) Give the total earnings for personal service to the NEAREST
WHOLE THOUSANDS OF DOLLARS.

(4) Wages and salaries include gross base pay, overtime, night
differential, cost of living allowances, station allowances, holiday pay, and
any retroactive pay, but EXCLUDE lump sum payments for annual leave.

(5) Earnings may be estimated on the basis of the number of
workdays in the period being reported.

(6) For agencies and employees included in the 11.S. budget, the
FY total should balance to OMB budget class object funds.

1). L ine 18, Luny Sum Pay ,ents"

(1) Show data for total lump sum payments (to the NEAREST WHOLE
THtOUSANDS OF D)OLLARS) for annual leave during the period reported.

(2) The amount of lump sum payments should he reported for the
period when the employees actually earned the money (i.e., when separated from
the Federal Government), and not when the money was actually paid. If an error
is det ecte(d i 1, rept )rt i fig the .imt)ilint of lump sum payments i if the proper report
per'iod, ant .innieii d report shotild he submitted. The FY total ItIimp slim pymients
(sum tit 12 rele ort t rlot ()Utt der tlhroiigh September) slhtould ret i t tiitj, l limp
sutir li.lyiretnit c; t. iit-t by Flederal ,'il, loyees totr the FIY pol ii living replotrted.

( ) Nottt t hitt limip stim 1 ityllrt'it ,i lit . ,it t) to b c il lt eld id in th it
I ' tiii on y iil and should NO)T ie ,itetdttt il the toutil tot w.ages int! sal.tries reptrted
i l I ilil( 17.

C. S I(7110) N Ill, "I't' NUVER"

I . (;tne ri I

.I. lh-it :;(-( t i ,-i ( I I i'., 19 through .!•8 (,v'%c , pe I I ll 'l .ctI l ls: thalt

revsuIl t Ill it i , it Ioir:, to), . ird i l .sseIs :; I Inf,, .I I AgeIni. t\1 ' :, '-, I k A(, I f At e'S., i oIs
('OIlS I:,it oI aI ( t i o i t o the i A gency 's woirkltim' antl i I 1t hIIIl, tt ti it v y fry trre t
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Ci(ployt'es wiho) have been lin eripay and/oitlr/tt iititV .status3. liic nature of act Loll
codes (NOACss) that ,3re IC r licurireIlt emf1lploye'es ii the 100 t1 200( series ire
.A(ce t.,-ionls. Att,'•lce sio s tilt ,ipjpiu lltmlierlt , I ii(i cii , I s.rvi(tp regi sters that

t.+Il-fI . lW t " IV, i( t Fe I i tt A"N lti "n l Al t l, t .,t,+ il - t ('liii) ap o n m n('s, Int

nnmtln t.l " tils SK ,, r i+, itI lul. iv -A h, i Sn i "t 53;l"g t , 11t33 s , th i (il )t jl15 Iy fi0 I It, •il -[It

te- uf t (fit lt , hItil, ',,ul I, iI riislei n , Iur, iultunhfi I,, th. slstl il:siiis, t furlog, hs,

). ,ichi tudrltlsver I dity, A dfs(ri hdi. iShla i1 , otelonw ist l I t's ci o thhroug

2't ), is ,tOI t , is l " u hy a gen t y' NIixs si lie list of NIIAV'11s 1'or tacl Ilne -,IS to
hte lPsei ONAlY ,'s r gutivhe in reporttig FeiferIl empl"nees. Some NUACs are in Mc 4ieat-
ed il seVeral . iies; AaENCIES SitOULId REVIEW THE I NDtIVInDUA tio E1PLYE''S SITUATION

AND REPORT TIlE EM'PILOYE'E IN TilE' APPROP I ATE LI NE(S) . The NOACs li sted for each
line are taken f romt FPM' Supp~lement 292- 1 (Ref erence i ) anti F-PIl Supplement
296n-33v Ireference (mI))-

c. Turnover data are to reflect accessions and separations having

EFFECTIVE DATES during the period covered.

2. Line Definitions of Section III

a. L, ine 1, "Total Accessions"

(1) Personnel actions during the period are being reported that
rthsult in adi t iona I employees to the Department or Agency's competitive or

:< intIe sevrv ices;, or SEN

(2 ) EXMP IYI)E siN ts ,itRhiRI the Agency or Department that are betceen
line l 11.3 t 1totls tha Iart below the Ageacy or Depa rtment level . Such sub-
,trg~i .attins wiI a teneraI Iv Lto those assignet a Central Peisoniel Data File
E(?PI)F CTIVncv sub-el emet cote hv the (tPll. S imiIarIy, that exci us ion covers
A 2t.icv Luh-organi tations that are fot identifiet in a CPDF; i.e., an Agency
ill:; Per'nl 15el gili .11 ,\llc' ctionh s XXIII), and has four sub-organi zatrions that
r yesuel in assdigti codes XXe I Itrough XXD4p. The t ollowr i g cxcIusions troi
rexeprt e se•es, totirtr ilitlI"

( EL i,'2tU tE s .'hi l:l-:N h the sAetn-t rga epnations; ethat h betweei

XXIIl |iit XXtO!

ii,. l tv,,lmlit ~I lhlltN ,, th,'u XVII. XX02, XX0fl, ,,i X\04.

AN) IoNrgniat)s ti e ov•e sl i tiIs inw lVI , or DepartlN ene S tII-
"liilntit. httiins li , int iift sgteIttll hetwethn Agnecd A that has been ass iget an

hAgilt, b the tt1 XXassignd a" AgvntV X tilit has ht'll assi giieft.a13 Agency code of XXO0.

