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RAMPS TRANSACTION GUIDE

CHAPTER 1

PURPOSE

The purpose of this guide is to provide information and instructions to
Transactions Specialists and other members of HR, so that they understand the
Revised Automated Manpower and Personnel System (RAMPS). In addition to this
guide, Transaction Specialists should avail themselves of the services of USER
HELP, in HR/WPRS/PS, for specific cases.

DEFINITIONS

USER HELP: provides answers to questions regarding RAMPS input or
processing procedures. USER HELP also produces reports such as Special Staffing
Patterns, lists of employees in certain position backstops etc. USER HELP is
located in Room 1132, SA-1, the Phone Number is 663-3895. Personnelists are
urged to come to, or call USER HELP any time there is a question regarding RAMPS.

TRANSACTION: A transaction is a document used as a source for input of
information into RAMPS. Transactions must be delivered to the Transaction
Incoming Box, located in Room 1135, SA-1 for processing. If special handling is
required, such as a group of identical transactions that must be input in a
special manner, notify HR/WPRS/PS as early as possible, so that your requirement
can be analyzed and perhaps we can make your and our tasks easier.

TRANSACTIONS SPECIALISTS: A Transactions Specialist is an employée of HR
who is responsible for preparing RAMPS transactions for computer processing.
Transaction Specialists are designated by the appropriate supervisor who also
determines the types of transactions the Specialist will prepare.

ORIGIN CODE: An ORIGIN CODE is a two-digit number assigned to each
Transaction Specialist. The Transaction Specialist must place his/her Origin
Code on EACH Transaction. It is used as a rYouting indicator so that computer
outputs can be properly routed back to the Originating Transaction Specialist.

RAMPS DAILY PROCESSING CYCLE: Transactions are input based on the time they
are received in HR/WPRS/PS. If a Transaction reaches HR/WPRS/PS by 4:00 P.M.,
normally it will be transmitted to, and processed by, the computer that evening.
Resulting computer outputs are then transmitted back to HR/WPRS/PS that night.
The following morning HR/WPRS/PS will review and distribute computer outputs,
along with the input documents to the originating Transaction Specialist.



The Daily Processing Outputs consist of:

1. The Transaction Error Listing

2. Notifications of Personnel Action (SF-50's)

3. Employee Date Records Prints (EDRs) when
requested via PER-41

TRANSACTION AND ERROR LISTING (T&E): The appropriate section of the T&E
Listing, the input transaction Form(s) and related output(s) will be returned to
the originator the morning after input into the computer. Transaction
Specialists must check the T&E listings carefully as there are two primary rules
that must be observed when using this listing:

NOTE 1: If there is a message under the "Diagnostic Column" for
any information within the transaction the entire
transaction has been rejected by the computer and must be
corrected and resubmitted for processing.

NOTE 2: If there is no diagnostic message for any element in the
transaction, the transaction has passed computer edits
and proper updating has - occurred, if appropriate.
However sometimes errors occur that don’t trigger a
diagnostic (i.e. a transposed SSAN or a misspelled name
of a New Hire employee.) Therefore Transactions
Specialists should compare each piece of information on
the input document with the T&E listing to insure proper
input. o

DIAGNOSTICS column of the Transaction and Error Listing: When the computer
identifies an -error and prints a Diagnostic, the Diagnostic is intended to
identify the cause of that error. Using the Diagnostic as a guide, the
Transaction Specialist must determine the error. Some diagnostics are quite
specific, whereas others are more general and may be difficult to understand.
Any questions which cannot be resolved regarding Diagnostics should be referred
to USER HELP immediately.



RAMPS TRANSACTION GUIDE
CHAPTER 2
RAMPS FILES

This chapter contains an explanation of the major RAMPS files which
Transaction Specialists will most often effect when submitting transactions.

SECTION FILE NAME PAGE #

A. THE MASTER FILE 4 Taes

B. THE NEW AMERICAN PAYROLL SYSTEM 5 MAP 7 (Uﬁf’fb?;)
(NAPS) TRANSACTION FILE

C. THE CHRONOLOGICAL FILE 7 3933

‘D. THE TURNAROUND FILE _ 7 T90Y
(Future Effective Personnel Actiomns) -

E. THE SF-50 FILE 8 U 305

F. THE TRAINING FILE 9 TRl



SECTION A. THE RAMPS MASTER FILE

The RAMPS MASTER FILE is the main "Driver" File of the System. This file
is acted upon by 85 - 90% of the input transactions submitted. The
RAMPS Master File contains three types of information:
1. ORGANIZATION
2. POSITION

3. EMPLOYEE

1. ORGANIZATION/POSITION DATA RECORDS are Established, Revised or
Deleted by the following input transactions:
FORM ID TITLE PAGE #
PER-01 (SPAR) ORGANIZATIONAL HEADERS 11
PER-02 (SPAR) POSITION DATA 16
PER-03 (SPAR) ORGANIZATION/POSNO 23
RESEQUENCE )
PER-04 UNION INDICATOR 70
PER-05 REPLACEMENT POSITION 24
2. EMPLOYEE INFORMATION is created (when an employee is hired),

revised (by such personnel actions as promotion or reassigmnment),
or inactivated* (when an employee separates), by the following
input transactions.

SF-52 PERSONNEL ACTION 26
’ REQUEST

PER-11 QUALIFICATIONS DATA 44

PER-12 MISCELLANEOUS DATA 46

PER-18 EDR PRINT REVIEW DATE 49

PER-26 DERIVED DATA 62

* Employee information is deleted automatically three years after the
employee leaves A.I.D.

The Master File is position oriented. Position data must be present and
accurate before any employee data related to that position can be entered
successfully.



SECTION B. THE NEW AMERICAN PAYROLL SYSTEM
(N APS)
TRANSACTION FILE

‘The automated Payroll system (NAPS) is maintained with personnel
information RAMPS provides to the NAPS Transaction File. This information is
extracted from SF-52 transactions which have passed RAMPS edits, and placed in
the NAPS Transaction File where it is accumulated until payroll is processed.
Payroll normally processes this accumulated information at the end of each pay

period.

Information is processed once every pay period based on the SF-50
effective date. If multiple SF-50s on one employee have been processed in
RAMPS during the same pay period, NAPS processes them based on the oldest to
the most recent effective date. Because of this feature, Transaction
Specialists must carefully consider the order and timing of processing
multiple SF-50s in the same pay period. Special attention must also be given
to retroactive transactions and cancelled transactions which affect an
employee’s pay. Please consult USER HELP when these situations occur.

1. RETROACTIVE PAY TRANSACTIONS

A retroactive pay transaction is an SF-50 with an effective date prior to
the current pay period which results in a different salary, work schedule, or
benefits for the employee. It sometimes becomes necessary to process
retroactive pay transactions. NAPS is capable of retroactively and
automatically adjusting pay and deductions of an employee for up to one year.
If there is a need to process a pay transaction older than one year, please
consult USER HELP immediately. The follow1ng guidelines should be followed
before any retroactive pay transaction is submitted to RAMPS:

1. Contact USER HELP before submitting any retroactive pay
transaction. 1In addition to advising you, USER HELP
will follow the transaction through NAPS to insure
proper pay processing.

2. Be sure that NO OTHER SF-52 Transaction has been or
will be processed during that pay period.

Retroactive Pay transactions are complicated, as there are many factors
to be considered. Therefore, Transaction Specialists need to follow the above
guidelines when processing retroactive pay actions.



SECTION B. (Con't)
2. CANCELLED PAY TRANSACTIONS

In both RAMPS and NAPS, if you input a current or past-effective
transaction, and then cancel it, the information in effect before the
transaction was input has been destroyed. Cancelling the transaction does not
restore the information. »

Example 1:

Assume you erroneously promoted an employee, effective yesterday or
before, from a grade 04 to a grade 05. Then today you cancelled
the promotion action, both NAPS and RAMPS will recognize that
employee at the erroneous grade, 05, until you reinstate that
cancelled data using an SF-52 with NOA CODE 9992 (Reinstatement of
Cancelled Data), and reset the grade to 04. Neither system will
replace the 05 with the correct grade of 04 automatically as a
result of your submission of a cancellation.

Example 2:

If you erroneously promote an employee, effective next week, from a
grade 04 to a grade 05, and then cancel the promotion action before
the effective date, no 999A to Reinstate Cancelled Data is
necessary because future effective transactions do not
update/change information in either system until the SF-50
Effective Date.

Remember, if you cancel an SF-50 with a NOA CODE 001A that is not future
effective, then you must "reinstate" that cancelled data with another SF-52
using NOA CODE 999A to correct the employee’s RAMPS and NAPS Master File
Records. , : ’



SECTION C. THE CHRONOLOGICAL FILE

The Chronological File (CHRON) contains information regarding most
Personnel Actions (SF-50s) on each employee. This file is maintained by both
SF-52 and PER-23 transactions.

Determining which input document to use (SF-52 or PER-23) is determined
by the effective date of the transaction being added, changed, or deleted on
the Chron File.

1. Adding an entry to the Chron File:

A. If the effective date is less than one year old, use an
SF-52 with the appropriate nature of action code. Caution:
If this is an action older than one year, and results in a
different salary, see USER HELP first.

B. If the effective date is more than one year old (more
than 365 days ago), you must use a PER-23 to establish the
entry on the Chron File. Caution: If this action results in
a different salary, see USER HELP first.

C. When using the PER-23 to add an entry, if the effective
date is less than 180 days old, see USER HELP first.

2. Changing or deleting an entry on the Chron File:

A. If the SF-50 effective date is less than 180 days old,
use an SF-52 correction or cancellation (NOA CODES 0027, 002C
or 001A) to change or delete the entry.

b. If the SF-50 Effective Date is greater than 180 days
old, you must use a PER-23.

A 'PER-23 will change, add or delete entry(s) from the Chronological File
only. When using a PER-23, Transaction Specialists should be attentive to the
data that is being effected by that PER-23. The question that should be asked
is "Should the data being added, changed or deleted on the Chron Record be
similarly changed on any other RAMPS or NAPS Files?" If so, then the
appropriate input transaction(s) for other file(s) should also be submitted
immediately. ’

Again, USER HELP should be consulted any time there is a question.
SECTION D. THE TURNAROUND FILE
The TURNAROUND FILE contains only future effective transactions.

Any time an SF-52 is input with an SF-50 Effective Date greater than the
current processing date the system will:

1. Partially edit your transaction for errors and/or
inconsistencies
2. Produce a "Future Effective" SF-50 if your transaction passes

these partial edits
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Store your future effective transaction on the Turnaround
File where it will remain until the Effective Date of that
transaction.

On the effective date the system will automatically retrieve
the transaction from the Turnaround File and fully edit the
transaction, searching for errors and/or inconsistencies. If
an erxror or inconsistency is detected at this time the
Transaction will reject; no data will be updated and NAPS
will not receive the transaction.

The T&E list will include the transaction again on the
effective date. If it is rejected, the transaction must be
corrected and resubmitted to effect the desired change.

Transaction Specialists are advised of the following guidelines which
should be applied each time future effective transactions are input.

1.

A future effective SF-50 is meaningless until. the effective
date of the transaction is reached. Consequently, the future
effective SF-50 that is produced should not be distributed
until that transaction passes final editing on the effective
date.

No files in RAMPS. or NAPS-are changed/updated as a result of

a future effective transaction until the effective date of
the transaction is reached.

SECTION E. THE SF-50 FILE

The SF-50 File maintains each SF-50 produced by the system that is not

future effective.
(approx. 6 mos).

It will maintain these SF-50s for a period of 180 Days

Changes, additions or deletions of SF-50s are effected by SF-52
Transactions only.

To change an SF-50, use a SF-52 with NOA CODE 0022, 002B or 002C -
"Correction".

To delete an SF-50, use a SF-52 with NOA CODE 001A -

"Cancellation®.

To add an SF-50, use an SF-52 with any other NOA CODE other than
the above mentioned.



SECTION F. THE TRAINING FILE

The Training File contains information on each A.I.D.-sponsored training
course the employee has attended. Training includes language training, as
well as a broad range of short and long-term courses in subject matter areas.
This file is maintained by the Training Division. Records are maintained

until three years after employees leave the Agency.
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RAMPS TRANSACTION GﬁIDE
CHAPTER 3

POSITION RELATED DATA

This Chapter contains information and instructions regarding transactions
which Establish, Revise or Delete organization and position-related data

in RAMPS.

FORM ID TITLE PAGE #

PER-01 ORGANIZATION HEADERS 11

PER-02 POSITION RECORDS 16

PER-03 HEADER & POSNO 23
RESEQUENCE

PER-05 REPLACEMENT POSNO 24

10



STAFFING PATTERN ACTION REQUEST (SPAR)

The SPAR consists of (3) separate and distinct RAMPS Input Documents.
They are:

PER-01 I. Organization Headers
PER-02 II. Position Data
PER-03 IITI. Organization and Position Resequence

PER-01 - ORGANIZATIONAL HEADER

HR/PS is responsible for entering and maintaining all Data in RAMPS
relating to Organizational Headers, Position Ceilings and Employment
Limitations.

Organizational Header Records are established, revised or deleted using
the PER-01 portion of the SPAR. There are two types of Organizational Header
Records. They are:

Type 1. "PARENT" Organizational Records

Type 2. "SUB" Organizational Records

"Parent" Organizations are organizations which receive position
ceilings. These are major organizations such as Bureaus or
independent Offices in AID/W, and regions overseas.

"Parent" Organization Number (PARORGNO) is a 9 character numeric
element which always ends in 0001 and identifies the Parent”

Organization.

"Sub" Organizations are organizational elements which do not
receive position ceilings. These are subordinate to parent
organizations, such as divisions, branches, sections, missions,

etc.

"Sub" Organizational Number (ORGNO) is a 9 character numeric
element which has the identical first 6 characters as its "parent
organization," and always ends with 002 and identifies the sub

organization.

11



PER-01 EXAMPLE 1:
ESTABLISHMENT OF

PARENT ORGANIZATION PER-01

ORIGIN CODE

99
PER 01 ‘ I. ORGANIZATIONAL HEADERS
A. ORGNO (9) 100010001
B. PARENT ORGNO (9) 100010001
C. ORGANIZATION TITLE (50) OFFICE OF THE ADMNISTRATOR
D. ORGANIZATION ABBREV (15) A/AID
TO ESTABLISH A Enter the nine character "Parent" Organization Number
PARENT ORGANIZA-~ on Line A. ’
TION

Enter the same nine character "Parent" Organization
Number on Line B.