(41 IrNeI.[I)NI: FINT EIWEt':N A;NIENp]-' whenl reorganrizations are,

itt 'tilcili I•. lws A Itt x(titviv, iithtr:, that shitI ft groups of eIjployees anti the
lilIn t Firl:; t 11eV pertirhil. Ic l sd e sh ifts bt, A• itptt , whte a -trg has betatintidlls aur,
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giving t lie authlioority (law or Exectiive order), date of change, number of
erup I 'i'e• t•,lii ed, ,l.it, the ntiiihi i ,oI tlie ,tlier Agency or Agen( ies involved.

() I NCILUI)IK ret urnls t o 41[t y I roon uii pAv stat us o f mo re than
•0 (lays.

To Ltal ac'ess ions include the toi l owi nri NUACs: 100, 101, 102,
101, 104, 107, 108, 112, 115, 117, 120, 122, 124, 128, 130, 1-32, 140, 141, 142,
14 , 1, 145, 146,, 147, 148 , 149, 15O, 151 , 153, 15'4, 15)5, 157, 170, 171 , 280 (when
return iig f rii rnoinpay status of more t harn 30 days), arnd 292 (when ret irni ng
t rom iflorpay st atiis of more than 30 days

1h. i ne 20, 'Trnstei s"

(1) Show data for employees who, without a break in service of one
fill[ workday, change from a position in one Agency to a position in another
Agency.

(2) Include mass transfers of employees between Agencies as a
result of transfer of functions. Include NOACs 130, 132, 145, 147, and 157;
and 100 and 101 when (both 100 and 101 are used with legal authority code(s)
(LAC(s)) K40, BKM, BBM, or V8L), and 102 and 103 when (both 102 and 103 are
used with the LAC of (JEM), (JGM),or (JJm)).

c. Line 21, "Total New Hires"

(1) Show data for new appointments of individuals who currently
are not Federal civilian employees. Include reinstatements based on prior
servi ce.

(2) Show data for appointments to positions in the competitive and
excepted services and the SES of accessions included in line 19 based on the
following NOACs: 100, 101, 102, 103, 104, 107, 108, 112, 115, 117, 120, 122,
124, 128, 140, 141, 142, 143, 146, 148, 149, 150, 151, 153, 154, 155, 170, and
171.

(3) EXCLUDE transfers arid employees exercising reemployment rights
(such as restorations) and returns to duty and placements in pay status (NOAC)
280.

,d. Li ne 22, "Access i('s to the .Competitive Service"

(1) Show t1.1 ta1 r irpersorrilel artions inc ilihed il line 19 th.at result
il thle Idditiol of emplIwoees to the competitive service of the Department or
Agrnc,. Inc ride Nfq(ACs: 100, 101, 102, 103, 107, 108, 112, 115, 117 (when used
wit i positionr occuipied code 1J, 120, 122, 124, 128, 130, (when used with posi-
tion o cupiet code 1), 132 (when used with position occupied code 1), 140, 141,
280, inl 2()2 (when ret urnring f rom nonpay status of more than '30 days and when

t rs i t li on occ pi ed (od, is I).

(2) I.X ILI).lbU -cssiLol1 to the excelpted service ind the SES. Note
t hit I t r1 1 1 milnus I ,i 22 .shou ild be total 'I ccess iois to the excipted service
.nil the SFIS.

C . Line -12i, "New lthre:, to the C.oiipetitive Service"

'1-1



1) Sh,,, data for appointme'nts to positions in the umpetitiwe

service based on the following NiACs: 100, 101, 102, 103, 107, 108, 112,
115, 117 (when used with position occupied (ode 1), 120, 122, 124, 128, 140,
ajd 141.

I2) lu I ljdr emplo oymient at ter ( imiit it ion wit L othtiers for the same
position thriugh .A (iivil s'ervitp register o)r under tivil service recruiting

aut hiori ty.

( ) In( luhde -is,, reinlstatements.

(4) Note that line 23 EXCLUDES cunrVersions, transfers, restorations,
reelmplVilieits, rcturns to dluty, pii (elliements in pay statuis, new hiries and accessions

to the exce'tepd service and to the SES". Line 21 minusiii line 23 should be total new
hires to the e.xciiitvet, service and to the SES.

L. 1, ine 24, "U.S. Cit izens"

Show data for accessions of persons included in line 19 who are
U.S. citizens, regardless of their place of permanent residence.

g. Line 25,'"Total Separations"

(1) Show data for personnel actions during the period being reported
that result in the loss of employees from the workforce of the Department or
Agency.

(2) EXCLUDE shifts within the Agency or Department that are between
ANY organizations that are below the Agency or Department level. Such sub-
organizations generally will be those assigned a CPDF Agency sub-element code
by the OFM. Similarly, that exclusion covers Agency sub-organizations that are
not identified in CPDF; i.e., an Agency has been assigned an Agency code of XXOO.
That Agency has four sub-organizations that have been assigned a code of XXOI
through XX04. The following exclusions from reporting turnover apply:

(a) Movement between two sub-organizations; e.g., between
XXO1 and XXO2.

(b) MIovemient between two units WI'THlIN a sub-organization;
i.e., mowvment WITHIN either XXOI, XX02, XX03, or XX04.

(3) INCLUDE employee shifts involving ONLY Agencies and/or Depart-
mernts. [or example, include shiIts betw.en Agency A that has been assigned an
Agency colde of AAOO and Agency X that has been assigned an Agency code of XXOO0

(4) INC(LI,13E SHIFT'S •L'ITWEEN A(GENC IES:S when re(organizations are
etfected by laws or Executive orders that shift groups of employees and the
Ilimtl n is they pertorm. Please fout note reports when such reorgalniiittions

occur, giving the authority (law or Executive order), date of change, number
of employees lost, and the name of the other Agency or Agencies involved.

(5iI NCLUUDE placemenit. in llpay stiatus or more than 30 days.

(t0) Count All sihiaraitiris on th le ,lay I(TI.I.WI NG the (effective' dlate
"ofI ,•tion. etau•' separaition in e'let, tive it iinlilight, an empl(yee is not

dropped Iromr the r lIs oIf the Ag•e(v until th,' lt next 'yiv. For eXaimple, if in
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tmpl yIee resigns on September 30 and the report date is also September 30,
a id she refm.iins on the rolls of the Agency through midnight on the 30th. The
employee is dropped from the Agency's rolls on the next (Jay, October 1st. The
employee in this example would be reported in the appropriate lines of Sections
1, 11, and IV of the September report and the separation report for the employee
would be reported in Section III of the following month's report (October report).
Agencies should avoid double counting of the same employee as a separation. For
example, it an employee is on extended LWOP and counted as a separation, the
employee should NOT be counted again if the employee resigns or is terminated
without returning to duty.

(7) Include the following actions as separations for periods
scheduled for, or that actually exceed, 30 calendar days; i.e., extended
LWOP, suspension, furlough, or placement in nonpay status.

(8) Employees who are on leave with pay pending separation by
either disability or optional retirement are to be counted as a separation
ONLY when eventually separated by disability or optional retirement.

(9) Transfers require special attention. To safeguard employee
rights, the practice is that a "separation" SF 50 is not prepared by an employee
who transfers to another Agency until an "accession" SF 50 is received by the
losing office that continues to report that person in total employment. Those
procedures can result in the employee being reported in both Agencies' total
employment for the same month. On the SF 113-A, the losing Agency should exclude
transfers from line I as soon as they cease to be paid by the losing Agency,
even though that Agency may not have received an "accession" SF 50 by the time
the SF 113-A report is prepared. Under those procedures for handling transfers,
a system check should be built into automated systems to prevent a break in
service.

(10) Total separations include the following NOACs: 300, 301, 302,
303, 304, 312, 317, 330, 350, 351, 352, 353, 354, 355, 356, 357, 385, 386, and
473. ý'hen in nonpay status for more than 30 days, the following 430, 450, 452,
460, and 472.

h. Line 26, "Transfers-Separations"

Show data for employees who, without a break in service of one full
workday, change from a position in one Agency to a position in another Agency.
Include mass transfers of employees between Agencies as a result of transfer
of tfnctions, NOAC 352, except with the LAC of PZM and ZPM.

i. Line 27, "Quits"

(1) Show data for voluntary resignations by employee or separation
by Agency if employee declines new assignment (decision not to accept a new job),
abandons position (left the job), joins military, or fails to return from mili-
tary furlough.

(2) EXCLUDE resignations due to RIF or instead of adverse action.

(3) EXCLUDE retirements and deaths.

4-11



(4) Quits include NOAC and/or LAC combinations, as tollows:
312/RPR, 312/RWM, 312/RXM, 317/RPM, :317/RUM, 330/C7M, 351, 353, 356/USM,
356/UTh, 356/VAJ, 356/VI.J, 356/VJIJ, and 356/V2J.

. Line 28, "U.S. Citizens

Show data for separations of persons included in line 25 who art
U.S. citizens regardless of their place of permanent residence.

1). SECTION IV,_ "EMPLOYMENT CEILING DATA"

1. General

a. That section (lines 29 through 31) relates to employment ceiling-
related intormation. The figures reflected in that section shall NOT be used
(unless otherwise indicated by the OMB) for controlling employment, but are
intended only to reflect headcount of employment related to ceilings. For
most Executive branch Agencies, employment control shall be tracked on a work-
year basis. Agencies that are not subject to Presidential employment ceiling
limitations are to report employment data (in Section IV of the SF 113-A) as
if they had been assigned a ceiling; for those latter Agencies, employment,
and payroll in that section shall correspond to those reported in Section I
lines 1, 5, and the sum of lines 17 and 18, if there are no ceiling exempt
employees, as listed in subparagraphs D.l.b.(1) through D.5.f.(2), below.

b. All data in that section EXCLUDE employment and payroll of employees
exempt from the President's ceiling control, as listed in subparagraphs D.l.b.(1)
through D.l.b.(5), below:

(1) Summer aids appointed under 5 CFR 213.3102(v) (reference (d)).

(2) The Stay-in-School Program, employees appointed under 5 CFR
213.3102(w) (reference (e)).

(3) The Federal Junior Fellowship Program, employees appointed
under 5 CFR 213.3201(f) (reference (f)).

(4) Persons in the W-TO Program who are in developmental jobs (for
a 12-month period from date of appointment), who were selected from the W-TO
register, appointed under the VRA authority, or appointed under the W-TO-TAPER
authorization. (See FPM Letter 713-33 (reference (k)), FPM Letter 316-16 (refer-
ence (1)), or FPM chapter 720 (reference (m)).

(5) Those employees covered by any official exemptions granted by
the OMB.

c. Exclude from the employment and payroll lines employees on LWOP,
furlough, or suspension whose absence actually exceeds or is scheduled to
exceed 30 calendar days.

d. Exclude also employees on leave with pay pending separation by
disability retirement who meet both the following criteria:

(1) Their application for disability retirement has been approved

by the OPM.
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(2) The ir use ol sick leave at Ler approval date actIa I lly exceeds,
or is scheduled to ex( ved (a1 1 ellda r ,lays.

et. Ex I ude employees onI leave with pay pending separat ion by opt ional
retirement who meet all live of the following criteria:

(1) Employee has to retire because of ill health.