Enter up to 50 characters of the "Parent”
Organizational Title in Line C.

Enter up to 15 characters of the Organizational"
Abbreviation on Line D.

Enter in the Remarks section of the SPAR the Full-time
Position Ceiling, Part-Time Position Ceiling and
Employment Limitation. Each entry is 5 numeric
characters (using leading zeroes if necessary).

Example:

.Full-Time Position Ceiling = 00125
Part-Time Position Ceiling = 00025
Employment Limitation = 00140

12



ORIGIN CODE

99
PER-01
A. ORGNO

B. PARENT ORGNO
C. ORGANIZATIONAL TITLE
D. ORGANIZATIONAL ABBREV

TO ESTABLISH A
SUB ORGANIZATION

PER-01 Example 2:
ESTABLISHMENT OF

SUB ORGANIZATIONAL HEADER

I. ORGANIZATIONAL HEADERS

(9) 100001002

(9) 100001001 -
(50) OFFICE OF THE DIRECTO
(15) ID/OD

The instructions are the same as establishing

parent Organizations except Line A must contain the
"SUB" Organizational Number. Also, entries for
Position Ceilings are omitted in the remarks section
as "SUB" Organizations do not receive position
ceilings.

13



ORIGIN CODE

99
PER-01
A. ORGNO

B. PARENT ORGNO
C. ORGANIZATIONAL

PER-01 Example 3:
REVISING EITHER
PARENT OR

SUB ORGANIZATIONAL HEADER

I. ORGANIZATIONAL HEADERS

(9) 100001002
(9)

TITLE (50) OFFICE OF THE DIRECTOR

D. ORGANIZATIONAI ABBREV (15)

TO CHANGE
EITHER HEADER

Enter the Orgno of the Header to be changed on Line A.
Then enter only those data elements that are to be
changed, including ceilings if applicable. Leave all
other entries blank. Changing the Orgno is disallowed.
To accomplish this, it is necessary to delete the
Organizational Header associated with the Orgno, then
add the Organizational Header with the proper Orgno.

14



ORIGIN CODE

PER-01 Example 4:
EXAMPLE OF DELETING

ORGANIZATIONAL HEADERS

I. ORGANIZATIONAL.HEADERS

99
A. ORGNO (9) 143010002
B. PARENT ORGNO (9) -
C. ORGANIZATIONAL TITLE (50)
D. ORGANIZATIONAL ABBREV (15)

TO DELETE
EITHER HEADER

Enter the ORGNO of the Header to be deleted in A.
Then enter a minus (-) sign in B. All other entries
must be left blank.

When deleting Organizational Header Records,
Transaction Specialists must be sure that no
subordinate organizations or positions remain under
that Header.

15



STAFFING PATTERN ACTION REQUEST (SPAR)

POSITION DATA

THE PER-02 portion of the SPAR is used to:

1..
2.
3.
PART A
OF PER-02
4 "E"_
"Rll_
IIDII_

Establish new position(s) in RAMPS;

Revise existing position(s), including flagging a position
for deletion upon the Reassignment/Separation of the
incumbent. '

_ Delete vacant position(s);

TYPE OF ACTION - Only one Type of Action may be entered
on a single PER-02. Those Types of Actions are:

ESTABLISH - Enter an "E" in the Establish Block to create a
new position on the Master File

REVISE - Enter a "R" in the Revise Block when reQuesting a
change to a position currently on the file.

Also use "R" If you wish to "FLAG" an encumbered position
for

deletion upon the reassignment or separation of the
incumbent. Please refer to the instructions for "Position
Status Code" (POSSTAT) in Part B of this section.

DELETE - Enter a "D" in the Delete Block to delete a vacant
position. ' (RAMPS will not allow deletion of an incumbered
position.) Entries in the Origin Code Block, Type of Action
and the POSNO of the position to be deleted are the only
entries allowed.

16



PART B CODES: The following Table indicates entries used when
OF PER-02 Establishing a new position on the Master File.

"N": = Necessary: an entry must be entered

IIA" H

Applicable: an entry may or may not be entered

No entry is permissible for that element

DATA ELEMENT AID/W OVERSEAS
POSITION POSITION

1. POSNO N N
2. POST CODE A N
3. POSITION STATUS N N
4. TYPE OF POSITION N N
5. ALLOTMENT N N
6. POSITION OCCUPIED (FOR SES ONLY) A

7. POSITION SENSITIVITY A

8. PUBLIC TRUST N N
9. AOSC CODE N N
10. FUNCTIONAL CLASSIFICATION A A
11. PAY PLAN N N
12. PAY GRADE N N
13. SUPERVISORY N N
14. LANGUAGE CODE N
15. REQUIRED SPEAKING ABILITY N
16. REQUIRED READING ABILITY N
17. VACANCY STATUS A N
18. OBEY INDICATOR N

19. POSITION DESCRIPTION NUMBER N N
20. FLSA INDICATOR N

21. COMPETITIVE LEVEL A

22. SMG N N
23. ETHICS N N

17



INSTRUCTIONS FOR ESTABLISHING OR
REVISING POSITIONS

DATA ELEMENT DESCRIPTIONS FOR CODES IN
PART B OF PER-02

POSNO - In all cases, enter the nine-character position number of the
position to be acted upon.

(When revising positions, only enter that data in the fields
listed below which is to be changed.)

POST CODE - For AID/W Positions, leave blank. For positions in Overseas
Posts, refer to the index pages of a current Staffing Pattern
to obtain the appropriate Post Code for the appropriate
overseas organization.

POSITION - (POSSTAT) Enter the appropriate Position Status
STATUS CODE code. :
v C = Continuing Pogition
D = DELETE - When position is to be deleted upon the

departure of the encumbent, or, if the position
is currently wvacant, on departure of the next
encumbent. The system will delete that position
on the day after the incumbent leaves it.
Revising a position to "D" status will not cause
the position to be deleted immediately. -
Therefore, if you wish to delete a vacant
position, enter a "D" in Delete Block in Part A

of the PER-02.



4.

TYPE OF POSITION
Enter two alphabetic characters which represent, in sequence,
Position Permanency and Position Workweek. The valid entries for
this field are shown below.
POSITION PERMANENCY (First Character)

P = Position intended to be in effect for more than 1 year
at time of establishment, or a position that has been
continuously occupied for a period of more than 1 year,
regardless of the intent at the time of establishment.

T = Position intended to be in effect for less than 1 year.

WORKWEEK (Second Character)

F = Regularly scheduled position with a required workweek
of 40 hours (Full-Time).

P = Regularly scheduled position with a workweek of less
than 40 hours (Part-Time). -

I = Intermittent schedule - the incumbent works on an
as-needed basis.

ALLOTMENT

Enter 14 character allotment code (without hyphens) to which
incumbent’s salary should be charged.

POSITION OCCUPIED (For SES)

Enter '3’ for SES General (Non-Career) or ‘4’ for SES Career
reserved, if applicable.

POSITION SENSITIVITY

Enter:

if position is considered Top Sercret
if position is considered Secret

if position is considered Confidential
requires no Security Clearance.

onnAyg

PUBLIC TRUST
If position is to be classified enter
H is for High

M is for Moderate
L is for Low.

AGENCY OCCUPATIONAL SPECIALTY CODE (POSAOSC

Enter AOSC which corresponds to the appropriate Position Title.

19



10. FUNCTIONAL CLASSIFICATION

0020
0193
0601
0668
0810
1221
1360
1530

NOTE

11.

If applicable, enter the appropriate Functional Classification
code.’

The following Agency Occupational Specialty Codes must have a
Functional Classification Code. Only the first four digits of the
6 digit Occupational Codes are shown since the Functional
Classification Code is required regardless of the last two digits.

0101
0401
0602
0680
0819

1223-

1370
1540

0110 0140 0150 0170 0180 0184 0185 0190

0403 0405-0415 0430-0454 0457 0460 0470-0493

0610 0630-0635 0637-0639 0644 0660 0662 0665

0690 0696 0701 0801 0803 0804 0806-0808

0830-0855 0858-0871 0880-0894 0896 1220
1226 1301-1310 1313-1315 1320-1340 . 1350

1372 1373 1380-1386 1510-1520 1529

1550, and functional classification must be greater than 10.

Position AOSC’'s which do not require a functional classification,
the FUNCTIONAL CLASSIFICATION field (number 9) must remain blank.
PLEASE DO NOT PUT 00.

POSITION PAY PLAN

Enter the applicable 2-character Pay Plan from the
following codes:

AD
ED =

Administratively Determined
Expert

EF or EH = Consultant

ES
EX
FA
FE
FS
GM

GS
GW
Ip
PE
PH
WG
XP
XL
v
YW

o wwn nwnnan

Senior Executive Service

Executive Pay Act

Classes II, II IV of Foreign Service

Senior Foreign Service

Foreign Service

Merit Pay or Performance Management and Recognigion
System (PMRS)

General Schedule

Wage Grade

Inter-Governmental Personnel Act - Detail In

Presidential Exchange Program - Detail In

Public Health - Detail In from HHS

Wage Board (Except Printing and Litho)

Wage Board Printing & Litho

Wage Board Printing & Litho (Leader)

Summer Aid

Student Aid

20



i2.

13.

POSITION PAY GRADE

Enter the grade of the Position. If the value is less than 10, use

a leading zero (i.e. Grade 7 would be coded 07). For Senior
Executive and Senior Foreign Service positions, enter 00.

SUPERVISORY CODE

2 = Supervisor or Manager

Position requires the exercise of supervisory and/or
managerial responsibilities that meet, at least, the minimum
requirements for application of the General Schedule
Supervisory Guide or similar standards of minimum supervisory
responsibility specified by position classification standards
or other directives of the applicable pay schedule or system.

S
1]

(§;]
1}

o
1}

8 =

SUPERVISORY (CSRA)

Position meets the definition of supervisor in 5 U.S.C.
7103 (A) (10) but does not meet the minimum requirements for
application of the General Schedule Supervisory.

MANAGEMENT OFFICIAL (CSRA)

Position meets the definition of Management Official in 5
U.S.C. 7103(A) (11) but does not meet the General Supervisory
Guide definition of Manager or Supervisor in 5 U.S.C.

7103 (A) (10).

LEADER
Position is titled with the prefix "Lead" and meets the
minimum requirements for application of Work Leader Grade
Evaluation Guide; or meets similarly minimum requirements for

Leader responsibilities specified by the job standards or
other directives of the applicable Pay Schedule or System.

ALL OTHER POSITIONS

Position does not meet any of the above definitions for

Supervisor, Manager, Supervisor (CSRA), Management

Official (CSRA),

14.
15.
l6.

or Leader.

LANGUAGE CODE
REQUIRED SPEAKING

REQUIRED READING

For overseas positions make appropriate entries for the above
three elements in accordance with instructions in attachment
3 of this section.
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17.

1s8.

19.

20.

21.

22.

VACANCY STATUS INDICATOR
Codes are:

V = (VACANCY) a "True" Vacancy that should be filled through
in-house reassignment or outside recruitment.

C = (CANDIDATE SELECTED) Vacancy for which a candidate has
already been selected and will be placed in the position at
some future date.

H = (HOLD STATUS) A Vacant position which is being held at
the Bureau’s request.

OBEY INDICATOR
Indicates whether the AID/W position is intended to be filled
by a Civil Service or a Foreign Service employee. Code G for
Civil Service; F for Foreign Service..

POSITION DESCRIPTION NUMBER

For HR/POD/PMC use only. Enter the appropriate 5.digit
number.

FSLA INDICATOR

For HR/POD/PMC use. Enter 'E’ (Exempt) or ‘N’ (Non-Exempt)
to indicate Position’s status under the a Fair Labor
Standards Act.

COMPETITIVE LEVEL

For HR/POD/PMC use, in accordance with internal instriuctions.

SMG (SENIOR MANAGEMENT GROUP)
Enter 'Y’ (YES) or ‘N’ (NO). HR/EM makes this determination

** as to whether the position is included in the Senior
Management Group.**
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STAFFING PATTERN ACTION REQUEST (SPAR)
PER-03 III. RESEQUENCE

OF ORGANIZATIONAL HEADER OR POSITION

The PER-03 Resequence will relocate a position or an organizational
header (** either within a Parent Organization or to a different Parent
Organization.**) To resequence an organizational header or a position, enter
the old ORGNO or POSNO in Part ’'A’ of Section III and the new ORGNO or POSNO
in Part ’'B’ of Section III. For multiple resequencing, continue coding the
old and new entries in the remarks block. No additional entries are required.
RAMPS will process PER-02s before processing PER-03 transactions.
Consequently, the system will allow a PER-02 revision of a position as well as
the resequencing of the position on the same day.

'When resequencing an encumbered position, and if documentation of the
movement of the incumbent is required, it may be more appropriate to use a
PER-05 to duplicate, rather than resequence, the position. See page 24. If
it is determined that a PER-03 is proper, also input an SF-52 to document the
reassignment or realignment of the incumbent. The SF-52 must not contain a
POSNO and the "FROM" portion must be voided. The system will produce an SF-50
and create the appropriate Chronological and NAPS recoxrds which will document
the movement of that employee from the old position to the new, resequenced,
position.
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REPLACEMENT POSITION PER-05

The PER-05 is used to create a new position identical to an existing position.
When the system encounters a PER-05 it will:

COMPLETING
THIS FORM

1. Create the new position using the Position Data of the
existing position;

2. Automatically revise the existing position’s Position
Status Code (POSSTAT) TO ’'D’ which flags the existing
position for deletion upon the encumbent’s departure, or, if
the position is currently vacant, upon departure of the next
incumbent. .

OC (ORIGIN CODE)
The Transaction Specialist’s OC is entered in the upper left

corner of the PER-05 form.

EFFECTIVE DATE

PROCESSING
SEQUENCE

POSNO
Enter the nine-digit POSNO of the position to be replicated.

NEW POSNO

Enter a nine-digit POSNO, not already in use, and with the
first digits indentical to the Orgno of the organization the
position belongs to.

Enter the six-digit date, in MMDDYY sequence, for the new
position.