(2) Employee is on sick leave and the employing Agency has received
a licensed physician's certificate covering the entire period for which the
employee has requested sick leave.

(3) Employee meets age and service requirements for optional
requi rement.

(4) SF 2801, "Application for Immediate Retirement," package has
been submitted for retirement to become effective when sick leave expires.

(5) The employee's use of sick leave after approval date exceeds
or is scheduled to exceed 30 calendar days.

f. Exclude employees who receive on-the-job injury or illness and meet
the following criteria:

(1) Approval for worker's compensation has been received from the
Department of Labor (DOL).

(2) Use of sick leave after approval date exceeds or is scheduled
to exceed 30 calendar days.

2. Line Definitions of SectionIV

a. Line 29, "Total CeilingEmp loyment." Show total number of employees
covered by the President's employment ceiling as of the report date; i.e., line I
EXCLUDING persons in nonceiling programs and other OMB-approved exemptions.

b. Line 30, "Full-time with Permanent Appointments"

(1) Those employees related to employment ceilings included in line
29 who are full-time with permanent appointments are in tenure group I or 2:

(a) Tenure Group I

1 COMPETITIVE SERVICE. Tenure group I includes employees
serving under career appointments who either have completed initial appointment
probation or a-e not required to serve initial appointment probation.

2 EXCEPTED SERVICE. Tenure group I includes employees
whose appointment carries no restriction or condition such as conditional,
indefinite, or specific time limitation or trial period.

(b) Tenure Group 2



I COMPE'T:ITIVE SERVICE. Tenure group 2 includes employees
serving under career-conditional appointmelits, andi career employees serving

initial appointment probat ion.

2 EXChEP'EI) SERVI'CE. Tenure group 2 inuli des employee.5
who are serving trial periods, or whose tenure is equivalentt to career-condilionoai
tenure in the competitive service in Agencies that use that type of appoinr tment
system. Includes all SES employees except those serving under "limit]ted term" or
"lifimitedl emergency" appointments.

(2) Line 5 minus line '30 therefore gives full-time nonceiling-
relate'd employees with permanent appointments.

(3) Under that report only, "permanerit appointments" consist of
tenure groups 1, 2, and all SES employees except those serving under "limited
term" or "limited emergency" appointments. "Temporary and indefinite appoint-
ments" consist of all other employees.

c. Line 31, "Total Payroll to Ceiling Employees"

(1) Show the total wages and salaries earned and lump sum payments
to all ceiling-related employees (including those who are separated during the
report period) for workdays and paid holidays for the period being reported.

(2) The amount of wages and salaries and lump sum payments should
be reported for the period when the employees actually earned the money and not
when the money was actually paid. If an error is detected in reporting the
payroll amount (total wages and salaries and lump sum payments) in the proper
report period, an amended report should be submitted. The FY total payroll
(sum of 12 reports from October through September) to ceiling-related employees
should reflect actual wages and salaries and lump sum payments earned for the
FY period being reported.

(3) Show the total payroll figures to NEAREST WHOLE THOUSANDS OF
DOLLARS.

(4) Line 31 is a subset of lines 17 and 18. The sum of lines 17
and 18 minus line 31 gives total payroll for nonceiling employees.
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SUPPLEMENT I 'TO SF 113-A,
"NUMBER OF INDIRECT HI RE EMPLOYEES

AND REILATEI) PAYROLLS"

DoD) Cnomponent: Moith and Year:

Number of Wages anid Salaries
Emnp l oyees Earned Durinug

Country::" End of Month: Month-:

Germany $

Japan

Korea

United Kingdom

Total:

List each country in alphabetical sequence
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EDITS FOR ENTRIES ON SF 113-A, "MONTHLY REPORT OF FEDERAL CIVILIAN
EMPLOYMENT"

A. Listedl in Section B., below, are basic mechanical edits that each Agency
should perform to ensure accuracy of SF 113-A report entries. Additionally,
logical checks should be made to ensure that all entries are reasonable.

B. Edits applicable to SF 113-A:

1. Check to see that SF 113-A is signed by the person responsible for the
report and is completely filled out, although items for which there are no
entries should be left blank. There should be no negative numbers in any cell.

2. The sum of columns B, C, D, and E should always equal the figure for
column A. The sum of columns B and C should reflect data for employment over-
seas, and the sum of columns D and E should reflect data for employment in the
United States.

3. Each of the lines 2 through 15 should be less than or equal to line I
in each column.

4. The total of the figures on lines 3, 6, and 8 should always equal the
figure on line 1 in each column.

5. Line 4 should be less than or equal to line 2 in each column.

6. Line 4 should be less than or equal to line 3 in each column.

7. Line 5 should be less than or equal to line 3 in each column.

8. Line 5 should be less than or equal to the sum of lines 10 and 12 in
each column.

9. Line 5 minus line 30 should be less than or equal to the difference of
line I minus line 29 in each column.

10. Line 7 should be less than or equal to line 6 in each column.

11. The sum of lines 5 and 7 should be less than or equal to the sum of
lines 10 and 12 in each column.

12. If line I minus line 3 is equal to zero, then line 3 minus line 5 should
be equal to line 1 minus the sum of lines 10 and 12 in each column.

13. If line I minus line 3 is greater than zero, then line 3 minus line 5
should be less than or equal to line I minus the sum of lines 10 and 12 in each
Co timn.

14. If line I minus line 3 is greater than zero, then line 6 minus line 7
should he less than or equal to line I minus the sum of lines 10 and 12 in each
co I umn.

15. Lines 9 and II should add to line I in each (-olumn.

lb. Line 10 should be less than or equal to line 9 in each column.