Since PER-02s are processed before PER-05s entered the same
day, revisions of the original position sing a PER-02 will be
accomplished before the position is duplicated. If the
original position is to remain unchanged and the new position
is to be revised, the PER-02 revising the new position must
be submitted on the following day.

Also, if the original position is in ‘C’ Status the
submission of a PER-05 changes the original position’s
POSSTAT to ‘D’ and it will automatically be deleted once the
departure of the incumbent.
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RAMPS TRANSACTION GUIDE
CHAPTER 4

EMPLOYEE DATA

This Chapter contains information and instructions regarding input
transactions which establish, change or inactivate employee-related data
records in RAMPS. In personnel terms, employee information is
established by a hiring action and inactivated by a separation action.
Changes are made by all other types of personnel actions,'i.e.
reassignment, promotion, step increase, etc. (Deletion of
employee-related data takes place automatically three years after the
employee leaves A.I.D.)
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THE SF-52 INPUT DOCUMENT

The SF-52 "Request for Personnel Action" is a preprinted form designed by
the Office of Personnel Management (OPM) and is used by A.I.D. as an input
document for employee related data in RAMPS. Detailed instructions for
completing the SF-52 are contained in FPM-296-33 "Guide to Processing
Personnel Actions." This FPM describes OPM’s requirements, which are also
required by RAMPS. Below are RAMPS-specific instructions. The SF-52 produces
the SF-50 "Notification of Personnel Action."

The SF-52 form also contains input blocks for position related data. 1In
A.I.D. these blocks are not used. The SPAR is the only form which allows
input of position data. See Chapter 3. Position data necessary for the
production of the SF-50 is automatically generated by the system using
Position Data which is currently on the Master File.

. RAMPS will process any Position Data input document (Per 02, Per 03 and
Per 05) before processing SF-52s. Therefore, it is possible to establish or
revise a position and reassign an employee to that position on the same day.

MANUALLY PREPARED SF-50s

Hand-typing SF-50s are strongly discouraged because it circumvents
accurate data in RAMPS and can prevent the Payroll system from correctly
paying employees. In the event that a hand-typed SF-50 is required contact
USER HELP to get a copy of a blank SF-50 form and to discuss the pertinent
circumstances. USER HELP may advise alternmate solutions. ’

HOW TO PREPARE AN SF-52

DATA ELEMENT BLOCKS WHICH ARE ALWAYS CODED ON THE SF-52

: Top of form Origin Code
PART B: Block # 2 SSAN
Block # 4 Effective Date )
Block #5-A. Nature of Action Code (NOAC)
PART C: Block #2 Approval - certification by an

authorized Personnel Officer.
Except as noted above, other employee-related data blocks are coded only if

they are changing. Position-related data is never coded on an SF-52, and
requires a PER-02 to change data.
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DATA ELEMENT BLOCKS WHICH SHOULD NEVER BE CODED ON SF-52

Example 1A shows specific Blocks of the SF-52 which should never be coded on
an SF-52 Input Document. )

PART B: Block # 26 Veterans Preference for RIF
33 Part Time Hours
34 Position Occupied
35 FLSA (Fair Labor Standards Act)
36 Appropriation Code
37 Bargaining Union Status
38 Duty Station Code
39 Duty Station
40 Agency Data
48 Functional Classification
51 Supervisory Status

None of the FROM elements can be changed via SF-52. These include:

PART B: Block # 8 From Pay Plan
°] From Occupation Code
10 From Grade
11 From Step
12 Total Salary
12A Basic Pay
12B Locality Adj
12C Adj. Basic Pay
12D Other Pay
13 From Pay Basis

Should any of these "FROM" elements need to be altered on the SF-50, the
entire "FROM" portion of the SF-50 should be suppressed by setting the Void
To/From Switch to "F". After production of the new SF-50 the correct "FROM"
information must be hand-typed. '

Although FPM 296-33 allows for processing two different personnel actiomns
on an employee effective the same day using one SF-52, RAMPS will only process
one Nature of Action Code per transaction. The blocks listed below cannot be
fed into the computer and should not be coded on the SF-52.

PART B: Blocks # 6-A NOAC (2)

6-B Nature of Action (2)
6-C Authority Code (2)
6-D Legal Authority (2)
6-E Authority Code (2)
6-F

Legal Authority (2)
Should it become necessary to process two different personnel actions

with the same effective date, Transaction Specialists should contact USER HELP
before submitting those transactions for processing.
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Standard Form 52-B

Rev. 7/91

U.S. Office of Personnel Management
FPM Supp. 296-33, Subch. 3

REQUEST FOR PERSONNEL ACTION

le. ‘or\ Elements Never 4 be Enlered. on

oc -
8F-5

L. m%r&)
3. For Additional Information Call (Name elephone Number)

4. Proposed Effective Date

5. Action Requested By (Typed Name, Title, Signature, and Request Date)

1. Name (Last, First, Middie)

5-B. Nature of Action

6. Action Authorized By (Typed Name, Title, Signature, and Concurmrence Date)

JTTI177100717/01 777/

il i 1ITVI777/ (1011711717 77

7. FROM: Position Title and Number

15. TO: Position Title and Number

S/Pa/yPl? 9/0/cc/cod} 7&/‘&7023%!/ 11/7/0' ym//L// lf}?ﬂ?ﬂhﬂ 17. Oce. Code 18-&3&0”%& | 19, Step or Rate 120, Totel Salary/Award 2!/77/
12A, Basic Pay 128. Locality Adj. 12C. Adj. Basic Pay 12D, Other Pay 204, Basic Pay 208, Localty Adj. 20C. Adj. Basic Pay 200. Other Pay

14, Name and Location of Position’s Organization

23. Veterans Preference

- None 3 ~ 10-Point/Disability 5 - 10-Point/Other
2 = 5-Point 4 - 10-Point/C able 6 = 10-Point/Com|

§ = Pommanent

22. Name and Location of Position’s Organization

)

s HEX

2 - Conditi
3 - indefinite

27, FEGLI

28, Annuitant Indicator 29. Pay Rate Determinant

30. Retirement Plan

. 34. Position Occupied
1 Cofmemm‘Gemce
Service

31. Service Comp, Date (Leave)

3~ SES General
4 - SES Career Reserved

32. Work Schedule

]

33. Part-Time Hours Per

Biweekly
Pay Period

T77/ /07077 /17

//“77‘7"’7/ /[l

//77“//" /777/ [TI7 2/ 000 L ///

77771/

T lypel

Dearre Aud

Sehool

41, .
46. Eear Degree %ined 47.

mic Difckline| 48

45, Educational Level

1717/

49. Citizenship
’.—l 1-USA 8- Other

50. Veterans Status | 51, Supervisory Status !

1.

A. D.

B. E.

C. F.

2, Approval: | certify that the information entered on this form is accurate and that the Signature Approval Date

proposed action is in compliance with statutory and regulatory requirements.

CONTINUED ON REVERSE SIDE Editions Prior to 7/91 Are Not Usable After 6/30/93
52-306 OVER NSN 7540-01-333-6240
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Please note: Although not labeled on the SF-52 form, Blocks 25, 41, 42,
43, and 44 have been designated for use of the following data elements:

25
41
42
43
44

Example 1B shows the reverse side of the SF-52.

Sex

Handicap Code
Appointment Type
Degree Awarded
Degree School

Please note: the only

coding necessary on the reverse side is PART F-Standard Remarks for SF 50.

RAMPS will accept up to five(5) standard remarks.
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RT Rema equesting Office

You are requested to furnish a specific reason for your resignation or retirement and
a forwarding address. Your reason may be considered in any future decision regarding
your re-employment in the Federal service and may also be used to determine your
eligibility for unemployment compensation benefits. Your forwarding address will be
used primarily to mail you copies of any documents you should have or any pay or
compensation to which you are entitled.

This information is requested under authority of sections 301, 3301, and 8506 of title
5, U.S. Code. Sections 301 and. 3301 authorize OPM and agencies to issue

(Note to Supervisors: Do you know of addltibnal' or conflicting reasons for the employee's resignation/retirement?
If “YES", please state these facts on a separate sheet and attach to SF 52.)

en )
regulations with regard to employment of individuals in the Federal service and their
records, while section 8506 requires agencies to ‘furnish the specific reason for
termination of Federal service to the Secretary of Labor or a State agency in connec-
tion with administration of unemployment compensation programs.

The furnishing of this information is voluntary; however, failure to provide it may result
in your not receiving: (1) your copies of those documents you should have; (2) pay
or other compensation due you; and (3) any unemployment compensation benefits
to which you may be entitled.

1. Reasons for Resignation/Retirement (NOTE: Your reasons are used in determining possible unemployment benefits. Please be specific and avoid generalizations.
Your resignation/retirement is effective at the end of the day ~ midnight - unless you specify otherwise.)

2. Effective Date | 3. Your Signature

PART

3. Date Signed

2. Forwarding Address (Number, Street, City, State, ZIP Code)
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EXAMPLE OF NEW HIRE TRANSACTION
(Example. 23)

In this example please note the following:

1) The difference in coding an alphabetic ‘0O’ and a numeric ‘0’
(zero) .

2) The correct coding of the "Not To Exceed Date" in Block 5-B,
showing a two character month, a two character day and a two
character year, . (NTE=090899) and the correct coding for Agency
Code (Agency = AG).

3) The "Special Salary"/"Award" located in Block 20. Only
"Special Payable Salaries", "Cash Awards" or Retain Salary
Expiration Date are to be coded in this Block, in the format as
shown. First the identification of the special salary (i.e.
GM=PMRS salary (ox Merit Pay salary), RET=Retained Salary,
EC=Expert/Consultant Daily Rate), CASH=Cash Award Amount,
followed by the actual payable salary or the cash award amount
with leading zeroes to provide six numeric characters should be
entered.

For example;

GM = 042424 or RET = 056788 or CASH=001500 or Ret
Exp=013190.

"Ret Exp=-" is used to to delete the retained salary
expiration date.

4) PART F (Remarks) is used for any Standard Remarks and Standard
Remark Fill-ins as needed.

5) Block 45 (Educational Level) - This element is a necessary
entry on all hiring actions. If the code is 06, 10, 13, or
higher, meaning an employee has at least one degree, the
remaining Degree Group information must be coded before the
transaction will be accepted by the system.

Blocks 43 Degree Awarded
44 Degree School
46 Year Degree Attained
47 Academic Discipline
(Instructional Program)

If an employee has more than one degree, only the "highest" degree information
is entered via SF-52. Lower-level degree(s) must be entered into the system
via PER-11. For example, assuming an employee had three degrees, a Doctorate,
a Masters in Business Administration and a Bachelor of Arts degree. "PhD"
would be entered in Block 43 of the SF-52, along with the School, Year and
discipline of the Doctorate. The MBA and BA information would be entered via
a Per 11. Or, if an employee has a Masters of Public Health and a Bachelor of
Science degree, information related to the MPH would be entered via SF-52, and
information related to the BS would be entered via Per 11.
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Standard Form 52-B

Rev. 7/91

U.S. Office of Personnel Management
FPM Supp. 296-33, Subch. 3

Example

of New Nive, SF-52

3. For Additional Information Call (Name and Telephone Number) J

4. Proposed Effective Date

5. Action Requested By (Typed Name, Title, Signature, and Request Date)

o

6. Action Authorized By (Typed Name, Title, Signature, and Concurrence Date)

e8| Anency=AG NTE-$96290 | ,
5C. Code | 5D. orfty | 6C. Code| 6-D. Legal Authority
5-E. Code | 5F. Legal Authority 6-E. Code| 6-F. Legal Authority

7. FROM: Position Title and Number

15. TO: Position Titie and Number

N22345679%

8. Pay Plan 9. Occ. Code |10. Grade or Level [11, Step or Rate |12. Total Salary 13. Pay Basis

l1_E.PlyPlan 17. Occ. Code|18. Grade or Level  119. Step or Rate 120, Total Satary/Award 21. Pay Basis

12A. Basic Pay 128. Locality Adj. 12C. Adj. Basic Pay 120. Other Pay

20A. Basic Pay 208. Locality Adj. 20C. Adj. Basic Pay 20D, Other Pay

14. Name and Location of Position’s Organization

EMPLOYEE DAT,
23. Veterans Preference

31 i

3 - 10-PointDisability
4 - 10-Point/C

5 - 10-Point/Other
6 -~ 10-Point/C

22. Name and Location of Position’s Organization

T

2 - 5-Point
27. FEGU!

28. Annuitant Indicator

30. Retirement Plan

31. Service Comp. Bate (Leave)

3 - SES General

1~ Competitive Service
i 4 - SES Career Reserved

2- Service

32, Work Schedule

[Fa]

38. Duty Station Code

40. Agency Data 41. 42,

05 )

, 45, Educational Level . 47. A

46. Year Degree Aftained

A D.

B. E.

c. F. - )

2. Approval: | certify that the information entered on this form is accurate and that the Signature Approval Date
proposed action is in compliance with statutory and regulatory requirements.

CONTINUED ON REVERSE SIDE Editions Prior to 7/91 Are Not Usable After 6/30/63

52306 OVER NSN 7540-01-333-6240

3
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(Note to Supervisors: Do you know of additional or conflicting reasons for the employee's resignation/retirement?

Ovyes Owno

If “YES”, please state these facts on a separate sheet and attach to SF 52.)

Privacy Act Statement

You are requested to furnish a specific reason for your resignation or retirement and
a forwarding address. Your reason may be considered in any future decision regarding
your re-employment in the Federal service and may also be used to determine your
eligibility for unemployment compensation benefits. Your forwarding address will be
used-primarily to mail you copies of any documents you should have or any pay or
compensation to which you are entitled.

This information is requested under authority of sections 301, 3301, and 8506 of title
5, U.S. Code. Sections 301 and 3301 authorize OPM and agencies to issue

regulations with regard to employment of individuals in the Federal service and their
records, while section 8506 requires agencies to furnish the specific reason for
termination of Federal service to the Secretary of Labor or a State agency in connec-
tion with administration of unemployment compensation programs.

The fumishing of this information is voluntary; however, failure to provide it may result
in your not receiving: (1) your copies of those documents you should have; (2) pay
or other compensation due you; and (3) any unemployment compensation benefits
to which you may be entitled.

1. Reasons for Resignation/Retirement (NOTE: Your reasons are used in determining possible unemployment benefits. Please be specific and avoid generalizations.
Your resignation/retirement is effective at the end of the day ~ midnight - unless you specify otherwise.)

2. Effective Date | 3. Your Signature

3. Date Signed | 4. Forwarding Address (Number, Street, City, State, ZIP Cods)
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SAMPLE CORRECTION
(Example 33)

NOA CODES 002A & 002C

Corrections to previous personnel actions may be accomplished only if the
effective date of the transaction needing correction is less than 180 days old
(approx 6 months).  If the transaction meets this criteria, three files will
be updated as a result of the correction action. They are:

1) The data element (s) input will be corrected/changed on the
Master File. In this case the Service Computation Date will be
changed to 102483.

2) The SF-50 File. The system will automatically produce a new
SF-50 showing the corrected data element(s).

3) The Chronological File, if necessary. If this correction was
to a data element on the Chronological File (i.e. Pay Grade) that
transaction, identified by the Prior Effective Date and Document
Control Number, would be changed to the corrected Pay Grade of the
employee.

Please note: Correction transactions require in Block 7, the Prior
Effective Date (PED) and the Document Control Number (DOC) of the SF 50 being
corrected.
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Standard Form 52-B

Rev. 7/91

U.S. Office of Personnel Management
FPM Supp. 296-33, Subch. 3

1. Actions RSquested

Eiamo\e NO‘C \C.;)rf-ei,cz\-mn

3. For Additional Information Call (Name and Telsphone Number)

4, Proposed Effective Date

5. Action Requested By (Typed Name, Title, Signature, and Request Date)

T ST

1. Name (Last, First, Middle)

5B. Nature of Action

'\z

6. Action Authorized By (Typed Name, Title, Signature, and Concurrence Date)

MW«N%@W

5¢55ﬂ
) ACTION

5A. Code
g.cm!e 5D. Logal Authortty 6C. Code| 6. Legal Authority
5E. Code | 5F. Legal Authority 6E. Code| 6F. Legal Authority

7. FROM: Position Title and Number 'PED = ¢>6\9.°t4>

15. TO: Position Title and Number

8. Pay Plan [9. Occ. Code [10. Grade or Level |11, Step or Rate |12, Total Safasy 13. Pay Basis

6. PayPan{17. Occ. Code]18. Grade or Level |19, Step or Rate (20, Total Sajary/Award 21. Pay Basis

12A. Basic Pay 128, Locaiity Adj. 12C. Adj. Basic Pay 120. Other Pay

20A. Basic Pay 208, Locality Adj. 20C. Adj. Basic Pay 200, Other Pay

14. Name and Location of Position's Organization

22, Name and Location of Position’s Organization

23. Veterans Preference

1-None

- 10-Point/Disabil
2~ 5Point s

= 10-Point/C:

26. Veterans Preference for RIF

24. Tenure 25, Agency Use
2 - Conditional

S Pomeanent 3 ves [ |No

27. FEGLI

28. Annuitant Indicator 29. Pay Rate Determinant

30. Retirement Plan

31. Service Comp. Date (Leave)

\paug3s

32, Work Schedule

il

3. Pan-ﬂmp Hours Per

34 P‘osmonqoccupied 35. FLSA CatW:Sory 36. Appropriation Code
1 - Competitive Service 3 - SES General | E - Exempt
2 - Excepled Service 4 - SES Career Reserved N - Nonexempt
3BDutyStaﬁonCode 39. Duty Station (Gity ~ County - State or Overseas Location)
40. Agency Data 41, 42. 43. 44,
45, Educational Level 46. Year Degree Attained | 47. A Discipli 48. F | Class 49, Citizenship 50. Veterans Status | 51. Supervisory Status

A. D.

B. E.-

C. F.

2. Approval: | certify that the information entered on this form is accurate and that the | Signature Approval Date
proposed action is in compliance with statutory and regulatory requirements.

CONTINUED ON REVERSE SIDE Editions Prior to 7/91 Are Not Usable After 6/30/83

52:306 . OVER NSN 7540-01-333-6240
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SAMPLE SSAN CORRECTION
(Example 3B)

This example shows the proper means to correct the SSAN of an employee.

Please note that the "old" or erroneous SSAN contained in the system is
entered in Block #2 while the correct SSAN is coded in Block # 1.

Except for the coding of the Effective Date (Block #4) and the NOA CODE
(Block 5-A) no other entries are allowed when using 002B SSAN Correction.
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(Note to Supervisors: Do you know of additional or conflmmg reasons for the employee's resignation/retirement?

Oves [Ono

If “YES", please state these facts on a separate sheet and attach to SF 52))

You are requested to fumish a specific reason for your resignation or retirem

regulations with regard to employment of individuals in the Federal service and their

a forwarding address. Your reason may be considered in any future ing
your re-employment in the Federal service and may also be used to determine your
eligibility for unemployment compensation benefits. Your forwarding address will be
used primarily to mail you copies of any documents you should have or any pay or
compensation to which you are entitled.

This information is requested under authority of sections 301, 3301, and 8506 of title
5, U.S. Code. Sections 301 and 3301 authorize OPM and agencies to issue

records, while section 8506 requires agencies to furnish the specific reason for
termination of Federal service to the Secretary of Labor or a State agency in connec-
tion with administration of unemployment compensation programs.

The fumishing of this information Is voluntary; however, failure to provide it may result
in your not receiving: (1) your copies of those documents you should have; (2) pay
or other compensation due you; and (3) any unemployment compensation benefits
to which you may be entitled.

1. Reasons for Resignation/Retirement (NOTE: Your reasons are used in determining possible unemployment benefits. Please be specific and avoid generalizations.
Your resignation/retirement is effective at the end of the day — midnight ~ unless you specify otherwise.)

2. Effective Date | 3. Your Signature

3. Date Signed | 4. Forwarding Address (Number, Street, City, State, ZIP Code)
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SF-52 CODING INSTRUCTIONS

DIN = Data Identification Number - used as reference numbers to
find additional information and valid codes in Annex B of this
Guide. .

[///] in the DIN Column = Data Element is not coded on the SF-52.
BLOCK = The portion of the SF-52 where the data is coded.
DIN BLOCK ELEMENT NAME CODING INSTRUCTIONS

2102 1. NAME Up to 24 alpha character input. Also the
"New" Social Security Number is coded in
the block when using NOA CODE 002B to
correct an erroneous SSAN.

2101 2. SSAN 9 character numeric input. SSAN is
required on each SF-52 Transaction.

2104 3. DATE OF BIRTH Six character numeric Input. Input in
Month, Day, Year "MMDDYY" format, i.e.
020444.

2121 4. EFFECTIVE DATE Six character numeric input in "MMDDYY"
format. A necessary entry for all SF-52
Transactions.

2145 5-A. NOAC1 , Three character numeric input except for
NOA CODEs 001A, 00237, 002B or 002C or any
code in the 900 series. Coded on all SF-52

Transactions.
2145 5-B NATURE OF Automatically derived from entry in Block
ACTION 5-A - NOAC. Block 5-B may be used to code

the "Not To Exceed Date" and/or Agency Code
if required by the prescribed NOA CODE.

2151 5-C ~ AUTHORITY CODEl Three character input. Entry is required
on all actions except NOA CODES 001.,
350., 355.
5-D AUTHORITY1 Automatically derived from entry in Block

5-C. Entry in Block 5-D is required only
when there is a "Fill-In" prescribed by the
Authority Code in Block 5-C.

5-E AUTHORITY CODE2 Three character input.

5-F AUTHORITY2 Automatically derived from entry in block
5-E, if 5-E is coded.
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DIN

[///1

[//71

[///71
t//71
/771
(/771
[///1

(/771

[///71
(/771
(/771

t///1

[///1
(/771

1101

BLOCK

10.

11.

12.

12A.
12B.

12C.

12D.

13.

14.

15.

ELEMENT NAME

NOAC2

NATURE OF
ACTION2

AUTHORITY CODE
AUTHORITY
AUTHORIT? CODE
AUTHORITY

FROM POSITION
TITLE

FROM PAY PLAN

FROM OCC CODE

FROM GRADE
OR LEVEL

FROM STEP
OR RATE

FROM TOTAL
SALARY

FROM BASIC PAY

FROM LOCALITY

ADJ.

FROM ADJ.

BASIC PAY

OTHER PAY

FROM PAY BASIS

FROM: NAME &
LOCATION

TO POS TITLE
& TO POSNO

CODING INSTRUCTIONS

Because RAMPS will not process two NOA
CODES on the same SF-52 Input Document,
this block should never be coded.

Same as Block 6-A.
Same as Block 6-A.
Same as Block 6-A.
Same as Block 6-A.
Same as Block 6-A.

Not coded on SF-52. The system derives the
information from

the current or previous position to which
the employee is assigned. To override the
system, void the From Block and hand-type

that portion of the SF-50.

Use Block 7 to code the Document Control
Number and the Prioxr Effective Date of a
Transaction that needs to be Cancelled
(00127) or Corrected (002A or 002C).

Not coded on SF-52. "Automatically
generated unless the "FROM" portion of the
SF-50 has been suppressed.

Same as Block 8.
Same as Block 8.°
Same as Block 8.
Same as Block 8.
Same as Block 8.

Same as Block 8.

Same as Block 8.
Same as Block 8.

Same as Block 8.

Block 14 is used for the Void To/From
Indicator. Valid codes for this field are:
"T" (to suppress the printing of the TO
Portion of an SF-50) and "F" to suppress
the printing of the FROM portion of an
SF-50.

9 character numeric input for POSNO.

TO POSN TITLE is automatically
generated from TO POSNO.
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DIN
2301

(/771
2302

2303

(//71

[///1

[///1

(/771

(/771

t///1

2105

2106

BLOCK
16.
17
18.

19.

20.

20A.
20B.
ZOC.
20D.
21.

22.

23.

24.

ELEMENT NAME
TO PLAN

TO OCC CODE

TO GRADE OR

LEVEL

TO STEP OR
RATE

TO SALARY

BASIC PAY

LOCALITY ADJ.

ADJ. BASIC PAY

OTHER PAY

PAY BASIS

TO NAME &
LOCATION

VETERANS
PREFERENCE

TENURE

CODING INSTRUCTIONS

Two to four character alpha input.
Automatically generated.

2 character numeric input except for Senior
Foreign Service Grades CM, MC and OC.

2 character numeric input.

6 character numeric input with leading
zeroes if necessary. This block should
only be completed for non standard salaries
and/or cash awards or Retain Salary
Expiration Date. For example:

"GM = 056749" If employee is a PMRS
(merit pay) employee.

"RET = 043763" If employee has a
Retained Salary.

"RET EXP= 010990" If retain salary
expiration date is to be Jan 9, 1990.
"CASH = 001500" If employee is receiving
a cash award of $1500. 6 numeric
characters

"EC = 193" If employee is an Expert or

Consultant. EC Rate = 3 numeric
characters.
Not coded on SF-52. Automatically
generated.
Not coded on SF-52. Automatically
generated. ’
Not coded on SF-52. Automatically
generated. '
Not coded on SF-52. Automatically
generated.
Not coded on SF-52. Automatically
generated.
Not coded on SF-52. Aﬁtomatically

generated.
One character numeric input.

One character numeric input. TENURE must
also be compatible with the employee’s PAY
PLAN and APPOINTMENT TYPE. Correct
combinations for these three fields are
shown in Din 2106, Annex B in the
TENURE-EMPPLAN-APPOINTMENT TYPE TABLE.
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DIN

2401

t///71

2109

2150

t///1

/771

[///71

(/771

[///1

/771

/771

/771
2108

2601

4101

4105

BLOCK ELEMENT NAME

26.

26.

27.

28.

33.

34.

35.

36.

37

38

39.

40.

41.

42.

43

44 .

SEX

VETERAN PREF
FOR RIF

FEGLI

ANNUITANT
INDICATOR

PART-TIME
HOURS

POSITION
OCCUPIED
FLSA
APPROPRIATION
CODE

BARG. UNIT
STATUS

DUTY STATION
CODE

DUTY

STATION
AGENCY DATA
HANDICAP CODE

APPOINTMENT
TYPE

DEGREE
AWARDED

DEGREE SCHOOL

CODING INSTRUCTIONS

One character alphabetic input.
Valid codes are:

M = Male

F = Female

Not coded on SF-52.

One character alphabetic input.

One character alphanumeric input.

Not used at this time but rather is coded as
a fill-in for standard remark M32.

Not coded on SF-52.
generated.

Automatically

Not coded on SF-52. See PER-02 instructions
if element needs to be updated.

Not coded on SF-52. Automatically
generated.
Not coded on SF-52. Automatically
generated.
Not coded on SF-52. Automatically
generated.
Not coded on SF-52. Automatically

generated.
Not coded on SF-52.
2 character numeric input.

2 character numeric input. Must be
compatible with the Employee’s Pay Plan and
Tenure. See DIN 2601 in Annex B for all
correct combinations of these 3 fields.

Block 43 is used for input of the

awarded highest degree of an employee.
Coding of this field is necessary if Block
45 "Education Level" is 06, 10, 13, or
higher. .

Up to 20 character alpha input of the school
where the highest degree was earned. Degree
School is a necessary entry if the
Educational Level is 06, 10, 13, or higher.
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DIN

2114

4104

4103

(///1

2119

2155

t///1

BLOCK
45

46

47

48

49.

50.

51.

PART C

ELEMENT NAME
EDUCATION
LEVEL

YEAR DEGREE
ATTAINED

ACADEMIC

DISCIPLINE
(INSTRUCTIONAL

PROGRAM)

FUNCTIONAL
CLASSIFICATION

CITIZENSHIP

VET STAT

SUPERVISORY
STATUS

REVIEWS AND
APPROVAL

PART F STANDARD

REMARKS

CODING INSTRUCTIONS

2 character numeric input. Code the
highest education level attained.

2 character numeric input. Code the

year which the highest degree was
attained. Code is necessary any time an
entry in Block 45 (Education Level) is
06, 10, or greater than 12.

6 character numeric input. Code the
major for the highest degree was
attained. Code is necessary any time an
entry in Block 45 (Education Level) is
06, 10, or greater than 12.

Not coded on SF-52.
generated.