0- I



17. 1.jine 12 shoulI 1( ' less than or equa 1 to I 1114' 11 in ctl( ,i (ol uniI.

18. 'h'l'h total of f igures oil lines 14 and 15 should always equal the fiJgi re.
oin line I ill each columfi .

H . Lachh of the' ille 4l 11) through 24 shotitld to' less than or cqoit l t,, I 1t)' I
ill eachI Co I IIuII.

20. Each ol the lines 20 through 24 should he less than or eqtiil to linie 19
in each Co IIIIIIIo .

21 . The siumi o I lira's 20 and 21 should be less than or equal to I ille P) it,

each co I umn.

22. L.i ne 23 should he less than or equal to I ine 21 in each ColIuilrr.

23. Each of the Iei [es 26 through 28 should bev less than or equIa I to I 1ir' 25
in each column.

24. The sum of lines 26 and 27 should be less than or equal to line 25 in
each column.

25. Line 22 should be less than or equal to line 9 in each column.

26. Line 23 should be less than or equal to line 22 in each column.

27. Line 19 minus line 22 should be less than or equal to line 11 in each
column.

28. Line 24 should be less than or equal to line 14 in each column.

29. Line 29 should be less than or equal to line I in each column.

W0. , ine 30 should be less than or equal to line 29 in each colluin.

11 l. i ne 30 shou Il d he less than or equa I t o Iine 5 in eacch coluimni.

.2 1. 1 ne 30 shoI141 he less than or equa 1 to line 3 in each column.

33. Line 31 should be less than or equal to the sum of lines 17 and 18 ill
each collimt.

54 . (1. " l in' 1) n uts Illne 24) min s ( line 25 mi tils line, 28) shunld 1 to' less
th.in (Jr v111.1I to4 1 I ll e.1 Onrt coIilinll.

V). I I ie' I equa Is li ne' 2) thhen the stun oI I lIIles I ainl 18 should cii. I
I lire iI in evach )olumn.

10. It I mI, I equals Iine 29, then line ' :;hollld ,,equal line M0 iii ech
('*0 Ii IItlll

11. If the sum l of lines Ii and 18 e'qual 1s ill' 3I, then lire I shouIdII equill
I I 4' ,' ill vach (o<]umn.
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3,. I fI I n, ) equaii , Iit ( ), tthent I Iin' 29 sholt Id he I e'ss t han "r ejna I t o
I ilt, I I il e. Ii c Il ln .

S Thin (I I I iv t'r nti' I I i it(' 2I 1 fc m lil n .• 1 I no 2 , t1 iitI1 l)w I t lo an i t ', - 11 t I

40t . i , ittr( ' 2, I Iinr tisii s Ioir II Is' 2.l h e s tle s th I ' pal ttI til' 11 if' ti

41. L.ne 18 shouldt II l ,'I.':ss ithat ()V e'qti I to linte 1i/ in "(t. h o 10111,

42. T'hle sumt ofI lines 1(0 and 12 minus thWe sum t I o lit's 9 arnl 7 should he' less

thant or' t'qlA I t o I IltH' 8 II each cOltlIio.

43. (l.ine I minus the sum of lines 10 and 12) minus (line 6 minus Intoe e )

minus (line 3 minus line 5) should be less than or equal to line 8 in each
column; i.e., the sum of lilies 1, 5, and 7 minus the sum of lines 3, 6, 10,
and 12 should he less than or equal to line 8 in each column.

44. Check to see if the payroll figures are rounded to the nearest thousands
of dollars.

45. Last. month's total employment (line 1) plus last month's total inter-
mittent not working (line 16) minus current month's total intermittents not
working (line 16) plus current month's accessions (line 19) minus current
month's separations (line 25) should be the current end-of-month employment

(line 1). Check that for each column.

46. If an Agency never has any noncitizens (i.e., line 15 is 0), then lire
19 shou ld e'qual line 24 and line 25 should equal line 28 in each column

47. ('h(( k a.ita it eat( It Ii ie of the current month' s report aga itst the

prevtous month's report lfor sizeable changes.

It if (ht' k i rg t he tlrit' int and previ ous monith s line i teems , che k each
olimit t()ir shifts in persintitl in each geographic location.

49. Direct hire nati onals overseas have excepted appointment since they are
.At)0)1ntt.ed without regard tLo comp)etitiv' requirements in accordance with the
.t lthliity iuvidt'd ill 5 Cf'R F 'tart 8 (reltrenice n). Therefore, direct hirte

lit itt1.il1 )vt'l :- .. i I. ,,lul, l it , ,t .App,, t' I ii (,i tpet I t ivv' I Irnes 9, 10), 22, A nI 23.

" I tit t :I,, t v, , l, I lItI n , I t .•l.Is t I r tl,, o I s -titit t lt gvll , rhich A .t tir 'e e t ed u dttr -

.q lit ., I rl( A ( umm, I A I -I t',(,.,i m .And Statv--in-Sthb"", tPr,)gr~m) and,, .thv.dulv, h
(F-(.,,.).l W ulli,.i W' hl,,,:hip Prig,.mi), Art,+ c'xvmtt fr'om emp)loyment Leilings .Andt
ýJ.h,> d l 'l • t .app),.ar III the' k<m('tPP ltivr ltines:> ( 1 0t , 22, and 23 nor thv' v'mtl()mentt
t(C ,illf '. Iille'• _2u thr,)yulh il

5 .1 t-,P I ,)ll'., Iit oe ,t, ( l, lit(utat t I ,d)s)' t(,t A 12-1,i ti i h per i od I r()mi date, of atptp 1iit-

Iliieni Iit tl it th,' - F-() P, l ,gt Ail,! II ot t "mp,, et ItIvv ( II in( 9 ori lI lt(' 10 , ais ap~prot) - at u ) anlid

rit' t';,'ntit lj t I i ('it eti I vnl l t)v li t iVII I gs. uitI sttiu I id i t ipprI t, I il t he exc 'pt('d I I i's

I11 I flý,,t it Ithe cgill, ,v II, lit r I 1 .1) l, 1 <1 29 tI, 4)ugh i I .

:) ' [ lit, 1 1 1 1 I 1Tit I' V i , I,' liiI!lltf" . 1 " 111 1'tl l \ , , + e'x e lllip t ft <illl t,,f. ,,I i ,'



)1. Line I minrus line 2 gives the total number of employees occupying
templporary positions. Line 3 minus line 4 gives the total number of full-time
,'pI oveeos i n temporary posit ions.

i4. Subt racting full-time employees in temporary positionis (line S iiiinus
line 4) from total employees occupying temporary positions (line I minus line
2) provides the number ot part-time and intermittent employees in temporary
p Is 1 t toSn

55. The sum of lines 17 and 18 minus line 31 gives the payroll for the
employees exempt from personnel ceilings.

56. Line 5 minus line 30 should be the number of full-time with permanent
appointment employees exempt from ceiling.

57. Line 2 minus line 4 gives the number of employees who have part-time
and intermittent work schedules and occupy permanent positions.

58. It line 5 is greater than line 4, there are employees with permanent
appointments occupying temporary positions.

59. If line 5 is less than line 4, there are employees with temporary and
indefinite appointments occupying permanent positions.

60. Line 3 minus line 5 gives the number of employees who are full-time with
other than permanent appointments (e.g., temporary, indefinite, and limited).

61. Line 9 minus line 10 gives the number of employees in the competitive
service with temporary and indefinite appointments who are full-time with other
than permanent appointments (e.g., temporary, indefinite, limiced).

62. Line 11 minus line 12 gives the total number of employees with temporary
and indefinite appointments in the excepted service and the SES.

63. Line 10 plus Line 12 gives the total number of employees with permanent
appointments.

64. The sum of lines 10 and 12 minus the sum of lines 5 and 7 gives the
number of intermittent employees with permanent appointments.

65. Line I minus the sum of lines 10 and 12 gives the total number of
employees with other than permanent appointments.

60. Line 6 minuts liine 7 gives the number of part-time employees with other
than pwrmunient appointments.

67. line I minus line 13 gives the number of employees in pay systems other
than wage system.

bm. Note that employees in line 16 should NOT he included in lines I through
15, 17, 18, and 29 through 31; include them in lines 19 through 28, as appropriate.

69. It an , Agency's employment is entirely in excepted service; i.e., the U.S.
Postal Service ( LSIST), th ien no data should appear in the co•, ltit iv lines 9, 10,
22, arid Z .

6-4
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70. L.ine 19 milus tOe s.um of lines 20 and 21 gives the total numher of
aC'(.eSioI.S ((.g ., rtstolat lors ind. f retlirns to duty) that are not tr.atrners,

aL'Ceess-iOIS, Or 1IeW hires.

71 . Line 25 Ininus the sum of tines 26 and 27 gives Lire total number of
separations (e.g. , retiremnents , deaths, and discharges, etcc.) that are not
transfers, separations, or quits.

72. Line 19 minus I ine 22 gives the total number of accessions to excepted
service and the SES.

73. Line 21 minus line 23 gives the total number of new hires to excepted
service and the SES.

74. Line 19 minus line 24 gives the total number of noncitizen accessions.

75. Line 25 minus line 28 gives the total number of noncitizen separations.

76. Line 17 divided by line I should give a reasonable average salary per
employee.

77. The sum of lines 17 and 18 minus line 31 divided by the difference of
lines 1 and 29 should give a reasonable average salary per person for those
who are exempt from ceilings.

78. Line 31 divided by line 29 should give a reasonable average salary per
employee for those who are subject to ceiling.

79. Each Agency should check each line of their organizational sub-element
(or bureau) reports to make sure each line adds to the Agency summary report
for each column.

80. Each Agency should apply additional mechanical and logical edits when
possible based on any special workforce characteristics and known sizeable
changes.

81. Each automated Agency should establish additional computer edits within
its internal system so as to ensure that .he data are being reported correctly.



Sop 11, 89
7730.18 (Encl 7)

SAMPI'LE AGENtCY CO}NTACAT NO}I F-ICATI{)N IETTER

Agency Name:
Agency Address:
b}.1t e :

Washington Ilae1dquarters Servi is
Directorate or Infiorm.itit on U)perations

anrid Reports
1215 Jetterson Davis tifghway, Suit(- 1204
Arlington, Virginia 22202-4302

As requested, the tollowing persons are responsible for this organ za tion's
SF 113-A, "Monthly Report of Federal Civilian Employment:"

Commercial Commercial
Supervisory official or AUTOVON or AUTOVON
primarily responsible phone phone
for Agency-wide report (indicate Working-level (indicate
(not sub-element reports) which) contact which)

Those staff members should be able to answer any questions you would have on the
SF 113-A report.