Automatically

One character numeric input.
1 = U.S. Citizen
8 = Other

1 character alpha input.
X = Not a Vietnam Era Veteran

V = Vietnam Era Vereran (On active
military duty between 8/6/64 and
5/7/75) ’

B = Pre Vietnam Era Veteran (Valid on
status and dynamics records of
employees whose accessions are after
Sept. 30, 1991.)

P = Post Vietnam Era Veteran (Valid
on status and dynamics records of
employees whose accessions are after
Sept. 30, 1991.)

Not coded on SF-52.
generated,

Automatically

Block 2 of Part C contains the
certification of the Personnel
Specialist who maintains responsibility
for the transaction.

No transaction will be input to the
system without the signature of the
responsible Personnel Specialist. - HR
Division management authorizes the
certifying official and notifies
HR/WPRS/PS of this authorization.

3 character field, plus associated
fill-in, as appropriate. Up to fiwve(5)
Standard Remarks may be input. However,
no more than 14 lines of text can be
printed in the Standard Remarks portion
of the SF-50.
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RAMPS TRANSACTION GUIDE
CHAPTER 5

OTHER TRANSACTIONS

5-1. GENERAL
This chapter covers the remaining transactions normally used to update

the RAMPS data base. Each of the transactions is covered in detail in
subsequent pages of this chapter.

5-2. FORMATS, TITLES, AND BLANK FORMS

Following is a list of the "other" transactions, showing format (PER)
number, title, and blank form number:

PER-11, Supplemental Qualifications Form A.I.D. 4-497
PER-12, Miscellaneous Data Form A.I.D. 4-498
PER-18, EDR Print Review Date Form A.I.D. 460-10

PER-28, Medical Clearance Data

PER-41, EDR PRINT REQUEST Form A.I.D. 503
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GENERAL

ORIGIN CODE
& SSN

COLLEGE
DEGREES

OTHER
QUALIFICATIONS

PER-11 SUPPLEMENTAL QUALIFICATIONS

This procedure describes entry of certain supplemental
qualifications of an employee. The Supplemental
Qualifications form (PER-11l) is used primarily at time of
appointment. However, in the event of a later change in
those qualifications, it is used to reflect the change.

The transaction specialist’s Origin Code, and the
employee’s SSN, are entered in the normal manner.

College Degrees Other Than Highest Degree

RAMPS has the capacity of carrying data on three college
degrees. The highest degree is entered via the SF-52 as
required by OPM. Any lower degrees are entered into RAMPS
using the PER-11. In accordance with the data element
descriptions in Annex B, for each additional degree enter

‘the following:

DIN 4101, Degree
DIN 4103, Major Field of Degree
DIN 4104, School From Which Degree Obtained

A doctorate degree is the highest level degree that can be
attained and would be entered via the SF-52. (Doctorate
degrees include PhD, EDD, etc.)

A masters degree is a post graduate degree, lower than a
doctorate. If the employee has a doctorate degree then
the information on the masters degree would be entered via
the Per-11. (Masters degrees include MA, MS, MPH. Also
law degrees -- LB and JD -- are treated in lower order-
than PhDs) . ’

The bachelor’s degree is the lowest full degree that can
be attained. If the employee does not have a doctorate or
a masters degree, then the bachelor’s degree would be
entered via the SF-52 and no Per-11 would be required
(Bachelor’s degrees include BA, BS, AB.)

Type of Other Training, and Special Qualifications

Using the data element descriptions in Annex B, ask the
new employee for any information that should be entered in
RAMPS in DIN 4201, Type of Other Training, and/or DIN
4501, Special Qualifications. Make appropriate entries,
if any.
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R4

ocC

SOCIAL SECURITY ACCT NO.

SUPPLEMENTAL QUALIFICATIONS

PREPARED

KEYED

FORMAT
PER-11

COLLEGE DEGREES OTHER THAN HIGHEST DEGREE:

DEGREE
4101

MAJOR FIELD
4103

YEAR
4104

TYPE OF OTHER TRAINING:

4201

FIRST

SECOND

THIRD

SCHOOL
4105

SPECIAL QUALIFICATIONS:

4801

FIRST

SECOND

THIRD

AID 4497 (2-84)




GENERAL

PER-12, MISCELLANEOUS DATA

This procedure describes entry of a variety of
miscellaneous data elements pertaining to employees,
transaction specialists responsible for employee data
should be familiar with the data element descriptions in
Annex B for all those identified on the Miscellaneous Data
form. These instructions provide extra clarification on
the use of the various data elements on this form.

DIN 2205, Initial Assignment to Washington
This data element identifies Foreign Service Employees on

initial assignment in Washington. A ‘W’ will show in the
basic portion of the EDR print.

DIN 2304, Effective Date of Last Pay Change
Use if a new hire or an employee transferred from

another agency without change of grade or step, and time
in prior agency counts toward determining date eligible
for next step increase.

DIN 2305, Type of Last Pay Change
Use in conjunction with DIN 2304 as described above.

Enter the appropriate code from those shown in the data
element description in Annex B.

DIN 2306, Date Appointed to Present Grade
Use in conjunction with DIN 2304 and 2305 as

described above.

DIN 2603, Date Entered Duty with A.I.D.

The computer automatically puts the effective date of

a hiring action in this date. Therefore, it normally need
never be entered. An exception is if an employee is for
some reason separated and then reappointed (e.g., FS
employee retired and then reappointed FS L) without a
break in service. In this case, the new hire action will
have placed the new date in this data element. It is then
necessary to enter the original date using the PER-12.

DIN 2604, Date Last Entered Foreign Service
The PER-12 must be used to enter this date into the

system. See definition in Annex B for this data element.

DIN 2605, Time-In-Class (TIC DATE)
ee the data element description in Annex B.
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PER-12, MISCELLANEOUS DATA (Continued)

DIN 2702, Date Eligible for Conversion to Career
This date is normally updated automatically by the

computer. However, for a career-conditional employee from
another agency, the PER-12 is used to cover the time in
the previous agency. Delete with a dash ’-’ in first box
of DIN.

DIN 2703, Date Eligible for Next Step Increase
This date also is normally updated automatically by the

computer. Again, for an employee from another agency in
the same grade and step, this date must be entered. See
DIN 2304 and 2305 above.

DIN 2710, Reemployment Rights/Probationary Indicator

DIN 2711, Reemployment/Probationary Expiration Date
These data elements must always be updated with the
PER-12. They provide a means of identifying employees
with reemployment rights, and for Civil Service employees
serving their probationary period, together with
expiration date when applicable. See data element
descriptions in Annex B before entering.

DIN 2718 FEGLI/HEALTH EXPIRATIN DATE

See the data element description in Annex B.

DIN 2803, Date Arrived Present Overseas Post

DIN 2804, Date Started Current Overseas Tour

These data elements pertain only to Foreign Service
employee serving overseas. Entries are based on Arrival
Notices. The transaction specialist must be very careful
to differentiate between these two data elements. For an
employee being assigned overseas from AID/W these dates
will be the same. But for someone returning to the same
post for a second or later tour, only DIN 2804 is entered.
Likewise, on a mid-tour transfer when an employee moves
from one post to another, only DIN 2803 is entered.

DIN 2805, Expected Departure Date
See the data element description in Annex B. Normally

this date is input using a PER-12 only where there is a
special need to change what was automatically placed in it
by the computer.
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8%

0 ¢ 2101

MISCELLANEOUS DATA

PREPARED

KEYED

FORMAT
PER - 12

INITIAL ASSIGNMENT WASHINGTON

EFFECTIVE DATE OF LAST PAY CHANGE
TYPE OF LAST PAY CHANGE

DATE APPOINTED TO PRESENT GRADE
DATE ENTERED DUTY WITH AID

DATE LAST ENTERED FOREIGN SERVICE

TIME-IN-CLASS (TIC) EXPIRATION DATE

DATE ELIGIBLE FOR CONVERSION TO CAREER

DATE ELIGIBLE FOR NEXT STEP INCREASE
REEMPLOYMENT/RIGHTS/PROBATIONARY INDICATOR
REEMPLOYMENT /PROBATIONARY EXPIRATION DATE

FEGLYHEALTH EXPIRATION DATE

DATE ARRIVED PRESENT OVERSEAS POST
DATE STARTED CURRENT OVERSEAS TOUR
EXPECTED DEPARTURE DATE

2208

2804
2308
2308
2603
2604

2008

2702
2703
2710
271

2718

2803
2804
2808

AID 4-498 (3-94)




SCOPE

GENERAL

COMPLETING
THE FORM

PER-18, EDR PRINT REVIEW DATE

This procedure describes an entry of the date an employee
reviewed the content of his/her EDR Print, using form
A.I.D. 460-10, Format PER-18.

When an employee visits HR and has an opportunity to
review his/her EDR Print, DIN 2208, Date EDR Print Last
Reviewed By Employee, should be updated.

In addition to the transactions specialist’s Origin Code
in the upper left corner, only the employee’s SSAN and the
review date need be entered. There is space for up to 26
entries on each form.

If the actual date is not know, estimate the actual date
of review and enter
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PER-28 MEDICAL CLEARANCE DATA

GENERAL This procedure describes entry of Medical Clearance codes
and dates of clearance for Foreign Service employees their
spouses and up to six (6) dependents, using the PER-28
form. The PER-28 is used to add, modify or delete
medicalinformation for an employee, the employee’s spouse
and dependents.

ORIGIN CODE The transaction specialist’s Origin Code and the
' employee’s SSAN are entered in the normal manner.

EMPLOYEE The employee’s medical clearance is a 7-character field.
The first two characters of the employee’s medical
clearance field must be 'E ', (for "Employee") which is
precoded on the PER-28 form. The third character can be
1,2,3,4,5 or 7.

See the PER-28 form on page 55 for explanation of these
codes. The last four characters indicate the month and
year the most recent clearance was received in the
format MMYY.

SPOUSE The spouse’s medical clearance is a 7-character field

The first two characters of the spouse’s medical
clearance field must be 'S ’, which is precoded on the
PER-28 form. The third character can be 1,2,3,4,5 or
7. See the PER-28 form on page 55 for explanation of
these codes. The last four characters indicate the
month and year the most recent clearance was received
in the format MMYY. ’

DEPENDENTS Medical clearance for each dependent is a 7-character
field. :

The first two characters contain the dependent’s year
of birth. The third character can be 1,2,3,4,5 or 7.
See the PER-28 form on page 55 for explanation of these
codes. The last four characters indicate the month and
yvear the most recent clearance was received in the
format MMYY.
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TO REVISE Enter the new clearance code and month and year of clearance.

EMPLOYEE & _ Both the clearance code and month/year of clearance can

SPOUSE DATA be entered or only one of the fields can be entered. The
system will update the file with the new data entered.

TO DELETE

EMPLOYEE

& SPOUSE DATA Enter a hyphen (-) in the third position of the field

where the clearance code would normally be entered on
the employee or the spouse. Both employee and spouse
data can be deleted on one transaction or they can be
deleted on separate transactions.

TO ADD, REVISE AND/OR DELETE DEPENDENT. MEDICAL CLEARANCE DATA

The system requires that all dependents be coded on the PER-28 transaction
whenever any dependent data is entered. The system will completely replace
all dependent data in the file each time a PER-28 is entered with dependent
data coded.’

For example, if an employee currently had three dependents in the master
record and you wanted to update one of the dependent’s medical clearance data,
all three dependents must be coded on the PER-28 transaction. Assume you want
to change the medical clearance code of the dependent born in 1980 from "2" to
"l"., See below:

: . MASTER RECORD
CURRENT MASTER PER-28 " AFTER PER-28

RECORD TRANSACTION . PROCESSED

E (Employee) E (Employee) E (Employee)

S (Spouse) "8 (Spouse) S (Spouse)
BIRTH MED CLEAR BIRTH MED CLEAR BIRTH MED CLEAR
YEAR CODE DATE YEAR CODE DATE YEAR CODE DATE
E 1 8705 E 1 8705
S 1 8705 S 1 8705
86 1 8705 86 1 0587 86 1 8705
84 1 8612 84 1 1286 84 1 8612
80 2 8612 80 1 0887 80 1 8708

You must get an EDR print before coding a PER-28 transaction so that you can
see what dependent data currently exists in the master record, and code it,
along with the changed information.
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Listed below are more examples of the correct way to code PER-28 transactions
to add, change or delete dependents’ medical clearance data:

ADDITION OF A DEPENDENT

In this example, the PER-28 transaction will add a dependent born in 1987 to
the employee’s record.

MASTER RECORD

CURRENT PER-28 AFTER PER-28
MASTER RECORD TRANSACTION PROCESSED
B (Employee) E (Employee) E (Employee)
[ (Spouse) s (Spouse) S (Spouse)
BIRTH MED CLEAR BIRTH MED CLEAR BIRTH MED CLEAR
YEAR CODE DATE YEAR CODE DATE : YEAR CODE DATE
E 1 8707 E 1 8707
S 1 8707 S 1 8707
83 1 8706 87 1 0787 87 1 8707*
80 2 8705 83 1 0687 83 1 8706
79 2 8705 80 2 0587 80 2 8705
79 2 0587 79 2 8705

Please note that to add the dependent born in 1987 the dependents currently in
the master record had to be included on the PER-28 transaction.
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REVISION OF DEPENDENT MEDICAL DATA

In this example, the PER-28 transaction will update the medical clearance code
and the clearance date for the dependent born in 1979

MASTER RECORD

CURRENT PER-28 AFTER PER-28
MASTER RECORD TRANSACTION . PROCESSED

E (Employee) E (Employee) E (Employee)
S (Spouse)’ S (Spouse) S (Spouse)
BIRTH MED CLEAR BIRTH MED CLEAR BIRTH MED CLEAR
YEAR CODE DATE YEAR CODE DATE . YEAR CODE DATE
E 1 8707 : E 1 8707
S 1 8707 S 1 8707
87 1 8707 87 1 0787 87 1 8707
83 1 8706 - 83 1 0687 83 1 8706
80 2 8705 80 2 0587 80 2 8705
79 2 8705 79 1 0887 79 1 8708**

DELETION OF DEPENDENT MEDICAL DATA

In this example, the PER-28 transaction will delete the dependent born in
1979. . ’

: MASTER RECORD
CURRENT PER-28 AFTER PER-28

MASTER RECORD TRANSACTION PROCESSED

E (Employee) E (Employee) E (Employee)
S (Spouse) S (Spouse) S (Spouse)
BIRTH MED CLEAR BIRTH MED CLEAR BIRTH MED CLEAR
YEAR CODE DATE YEAR CODE DATE YEAR CODE DATE
E 1 8707 . E 1 8707
S 1 8707 S 1 8707
87 1 8707 87 1 0787 87 1 8707
83 1 8706 83 1 0687 83 1 8706
80 1 8708 80 1 0887 80 1 8708
79 2 8705

Please note that since the PER-28 transaction did not include the dependent
born in 1979, the system automatically deleted that dependent. The system
only writes to the master record the dependent data coded on the PER-28.
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PER-28

MEDICAL CLEARANCE INFORMATION

ocC

SSAN (employee) O L

EMPLOYEE & SPOUSE CLEARANCE DATA

Medical Month/Year of

Clearance Clearance (MM/YY)
Employee E:xx: O
Spouse S:xx: : . : :

DEPENDENT CLEARANCE DATA

Year of MED Month/Year of
Birth Code Clearance (MM/YY)

DEP (1) : : s s
DEP (2) : : : : : : : : :

DEP(3) s e : A L
DEP (4) L A : o
DEP (5) L : I R S
DEP (6) : : : : : T s : : :

.
.