(Director of Personnel)

NOTE: Each Agency should regularly notifv W•IS, using the format of this
figure, of any changes in personnel responsible for the SF ll3-A
report.

i-I
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ILLUSTRATIVE EXAMPLE FOR PROVIDING DATA IN COMPLIANCE WIT'1 P.I1. 9_5-437,
"HIF FEI)KRAI. EMPOIYEES PART-TIME CAREER EMPI.OYMENT ACT OF 1978"'':

A. I)epA rtment oJr Agency:

B. Report month and yealr:

C. Employment coverIag,:

I). Itemr number

1. "f'otal Ceiling Employment" (line 29 of the SF 113-A),
as of September 30, I, )

2. Part-time permanent employment included in line 29
("Total Ceiling Employment") of the SF 113-A, as of
September 30, 19)

3. "Total Ceiling Employment" minus part-time permanent
employment (item I minus item 2 above).

4. Fractional counting of part-time permanent employment
in subsection D.2., above.

5. "Total Ceiling Employment," in compliance with
P.L. 95-437 (reference (h)) (item 3 plus item 4).

a. This report is to reflect Agency-level coverage. Bureau or sub-
organization reports are not required.

b. For OMB employment ceiling reporting purposes, "part-time permanent
employees" are defined as those part-time employees (regardless of scheduled
workweek) with tenure codes I and 2, and all part-time SES employees except
those serving under "limited term" or "limited emergency" appointments.

Reterence (o)

8-1



DEPARTMENT OF DEFENSE

DIRECTIVES SYSTEM TRANSMITTAL
INUMBER DATE DISTRIBUTION

7730.18, Change 1 May 3, 1991 7000 series
ATTACHMENTS

None

INSTRUCTIONS FOR RECIPIENTS

The following page change to DoD Instruction 7730.18, "Recurring Reports of Civilian
Employment and Payroll," September 11, 1989, is authorized:

PAGE CHANGE

Remove: Page 2-1.
Insert: Attached replacement page.

Changes appear on pages 2-1 and are indicated by three marginal asterisks.

EFFECTIVE DATE

The above changes are effective immediately.

J S L. ELMER
irector

C Cororrespondence and Directives

Attachment: 1 page

WHEN PRESCRIBED ACTION HAS BEEN TAKEN, THIS TRANSMITTAL SHOULD BE FILED WITH THE BASIC DOCUMENT

SD Form 106-1, MAR 84 -=:' oJs EDIT o'• .E •SOF- ,-



May 3, 91#
7730.18 (Encl 2)

LIST OF OPM CODES FOR USE
IN SF 113-A SERIES REPORTS

OPM Code DoD Components

A. AROO Department of the Army
B. NVOO Department of the Navy
C. AFOO Department of the Air Force
D. DD03 Defense Nuclear Agency (DNA)
E. DD07 Defense Logistics Agency (DLA)
F. DDIO Defense Contract Audit Agency (DCAA)
G. DDII Defense Mapping Agency (DMA)
H. DD12 Defense Investigative Service (DIS)
I. DD15 Uniformed Services university of the Health

Sciences (USUHS)
J. DD16 Department of Defense Dependents Schools (DoDDS)
K. DD26 Office of the inspector General of the Department

of Defense (IG, DOD)
L. DD32 On-Site Inspection Agency (OSIA)

*M. DD35 Defense Finance and Accounting Service (DFAS)

*N. DD01:
1. Office of the Secretary of Defense (OSD)
2. Joint Chiefs of Staff (JCS)*
3. Defense Security Assistance Agency (DSAA)*
4. U. S. Court of Military Appeals*
5. American Forces Information Services (AFIS)*
6. Defense Advanced Research Reports Agency (DARPA)*
7. Office of Civilian Health and Medical Program

of the Uniformed Services (OCHAMPUS)*
8. Defense Medical Support Activity (DMSA)*
9. Washington Headquarters Services (WHS)*

10. Office of Economic Adjustment (OEA)*
11. Defense Legal Services Agency (DLSA)*
12. Strategic Defense Initiative Organization (SDIO)*
13. Defense Technology Security Administration (DTSA)*

*0. DD04:
1. Defense Communications Agency (DCA)
2. Joint Tactical Command, Control, and Communications

Agency (JTC3A)**

*Serviced by WHS
"**Serviced by DCA

,First Amendment (Ch 1, 5/3/'1)
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DEPARTMENT OF DEFENSE ,"i,

DIRECTIVES SYSTEM TRANSMITTAL
NUMBER IDATE DISTRIBUTION

7730.18, Change 2 November 14, 1991 7000 series

ATTACHMENTS

Page 2-1

INSTRUCTIONS FOR RECIPIENTS

The following page change to DoD Instruction 7730.18, "Recurring Reports of Civilian
Employment and Payrolls," Septmber 11, 1989, is authorized:

PAGE CHANGE

Remove: Page 2-1

Insert: Attached replacement page

Changes appear on page 2-1 and are indicated by marginal asterisks.

EFFECTIVE DATE

The above changes are effective immediately.

MES L. LE
irector

Correspondence and Directives

WHEN PRESCRIBED ACTION HAS BEEN TAKEN, THIS TRANSMITTAL SHOULD BE FILED WITH THE BASIC DOCUMENT

SD Form 106-1, MAR 84 - ,t,. .... ) t, , ,, t t



7730.18 (En'1l 2)

I ISS OFOPM COD S_ [OR_ USE

.NS[1-13 -A _S I RI i S__ REPORTS

OPM Code DoD Componentts

A. ARO0 Department of the Army
B. NVOO Department of the Navy
C. AFO0 Department of the Air Force
D. DD03 Defense Nuclear Agency (DNA)
E. DD07 Defense Logistics Agency (DLA)
F. DDIO Defense Contract Audit Agency (DCAA)
G. DDII Defense Mapping Agency (DMA)
H. DD12 Defense Investigative Service (DIS)
1. DD15 Uniformed Services University of the Health

Sciences (USUHS)
J. DD16 Department of Defense Dependents Schools (DoDDS)
K. DD26 Office of the Inspector General of the Department

of Defense (IG,DOD)
L. DD32 On-Site Inspection Agency (OSIA)