VALID MEDICAL CLEARANCE CODES

[
1]

CLEARED 2 = ADEQUATE MEDICAL FACILITIES

w
]

LOW ALTITUDE ADEQUATE 4
MEDICAL FACILITIES

LOW ALTITUDE

5 = NOT CLEARED 7 = PENDING

The clearance date must be a valid year/month and cannot be a future
effective date. The dependent year of clearance must be equal to or
greater than the dependent’s year of birth.
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GENERAL

PROCESS

PROCESSING
SEQUENCE

PER-41, EDR PRINT REQUEST

This procedure describes entry of request for EDR Prints,
using Form A.I.D. 4-503, EDR Print Request, Format PER-41.
Only the transaction specialist’s Origin Code and the SSN of
the employee need be entered to obtain an EDR Print. Form
A.I.D. 4-503 has room for up to 33 entries, therefore, 33 EDR
Prints can be obtained using one sheet. Also, each line
provides for both the Origin Code and the SSN, several
transaction specialists can use the same form on one day.

To conserve blank forms, if there are still many vacant lines
on a form after receiving it back from HR/WPRS/PS, line out
those already received and use the form again latexr for the
next EDR Print (s) needed.

It is important for the transaction specialist to underx-
stand that in the daily update cycle, EDR Prints are prepared
after all other processing has been completed. Therefore, if
transactions were entered that day on the employee, it will
be reflected on the EDR print. The only exception is a
future effective SF-50 Request; such transactions are not
reflected on the EDR Print until the effective date.
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RAMPS TRANSACTION GUIDE
CHAPTER 6
DATA BASE CORRECTIONS
GENERAL

The computer programs that process some of the transactions described in
Chapters 4 and 5 result in a number of data elements in the RAMPS Master Data
Record being automatically updated. For example, the program that processes a
SF-52 transaction effecting an appointment will cause the data in DIN 2121,
SF-50 Effective Date, to be automatically placed in DIN 2602, Effective Date
of Appointment. Since the entry that goes into DIN 2602 is "derived" from the
entry in DIN 2121, such data is called derived data.

Also, RAMPS has a Chronological Data Record on each employee, separate
from the Master Data Record. The content of the Chronological Data Record is
displayed in the bottom portion of the EDR Print. Nearly every SF-52
transaction causes an entry in that record.

Under normal circumstances, it should not be necessary to correct either
the derived data or the chronological data. However, cases do arise where a
correction capability is needed. Three transactions as described in this
chapter are provided for making such correctioms.

PRECAUTIONS

Experience has shown that if an error isn’t corrected properly the first
time, the requirements to make the needed corrections become more complex.
Therefore, before using any of the transactions listed below, the transaction
specialist should check with the HR/WPRS to make sure the action is nedessary
and appropriate. If the error is in the employee data, obtain an EDR Print
first. :

The Staff in HR/WPRS has several ways of diagnosing data base problems
and errors. Their assistance should be sought if there is any question as to
what the problem is and its solution.

CORRECTING CHRONOLOGICAL DATA RECORDS -

Corrections to an employee’s Chronological Data Record which are more
than 180 days old are accomplished with the PER-23 transaction. Otherwise a
correction SF-52 is needed. The Per-23 transaction can add a new entry,
delete an existing entry, or change erroneous data in an existing entry.

Instructions for preparing the PER-23 transaction, and a sample form,
start on page 59. .
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CORRECTING DERIVED POSITION DATA

Corrections to derived position data in the Master Data Record are
accomplished with the PER-26 transaction. This transaction can change or
delete the values in four data elements.

Instructions for preparing the PER-26 transaction, and a sample form,
start on page 62.

PER-23, CORRECT CﬁRONOLOGICAL DATA RECORD
GENERAL

This procedure describes entry of changes to an employee’s Chronological
Data Record, using form A.I.D. 466-1, Correct Chronological Data Record. In
addition to the Master Data Record, RAMPS maintains a Chronological Data
Record on each employee. Each entry is an SF-50 type of action. The PER-23
will no longer effect Input, Change or Deletion of a Chronological File entry
which is less than 180 days old. In this event the Addition, Change or
Deletion must be accomplished via the proper SF-52 Transaction.

It is advisable to consult HR/WPRS when the need to correct chronological
information exists. The Per-23 transaction is used only after consultaton
with an EDR print of the employee’s record should be obtained prior to
consultation.

ORIGIN CODE The transaction specialist’s Origin Code, and the
& SSAN employee’s SSAN, are entered in the normal manner.
ACTION CODE Enter "A" (add) if a new entry is to be added or in the

Chronological Data.

Enter "C" (correct) if one or more data elements in an
existing entry is to the corrected.

Enter "D" (delete) if an existing entry is to be deleted.

TO ADD A After entering "A" in Action Code, make appropriate

NEW ENTRY entries in all the remaining data elements on the form except NEW
EFFECTIVE DATE and DOCUMENT CONTROL NUMBER which ARE to be left
blank, AWARD AMOUNT and AWARD INDICATOR which are to be left blank
if not entering award data.

When adding award information, please be sure to input the award
amount in the salary field -- the first six digits in dollar
amounts with leading zeros and the last two digits in cents (00).
These are represented as ddddddcc on the form, for .
example:00015000.
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CORRECTION OR
DELETION
IDENTIFICATION

TO CORRECT
AN ENTRY

AUTOMATIC

SEQUENCING

CHANGING TWO
OR MORE ENTRIES

To correct or delete an entry, the entry must first be
identified to the computer. There are two primary
identifiers and three secondary identifiers, as indicated on
the form. If the entry to be corrected or deleted is the
only one with the exact NOA CODE and NOA Effective Date, then
only those two primary identifiers need be entered. If,
however, there are two or more with the same primary
identifiers, enter the secondary identifiers: Emp Pay Plan,
Emp Pay Grade, and Emp Pay Step. If all five are the same,
use DOCUMENT CONTROL Number. :

After entering "C" in Action Code, enter the

appropriate identifiers as described above. Then add the
data elements to be corrected. Those not being corrected are
left blank.

If the NOA Effective Date is to be corrected, enter the date
shown on the EDR Print (for identification purposes) and
place the correct date in New Eff Date at the bottom of the
form.

When the computer processes any transaction affecting

the Chronological Data Record, the entries are all checked on
NOA Effective Date and they are sequenced on that date.
Therefore, the transaction specialist need not be
concerned with sequence of entries.

If two or more entries are to be changed, always enter
deletes before corrections or additions, and corrections
before additions. Usually it is better to do them one day at
a time, but if it is necessary to do them the same day, be
sure the transactions are stapled together in the sequence to
be entered and clearly marked 1, 2, 3, etc.
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AID 466-1 (10-93)

- CORRECT CHRONOLOGICAL DATA RECORD

PREPARED |KEYED

FORMAT
PER - 23

ORIGIN CODE I:l:

P NOA CODE
2115

NOA TITLE
2115

P NOA EFF DATE
2121

POSNO
2127

POSN AOSC
1401

POSN TITLE
1402

ORGNO ABBRE
0104

S EMP PAY PLAN
2128

S EMP PAY GRADE
2129
NEW EFF DATE
2121

P = PRIMARY IDENTIFICATION

S = SECONDARY IDENTIFICATION

ssan | | |

i

ACTION CODE

DOC CONTROL NO.

S EMP PAY STEP
2130

AWARD AMOUNT
DDDDDDCC

AWARD IND

1

LTI ]




GENERAL

ORIGIN CODE

OTHER DATA
ENTRIES

PER-26, DERIVED DATA CORRECTION - EMPLOYEE DATA

This procedure describes entry of changes to derived employee
data using form A.I.D. 466-4, Derived Data Correction -
Employee Data, PER-26. The PER-26 program permits change to
data elements in the employee portion of the Master Data
Record, as listed below.

Before using this form, the transaction specialist should
check the data element description in Anmex B pertaining to
the data element to be changed or deleted.

The Transaction specialist’s Origin Code and the SSAN & SSAN
of the employee are entered in the normal manner.

DIN 2306, Date Appointed to Present Grade _
To Change: Must be prior to current date and a valid date.

To Delete: Not permitted.

DIN 2602, Effective Date of Appointment
To Change: Must be a valid date and earlier than current
date.

To Delete: Not permitted.

DIN 2701, Limited Appointment Expiration Date
To Change: Must be a valid date and earlier than current
date. . .

To Delete: Not permitted.

DIN 2704, Date LWOP Expires

To Change: Must be a valid date and later than current date.
Also, DIN 2120, Work Schedule, must contain "9",
.either on this transaction or within the
employee’s current Master Record.

To Delete: Enter a minus (-) sign in the first box.

DIN 2705, Temporary Promotion Indicator
To Change: Only input of "Y" is acceptable.

To Delete: Enter a minus (-) sign in the first box. DIN
2706, Temporary Promotion Expiration Date, must
contain no entry in Master Record or must also be
deleted in this transaction.
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OTHER DATA
ENTRIES

DIN 2707,
To Change:

To Delete:

DIN 2708,
To Change

.

To Delete:

DIN 2709,
To Change:

To Delete:

DIN 2716,
To Change:

To Delete:

Din 2717,

To Change:

To Delete:

Detail Indicator
Must be a valid value, and 2708, Organization
To/From, and DIN 2709, Detail Expiration Date,
must contain valid values in Master Record or
this transaction.

Enter a minus (-) sign in the first box. DINs
2708 and 2709, referred to above must be blank
in the Master Record or be deleted in this
transaction.

Organization To/From

If entry in DIN 2707, Detail Indicator, is "1V,
must be a valid POSNO, since "1" indicates an
internal detail. If entry is "2" through "6",
must be a valid Agency Code (see data element
description in Annex B for DIN 2147, Agency, for
a list of Agency Codes) since this is a detail
in.

Enter a minus (-) sign in the first box.

Detail Expiration Date

Must be a valid future date, and the above two
cited related data elements must contain valid
values in the Master Record or in this
transaction.

Enter a minus (-) sign in the first box.

Date Separated

Must be a valid prior date. POSNO of Master
Record must start with "9". DIN 2717, ’
Separation NOA CODE, must contain an entry in
Master Record or in this transaction.

Enter a minus (-) sign in the first box. DIN
2717 referred to below must be blank in the
Master Record or be deleted in this transaction.

Separation NOA CODE
POSNO of Master Record must start with "9".
Entered NOA CODE must start with "3". DIN 2716,
Date Separated, must
contain a value in the
Master Record or in this transaction.

Enter a minus (-) sign in the first box.- DIN

2716, Date Separated, must be blank in the
Master Record or be deleted by this transaction.
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PER-26, DERIVED DATA CORRECTION - EMPLOYEE DATA (Continued)

DIN 2801,
To Change:

To Delete:
DIN 2802,

To Change:

To Delete:

-Date Started AID/W Rotation Assignment

Must be a valid prior date. POSNO of
Master Record must start with "in.

Enter a minus (-) sign in the first box.
Date Started Overseas Assignment

Must be a valid prior date. POSNO of
Master Record must .start with "2".

Enter a minus (-) sign in the first box.

DIN 2808, POSNO of Next Assignment, and

DIN 2809, Effective Date of Next Assignment

This data element should never have to be changed; it may be
deleted by entering a minus (-) sign in the first box of the

entry.
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S9

SOCIAL SECURITY NUMBER

HEEEEENE

DERIVED DATA CORRECTION - EMPLOYEE DATA

PREPARED KEYED

FORMAT
PER-26

we [(TT 111

2306

1NN

2307

2308

]

201

2602

HEE

~—

2704

HEER

2705

2708

| HEEN

zo7 ’_l

708

709

716

g

2801

2302

2808

HE

2809

DATE FEGLI WAIVED

DATE APPOINTED TO PRESENT GRADE
WORK SCHEDULE

E/C DAILY RATE

TYPE OF APPOINTMENT

EFFECTIVE DATE OF APPOINTMENT

DATE LWOP EXPIRES

TEMPORARY PROMOTION INDICATOR

TEMPORARY PROMOTION EXPIRATION DATE

DETAIL INDICATOR
ORGANIZATION DETAILED TO/FROM

DETAIL EXPIRATION DATE

DATE SEPARATED

SEPARATION NOA CODE

DATE STARTED AID/W ROTATION
DATE STARTED OVERSEAS ASSIGNMENT
POSNO OF NEXT ASSIGNMENT

EFFECTIVE DATE OF NEXT ASSIGNMENT

AlD 466-4




RAMPS TRANSACTION GUIDE
CHAPTER 7

TRAINING DIVISION TRANSACTIONS

GENERAL

The Training Division (HR/TD) is responsible for entering and maintaining
all data in RAMPS pertaining to:

o Training courses completed by employees
le) Employee proficiency in foreign language
o) Employee scores in the Modern language Aptitude Test (MLAT)

Under no circumstances will members of other HR divisions enter or change
data pertaining to the above.

TRAINING COURSES COMPLETED

Training courses completed are maintained on a special RAMPS Training
File, separate from the basic RAMPS Master Data File. Input is via the PER-14
transaction which results in the creation of a computerized record of the
course.

Since a separate record is created for each course, the number of
training records for an employee is virtually unlimited. However, the EDR
Print program selects and prints only the most recently completed courses, up
to a maximum of 12.

Instructions for preparing the PER-14 transaction, and a sample form,
start on page 67.

LANGUAGE PROFICIENCY AND MLAT SCORE

Proficiency in foreign languages is input into RAMPS via the PER-16
transaction. Up to five languages can be entered on each employee. In
addition, RAMPS provides for a data element "Additional Languages" which is a
one-digit number to indicate employee has proficiency in more than five. If
employee has proficiency in a total of seven, this data element should contain
a 2’ to indicate two more than the five already listed.
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There are two forms for the PER-16 transaction:

Form A.I.D. 4-501A, Foreign Language Qualifications, is used during
orientation training of new employees. The employee fills out the form
during one of the orientation sessiomns.

Form A.I.D. 4-501, Language Proficiency and MLAT, is used on all other
occasions to input language proficiency, and also to input "Additional
Languages" if applicable, and MLAT score and year.

Instructions for preparing the Foreign Language Qualifications are
included on the form itself to make it as self-explanatory as possible
for new employees. A sample is on page 72.

PER-14, TRAINING COURSE COMPLETED

SCOPE This procedure describes entry of data pertaining to training
courses, using form A.I.D. 4-500, Training Course Completed,
Format PER-14.

APPLICABILITY This procedure is applicable only to members of the Training
and Development Division.. Other members of HR will not input
data pertaining to training courses completed under any
circumstances.

GENERAL The PER-14 is used to either enter a course completed by an
employee or to delete data pertaining to a previously entered
training course.

The form has room for up to six entries per sheet.

ORIGIN CODE The transaction specialist’s Origin Code is entered in the
two boxes in the upper left cormer of the form.
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TO ENTER A
COMPLETED
COURSE

TO DELETE
A COURSE

TO CHANGE
A COURSE

Make appropriate entries in all boxes within each block.

See the data element descriptions in Annex B for the
appropriate method of entering the data for the following data
elements: :

DIN 2101, Social Security Number (SSN)

DIN 4601, Course Code (first two boxes only if language)
DIN 4602, Date Course Completed (month/Day/Year) .
DIN 4603, Obligated Service Month/Year (or ’'0000’)
DIN 4604, Purpose of Training

DIN 4605, Type of Training -

DIN 4606, Source of Training

DIN 4607, Special Interest Program

DIN 4608, Direct Costs

DIN 4609, Indirect Costs

DIN 4610, On-Duty hours

DIN 4611, Off-Duty Hours

Make appropriate entries in the following:

DIN 2101, Social Security Number (SSN) _
DIN 4601, Course Code of the course to be deleted
DIN 4602, Date Course Completed of the course to be deleted.

In addition, place a minus (-) sign in the first box of:
DIN 4603, Obligated Service Month/Year
Leave all other boxes and spaces blank.

First delete the course, then entirely re-enter the

course.Do this on one sheet only, with the deletion in
the first entry on the form and the addition in the second
ntry (right or bottom). Do not use this sheet for any
other entries.
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SPEC INT PROG
4607

DIRECT COSTS
4608

INDIRECT COSTS
4609

ON-DUTY HOURS
4610

OFF-DUTY HOURS
4611

o ¢ PREPARED KEYED .i
] TRAINING COURSE COMPLETED FTAAT |
ssan | [ [ [ ]] [ 1T 1 T] HEEER

| |

Il

[ [ ]

SSAN
2101
COURSE CODE
4601

DATE COMPLETED
4602

OBL SVC MO/YR
4603

PURPOSE

4604

TYPE

4605

SOURCE

4606

SPEC INT PROG
4607

DIRECT COSTS
4608

INDIRECT COSTS
4609

ON-DUTY HOURS
46810

OFF-DUTY HOURS
4611

HEEEE

L]

AID 4-500 (11-76)




SCOPE

APPLICABILITY

GENERAL

ORIGIN CODE
SSAN

TO ENTER A
LANGUAGE
PROFICIENCY

TO CHANGE
A LANGUAGE
ENTRY

PER-16, LANGUAGE PROFICIENCY AND MLAT

This procedure describes entry of data pertaining to
employee proficiency in foreign languages and scores on
the Modern Language Aptitude Test, using form A.I.D.
4-501, Language Proficiency and MLAT, Format PER-16.

This procedure is applicable only to members of the
Training and Development Division. Other members of HR
will not enter or change language or MLAT data under any
circumstances.

The form provides for up to 12 entries, each pertaining to
language or MLAT, or both. Several succeeding lines may
be used to enter different languages for the same
employee. A line has been provided beside each entry .
which may be used to indicate name or any other
information desired.

' The Origin Code of the transaction specialist is entered
in the two boxes in the upper left of the form.

Enter the employee’s Social Security Number (SSN) in the
nine boxes provided.

Make appropriate entries in each of the 10 boxes

under "Language Proficiency". See the data element
descriptions in Annex B for the appropriate method of
entering.

DIN 4801, Language Code

DIN 4803, Speaking Ability

DIN 4804, Reading Ability

DIN 4805, Method By Which Determined
DIN 4806, Year Abilities Determined
DIN 4807, Additional Languages

To change any entry for a language previously

. entered, treat as a new entry and enter all of

the applicable data elements. Do not leave blank
those not being changed (except DN 4807, Additional
Languages, which may be left blank).

TO DELETE Enter the Language Code to be deleted. 1In the first box

for Speaking Ability, enter a minus (-) sign. Leave all other

boxes blank.

70



PER-16, LANGUAGE PROFICIENCY AND MLAT (Continued)

TO ENTER Make appropriate entries in each of the four boxes

MLAT under "MLAT Data". See the data element descriptions in Annex
B for the appropriate method of entering.

TO DELETE AN Enter a minu (-) sign in the first box for MLAT
MLAT ENTRY score. Make no entries in the other three boxes.
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(Not Used)

LANGUAGE PROFICIENCY AND MLAT

EEEEEEEEEEEEE

FORMAT
PER-16

l SOCIAL SECURITY ACCT. NUMBER l

LANGUAGE PROFICIENCY

MLAT DATA

L I

i7 L3

SCORE YEAR
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RAMPS TRANSACTION GUIDE

CHAPTER 8

LABOR RELATIONS STAFF TRANSACTIONS

GENERAL

There is only one data element in RAMPs which the Labor Relations Staff
is responsible for entering and maintaining. The data element is DIN 1501,
Union Bargaining Unit Indicator. The value to be placed in this data element
is determined by the Labor Relations Staff in accordance with agreements with
AFGE and AFSA.

Every two weeks a listing is produced showing all positions with a
missing or erroneous Union Bargaining Unit Indicator. This listing is
provided to HR/LRS staff who review each position, indicate what the
appropriate Union Bargaining Unit Indicator is, and return the listing to
HR/PS for input of PER-04 transactions.

73



RAMPS TRANSACTION GUIDE

CHAPTER 9

PERSONNEL SYSTEMS BRANCH TRANSACTIONS

GENERAL

There are two types of transactions that are reserved for use by the
PERSONNEL SYSTEMS BRANCH (HR/WPRS). They are:

o PER-21, Code Tables
o PER-27, External Switch Data

The PER-27 is for a special purpose that has no direct impact on the rest
of HR. The first one is of interest and is described below.

CODE TABLES

Whenever there is a need for a change in one of the code tables used by
RAMPS, a PER-21 transaction must be prepared and entered by HR/PS.

IMPORTANT: PS must depend on members of HR staff, and transaction
specialists in particular to let them know when a change is
needed in a code table.

When a determination is made that a change is needed, a request in
memorandum form should be initialed through the Division Chief to PS. PS will
then input the chandge the same day as received. Since code table changes are
processed ahead of any other inputs, the new codes can be used the same day.

For guidance, following is a list of all tables currently maintained in

RAMPS.
Al Country/Post Codes
A2 Agency Occupational Specialty Codes
A3 Pay Plan/Grade/Step/Salary
A4 Functional Classification, Scientists and Engineers
A5 Language Codes and Training Course Codes
A7 Reportable Handicap Codes
Bl Nature of Action Codes
B2 Agency Codes
B3 Standard Remarks
B4 State Codes
B5 Education Level Codes
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53

Authority Code

Major Field of Degree
Special Qualification
Post/Language Codes
External Switches

Special Clerical Salaries
Special Accountant Salary
Medical Doctors Rate
Origin Code List
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records.

ANNEX A

CONTENT OF RAMPS FILES

Annex A contains two lists of data elements in RAMPS’ automated

One list is in sequence by DIN number for use in referring to the

definition in Annex B, which is in sequence by the DIN number. The other list
is in sequence by data element name.

lists:

DIN

TITLE

FIELD

TO NAPS

Following are definitions of the column headings used for these

The Data Identification Number (DIN) for each data element. This
number provides ready reference to the Data Element Descriptions in
Annex B which are in DIN sequence. DINs are also used on the
Transaction Lists prepared by the computer.

The title of the data element.

This describes the provision in the computer record for the data
element. It is in three segments:

1. The first expresses the maximum number of characters permitted
for the data element.

2. The second identifies whether input can be alphabetic, ("A");
numeric ("N"); or both ("B").

3. The third identifies whether the length of the field is fixed
("F") meaning that the exact number of characters specified is
required on input, or variable ("V") meaning that less than
the exact number of characters specified is permissible.

This column reflects the RaAMPS information that is provided to the
automated Payroll system (NAPS). The types of information that is
provided to NAPS include information that determines salary, (i.e.,
Employee Pay Plan, Employee Grade, Employee Step, etc.), deduction
information, (i.e., FEGLI), and various identifying data (i.e.,
employee’s name, SSAN, Service Computation Date, Allotment Symbol
of position, etc.)
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DIN

0001
0002
0101
0102
0103
0104
0201
0202
- 0203
0301
0302
0401
0402
©1001
1002
1101
1102
1103
1104
1201
1206
1207
1301
1401
1402
1403
1404
1405

CONTENTS OF RAMPS
(IN DIN NUMBER SEQUENCE)

POSITION AOS CODE . . . . + & v & o o & o« o o« .
FUNCTIONAL CLASS, SCIENTISTS & ENGINEERS . . . . .

TITLE FIELD
DELETE INDICATOR . 1AF
TYPE RECORD . . . « o o o o oo o . 1NF
ORGANIZATION SEQUENCE NUMBER (POSNO) . . . . . . . 9 AF
DARENT ORGANIZATION SEQUENCE NUMBER . . 9AF
ORGANIZATIONAL TITLE . . . . . - = « . . . . . . .20A F
ORGANIZATIONAL ABBREVIATION . . . . . . . . . . .15 A F
POSITION CEILING FULL-TIME . . . . . . .S5NF
POSITION CEILING PART-TIME .5NF
EMPLOYMENT LIMITATION . . . . . . . . . 5NF
ACTIVE POSITIONS - FULL-TIME . . . . . . . . . . .5NF
ACTIVE POSITIONS - PART-TIME . . . . . . . .SNF
EMPLOYEE STRENGTH - FULL-TIME . . . . . . . 5N F
EMPLOYEE STRENGTH - PART-TIME . . . . . .5 NF
DELETE INDICATOR . . . . « = « « « « « « « v . . .1AF
TYDE RECORD . . . . o o o e e oo o o o . .INF
POSITION SEQUENCE NUMBER (POSNO) . . . . . .9NF
PARENT ORGNO . . . « = o o e oo o o o . 9N F
ORGANIZATIONAL ABBREVIATION . . . . . . . . . . . 15A YV
POST CODE . . « + « « o 4w o v s i e v v v v v .. . 2NF
POSITION STATUS CODE . . . . . . . . . . AF
POSITION PERMANENCY . . . . . « « « « « « « = . . .1AF
WORKWEEK . . . - « « « « « o v v i e v v v v v . .1AF
ALIOTMENT . . . « « « « « v v « v « v v v . . . .15BF

N F

N F
POSITION TITLE . . . . = = « « =« o« =« « « « « . . .20BF
POSITION BACKSTOP . . . . .« « « « o o « . . N F
POSITION PAY PLAN . . . . . . « « = « « « . . . . .2NF
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Yes
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Yes



DIN

1406
1407
1408
1409
1410
1413
1414
1415
1416
1417
1419
1420
1421
1501
1601
1602
1701
1702
1703
1704
1709

1711

1712
2101
2102
2103
2104
2105
2106
2107

CONTENTS OF RAMPS
(IN DIN NUMBER SEQUENCE)

TITLE

POSITION CLASS/GRADE . ; Ce .
SUPERVISORY INDICATOR .
POSITION LANGUAGE . . .
LANGUAGE SPEAKING REQUIREMENT .
LANGUAGE READING REQUIREMENT .
POSITION DESCRIPTION NUMBER . .

FAIR LABOR STANDARDS ACT INDICATOR . .

VACANCY STATUS . . . . . . .
OBEY INDICATOR . . . . . . . .

COMPETITIVE LEVEL . . . . . . .
SUPPLEMENTAL POSITION AOS CODE

SUPPLEMENTAL POSITION AOS TITLE
SUPPLEMENTAL POSITION AOS GRADE
UNION INDICATOR . . . . . . . .
DATE INCUMBENT ASSIGNED . . .

INCUMBENT ANTICIPATED LOSS DATE
SSAN OF REPLACEMENT . . . .

EFFECTIVE DATE OF REPLACEMENT ASSIGNMENT

POSITION-OCCUPIED . (SES IND) .
POSITION SENSITIVITY . . . .
EXECUTIVE PERSONNEL ASSIGNMENT

/CLASS

FIELD

PowpoE 22 2 22 202 2P PP ooz 3z
I I R R I R R R I T T I R I I I R

PUBLIC TRUST . .. ittt tniieeeennnnaeencaeeesceanncnnnas

SOCIAL SECURITY ACCOUNT NUMBER
NAME . . . . . ¢« « « « « « « .
SEX . . . . .+ .+ . . ...
BIRTH DATE . . . . . . . . .
VETERAN PREFERENCE . . .

-TENURE GROUP . . . . . . . .

SERVICE COMPUTATION DATE . . .
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TO NAPS

Yes

Yes

Yes
Yes

Yes

Yes
Yes



DIN

2108
2109
2110
2111
2113
2114
2119
2120
2121
2122
2124
2125
2126
2127
2128
2129
2130
2131
2132
2133
2134
2135
2136
2137
2138
2139
2140
2141

REPORTABLE HANDICAP CODE . . . . . . . .