* M. DD34 Defense Commissary Agency (DeCA)
* N. DD35 Defense Finance and Accounting Service (DFAS)

0. DDO1:
1. Office of the Secretary of Defense (OSD)
2. Joint Chiefs of Staff (JCS)*
3. Defense Security Assistance Agency (DSAA)*
4. U.S. Court of Military Appeals*
5. American Forces Information Service (AFIS)*
6. Defense Advanced Research Projects Agency (DARPA)*
7. Office of Civilian Health and Medical Program

of the Uniformed Services (OCHAMPUS)*
8. Defense Medical Support Activity (DMSA)*
9. Washington Headquarters Services (WHS)*

10. Office of Economic Adjustment (OEA)*
11. Defense Legal Services Agency (DLSA)*
12. Strategic Defense Initiative Organization (SDIO)*
13. Defense Technology Security Administration (DTSA)*

P. DD04:
1. Defense Information Systems Agency (DISA)
2. Joint Tactical Command, Control, and Communications

Agency (JTC 3A)**

*Serviced by WHS
"**Serviced by DISA

#Seco'+nd Attionrdmi, itl ( Ch 2 , I I/ 14/9 1 2-1



DEPARTMENT OF DEFENSE

DIRECTIVES SYSTEM TRANSMITTAL
NUMBER DATE DISTRIBUTION

7730.18, Change 3 July 10, 1992 7000 Series
ATTACHMENTS

Pages 2-1&2-2

INSTRUCTIONS FOR RECIPIENTS

The following pen and page changes to DoD Instruction 7730.18, "Recurring Reports of
Civilian Employment and Payrolls," September 11, 1989, are authorized:

PAGE CHANGE

Remove: Page 2-1
Insert: Attached replacement page 2-1 and new page 2-2

A change appears on page 2-1 and is indicated by marginal asterisks.

PEN CHANGES

Page 4-3
After Subparagraph A.2.a.(8)(d), add a new subparagraph, "(e) Participants in the

Cooperative Education Program (Co-op)."

Page 4-12
After Subparagraph D.1.b.(4), add a new subparagraph, "(5) Participants in the

Cooperative Education Program (Co-op)." and renumber old subparagraph "(5)" to "(6)"

EFFECTIVE DATE

The above changes are effective immediately.

MMlES L. ELMER
irector

Correspondence and Directives

WHEN PRESCRIBED ACTION HAS BEEN TAKEN, THIS TRANSMITTAL SHOULD BE FILED WITH THE BASIC DOCUMENT

SD Form 106-1, MAR 84 -'J'n! r r A•E OSSOLfT'



Sep 11 , 89i;
7730.18 (Encl 2)

LIST OF OPM CODES FOR USE
IN SF 113-A SERIES REPORTS

OPM Code DoD Components

A. ARO0 Department of the Army
B. NVOO Department of the Navy
C. AFOO Department of the Air Force
D. DD03 Defense Nuclear Agency (DNA)
E. DD07 Defense Logistics Agency (DLA)
F. DD1O Defense Contract Audit Agency (DCAA)
G. DDII Defense Mapping Agency (DMA)
H. DD12 Defense Investigative Service (DIS)
I. DD15 Uniformed Services University of the Health

Sciences (USUHS)
J. DD16 Department of Defense Dependents Schools (DoDDS)
K. DD26 Office of the Inspector General of the Department

of Defense (IG,DOD)
L. DD32 On-Site Inspection Agency (OSIA)
M. DD34 Defense Commissary Agency (DeCA)
N. DD35 Defense Finance and Accounting Service (DFAS)

0. DDO:
1. Office of the Secretary of Defense (OSD)
2. Joint Chiefs of Staff (JCS)*
3. Defense Security Assistance Agency (DSAA)*
4. U.S. Court of Military Appeals*
5. American Forces Information Service (AFIS)*
6. Defense Advanced Research Projects Agency (DARPA)*
7. Office of Civilian Health and Medical Program

of the Uniformed Services (OCHAMPUS)*
8. Defense Medical Support Activity (DMSA)*
9. Washington Headquarters Services (WHS)*
10. Office of Economic Adjustment (OEA)*
11. Defense Legal Services Agency (DLSA)*
12. Strategic Defense Initiative Organization (SDIO)*
13. Defense Technology Security Administration (DTSA)*

P. DD04:
1. Defense Information Systems Agency (DISA)
2. Joint Tactical Command, Control, and Communications

Agency (JTC3A)**

PThird Amendment (Ch 3, 7/10/92)
2-1



July 10, 1992
7730.18 (Encl 2)

Q. Defense Support Activities:
DD37 Defense Analysis and Studies Office***
DD38 Defense Installations Support Office***
DD39 Defense Environment Support Office***
DD40 Defense Logistics Support Office***
DD41 Defense Manpower Data Center***
DD42 Defense Procurement Support. Office***
DD43 Defense Procurement Resources Support Office***
DD44 Defense Productivity Program Office** -
DD45 Defense Systems and Programs Office****
DD46 Defense Technology Analysis Office***
DD47 Defense Training and Performance Data Center**
DD48 Defense Civilian Personnel Systems Center****
DD49 Vulnerability and Analysis Branch, Military**

Studies and Analysis Division, Joint Data
Systems Support Center, DISA

DD5O Management Support Center***
DD51 Total Quality Management Support Office***
DD52 Management Systems Support Office***

*Serviced by WHS
"**Serviced by DISA

***Serviced by DLA
****Serviced by DFAS

#Third Amendment (Ch 3, 7/10/92) '-