FEGLI STATUS e e e e e e e e e e e e
DATE FEGLI WAIVED . e e et e e e e e e e e
RETIREMENT SYSTEM . . < .. .

PAY RATE DETERMINATE . . . . . . . . . . . . .
ACADEMIC EDUCATION LEVEL . . . . . . .
CITIZENSHIP e e e e e e e e e e e
WORK SCHEDULE e e e e e e e e e e e e
SF-50 EFFECTIVE DATE . . . . .
PRIOR EFFECTIVE DATE .

FROM GRADE e e e e e e e e e e e e e
FROM STEP . . . ... . .. ..
FROM E/C RATE . . . . - . . ..

TO POSNO .. . .
TO PAY PLAN . . . . . . - .

TO GRADE - . .
TO STEP . . e e e e e e e e e e e e

TO EXPERT/CONSULTANT DAILY RATE . . . . . .
STANDARD REMARK 1 - PARAGRAPH NO. . . . . .
STANDARD REMARK 1 - FILL-IN . . . . . . . .
STANDARD REMARK 2 - PARAGRAPH NO. . . . . .
STANDARD REMARK 2 - FILL-IN . . . . .

STANDARD REMARK 3 - PARAGRAPH NO. . . .
STANDARD REMARK 3 - FILL-IN . . . . . . . . . .
STANDARD REMARK 4 - PARAGRAPH NO. . . . . . . .
STANDARD REMARK 4 - FILL-IN . . . . . .
STANDARD REMARK 5 - PARAGRAPH NO. . . . . .
STANDARD REMARK 5 - FILL-IN . . . . . . . . .

CONTENTS OF RAMPS
(IN DIN NUMBER SEQUENCE)

TITLE
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FIELD
.2NF
.1AF

.6 NF
.1 BB
.1NF
.2 NF
.1 NF
.1 NF
. 6NF
. 6 NF
2 NF
.2 NF
.3 NF
. 9NF
.9 AF
. 2BF
.2 NF
.2 NF
.3 BF
32 BV
.3 BF
32 BV
.3 BF
32 BV
.3 BF
32 BV
.3 BF
32 BV

TO NAPS

Yes

Yes

Yes

Yes

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes



CONTENTS OF RAMPS
(IN DIN NUMBER SEQUENCE)

DIN TITLE FIELD TO NAPS

2143  DOCUMENT CONTROL NUMBER . . . . . . . . . . . . .5 NF Yes
2145 NATURE OF ACTION CODE . . . . . « & « « o « o . .4 BV Yes
2146 NOT TOEXCEED DATE . . . . . - = = = = « « « . . . 6NTF Yes
2147 RAGENCY . . . . .« « « o« e e e e e .2AF
2150  ANNUITANT INDICATOR . . . . . . « =« « = « « = « . .1 NF
2151  AUTHORITY CODE-1 . . . « © « v v v v v viu v . .3BF
2152  AUTHORITY FILL-IN-1 . . . . . . . « . . . . .3AF
2153  AUTHORITY CODE-2 . v v v v v o v v v e v v v v . 3BF
-2154  AUTHORITY FILL-IN-2 . . . . . . . +« « v = . « . . .3AF
2155 VIETNAM ERA VETERAN . . . . . . . . « « « « « . . .1AF
2156 VOID FROM/TO. . . . . +« « « « « v =« 4« « v« « v« « . .1AF
2202  EMPLOYEE BACKSTOP . . . . . « « « v & o « « . . .2NF
-2205 INITIAL ASSIGN AID/W . . . « » « « = = « « « =+ . .1 BF
2208 DATE EDR PRINT LAST REVIEWED BY EMPLOYEE . . 6 NF
2301  EMPLOYEE PAY PLAN . . . . =+ &« « v o o o « « . .4 AV Yes
2302 EMPLOYEE PAY GRADE . . . . . + « « « « . . 2 BF Yes
2303 EMPLLOYEE PAY STEP . . . . + « « « « « « « « « . . .2 NF Yes
2304 EFFECTIVE DATE OF LAST PAY CHANGE . . . . . . . . .6 NF
2305 TYPE OF LAST PAY CHANGE . . . . . +« « « « « . . .1 AF  Yes
2306 DATE APPOINTED TO PRESENT GRADE . . . . . .6 N F
2308  EXPERT/CONSULTANT DAILY RATE . . . . . . . . .3NF Yes
2601 TYPE OF APPOINTMENT . . . . + « + « « « « « « . . .2 NF Yes
2602 EFFECTIVE DATE OF CURRENT APPOINTMENT/CONVERSION . 6 N F
2603 DATE ENTERED DUTY WITH A.I.D. . . . . . . . . . .6 NF
2604 DATE LAST ENTERED FOREIGN SERVICE . . . . . . . .6 NF
2605 TIME IN CLASS (TIC-DATE) cvveeeereenerenneneeeenenns 6 NF
2701  LIMITED APPOINTMENT EXPIRATION DATE . . . . . . . .6 NF Yes
2702 DATE ELIGIBLE FOR CONVERSION TO CAREER . . . . . . 6 NF
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DIN

2703
2704
2705
2706
2707
2708
2709
2710
2711
2712
2713
2716
2717
2718
2801
2802
2803
2804
2805
2808
2809
3101
3102
3103
3201
3202
3402
3403

" RETAINED SALARY . . . . . . . « v v v « o« « « « . .6

CONTENTS OF RAMPS
(IN DIN NUMBER SEQUENCE)

TITLE FIELD

DATE ELIGIBLE FOR NEXT STEP INCREASE . ... . . . . 6
DATE LWOP EXPIRES . . . . . . . . . . . . . . . . .6
TEMPORARY PROMOTION INDICATOR . . .1
TEMPORARY PROMOTION EXPIRATION DATE . . .6
DETAIL INDICATOR . . . . . . . ¢« ¢« « ¢« « « « . .1
ORGANIZATION TO-FROM . . . . . . . . . . . 9
DETAIL EXPIRATION DATE . . . . . . . « « « « « . . 6
REEMPLOYMENT RIGHTS/PROBATIONARY SERV INDICATOR . .1
REEMPLOYMENT RIGHTS/PROBATIONARY PERIOD EXPIRATION 6

SALARY RETENTION EXPIRATION DATE . . . . . .
DATE SEPARATED . . . . . ¢ « « v o « o« « « « .
SEPARATION NOA CODE . . . . . . . « « « . .

FEGLI/HEALTH EXPIRATION DATE......0cuoeeeeenonannnns 6
DATE STARTED A.I.D./W ROTATION ASSIGNMENT . . . . .6
DATE STARTED OVERSEAS ASSIGNMENT . . . . . . . . . 6

DATE ARRIVED PRESENT POST . . . . . . . « . . . . .6
DATE ARRIVED PRESENT POST CURRENT TOUR . . . . . . 6
EXPECTED DEPARTURE DATE . . . . . . . . « . . . . .6
POSNO OF NEXT ASSIGNMENT . . . . = . . . . . . . . 9
EFFECTIVE DATE OF NEXT ASSIGNMENT . . . . . . . . .6
"TO"™ DATE OF LAST PER . . . . . +« ¢« ¢« « ¢« « « « . .6
CS-RATING . . « + « v v + + 4 v e e e e e e ool
CS-RATE VERIFICATION . . . . . ¢ ¢ « o o « « « « 1
MLAT TEST SCORE . . . . - - « « « o & « o o o « . .2
MLAT YEAR TESTED . . . . « « « « o o o o o « o o . 2
MERIT-PAY-SALARY . . . . + « « « « « « « « « « . . 6
MERIT-PAY-UNIT . . . . ¢« ¢ ¢ « ¢ o« o o« o« o « « « « 4
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DIN

3404
3405
3406
3407
3408
3409
4101
4103
4104
4105
4201
4501
4601
4602
4603
4604
4605
4606
4607
4608
4609
4610
4611
4801
4803
4804
4805
4806
4807

CONTENTS OF RAMPS

(IN DIN NUMBER SEQUENCE)

TITLE

LOCALITY ADJ........ e e,
RETENTION ALLOW. -« e et veseeeennnnnsnnannennnennn
STAFFING DIFF............ e

DEGREE AWARDED .. .vvvvnneenneernnennnennaennn,
INSTRUCTIONAL PROGREM .. .v'vvrneinmnnnnnnennnnnn
YEAR OF DEGREE . .. uvvnnneennnnennennnenneinas
SCHOOL FROM WHICH DEGREE OBTAINED . ............
TYPE OF OTHER TRAINING . - - uvvennanennennnnn.
SPECIAL QUALIFICATIONS . .vvervnnnnennnnnnnnnnn.
TRAINING COURSE CODE .« v vvveeneteoneenenennns
DATE TRAINING COURSE COMPLETED .....uvvvnvennvnn..
OBLIGATED SERVICE MONTH/YEAR ......euvennennnnn.
PURPOSE OF TRAINING .. .vvuurmnrnneneennenennnnn
TYPE OF TRAINING . .vvvvinnennseneneennenannnnn,
SOURCE OF TRAINING .. vvvuteneemnenennneaannen.
SPECTAL INTEREST PROGRAM . ......uovuernnennnnnn.
DIRECT COSTS FOR TRAINING . .vvevuvnnnenennnnnn
INDIRECT COSTS FOR TRAINING ......oovveneennn..
ON DUTY HOURS v vveve s snteeenanennernnennenns
OFF DUTY HOURS .+t vvvvnvnneernnennsnesnnononennns
LANGUAGE CODE .+ttt ttoeeeeaeennennncnnenns
LANGUAGE SPEAKING ABILITY +uuivunvnnernnennnnnn
LANGUAGE READ ABILITY .+ uvvnevneneennenenennns
METHOD BY WHICH LANGUAGE PROFICIENCY DETERMINED
YEAR LANGUAGE PROFICIENCY DETERMINED ..........
NUMBER OF ADDITIONAL LANGUAGES ...........o.....
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DIN

2114
0301
0302
2147
1301
2150
2151
2153
2152
2154
2104
3405
2119
1417
3103
3102
2306
2803
2804
2208
2702
2703
2603
2110
1601
2604
2704
3101

CONTENTS OF RAMPS

(IN DATA ELEMENT NAME SEQUENCE)

TITLE FIELD

ACADEMIC EDUCATION LEVEL . . . . . . . 2
ACTIVE POSITIONS - FULL-TIME . . . . . 5
ACTIVE POSITIONS - PART-TIME . . . . . . S
AGENCY . . . . . . o v v v v e e e e e e e e e 2

15

ALLOTMENT . . « v & v v e e e et e e e e e
ANNUITANT INDICATOR . . . . . . « . . . .
AUTHORITY CODE-1 . . v & & v v v v v e e e .
AUTHORITY CODE-2 . . . « « « « o o v o v o o .
AUTHORITY FILL-IN-1 . . . +« « v v « « o « . .
AUTHORITY FILL-IN-2 . . . . . . « « . . . . .
BIRTH DATE . . . « v v v e e e e e oo o
CASH-
CITIZENSHIP . . . . . « v « « . . .
COMPETITIVE LEVEL . . . . . . . . . .
CS-RATE VERIFICATION . . . . . . . . . .
CS-RATING . . . . . . . .

DATE
DATE
DATE
DATE
DATE
DATE
DATE
DATE
DATE
DATE
DATE
DATE

AWARD . . . . . v 4 4« v e e e e e e e

A 6O O O O &Oh O O O ) O Oh M B W KB U1 OO W W W W R

APPOINTED TO PRESENT GRADE . . . . .
ARRIVED PRESENT POST . . . . . . . . . . .
ARRIVED PRESENT POST CURRENT TOUR .

EDR PRINT LAST REVIEWED BY EMPLOYEE . . . .
ELIGIBLE FOR CONVERSION TO CAREER . . . . .
ELIGIBLE FOR NEXT STEP INCREASE . . . . .
ENTERED DUTY WITH A.I.D. . . . . . . . . . .
FEGLI WAIVED . . . . . . . « ¢ « o « o o « « .
INCUMBENT ASSIGNED . . . . . . . . . . .
LAST ENTERED FOREIGN SERVICE . . . . . . . . .
LWOP EXPIRES . . . . . . . . . .

OF LAST PER . . . « « « ¢« ¢ o o o o o« « o«

83

2222 2 2 22 2 2 22 pp2az2z32ppuwzwyrz 3

Lo I BLC IS IS s I IO I I s I L B B L B L I B I s B B L I B B

TO NAPS

Yes

Yes
Yes

Yes



DIN

2716
2801
2802
4602
4101
0001
1001
2708
2707
4608
2143
2602
2304
2809
1702
2202
2302
2301
2303
0401
0402
0203
1711
1709
2805
2308
1414
2718
2109

CONTENTS OF RAMPS

(IN DATA ELEMENT NAME SEQUENCE)

TITLE

DATE SEPARATED . . . .

DATE STARTED A.I.D./W ROTATION ASSIGNMENT .
DATE STARTED OVERSEAS ASSIGNMENT . .
DATE TRAINING COURSE COMPLETED . . . .

DEGREE AWARDED . . . .
DELETE INDICATOR . . .
DELETE INDICATOR . . .
DETAIL EXPIRATION DATE
DETAIL INDICATOR .

DIRECT COSTS FOR TRAINING .
DOCUMENT CONTROL NUMBER .

EFFECTIVE DATE OF CURRENT APPOINTMENT/CONVERSION .

. . . . .

- . .

EFFECTIVE DATE OF LAST PAY CHANGE . .
EFFECTIVE DATE OF NEXT ASSIGNMENT . . .

EFFECTIVE DATE OF REPLACEMENT ASSIGNMENT

EMPLOYEE BACKSTOP . . .
EMPLOYEE PAY GRADE
EMPLOYEE PAY PLAN . .
EMPLOYEE PAY STEP

.

EMPLOYEE STRENGTH - FULL-TIME .
EMPLOYEE STRENGTH - PART-TIME . .

EMPLOYMENT LIMITATION .

EXPECTED DEPARTURE DATE

EXECUTIVE PERSONNEL ASSIGNMENT PANEL .

EXPERT/CONSULTANT DAILY RATE . . . . .
FAIR LABOR STANDARDS ACT INDICATOR .

FEGLI/HEALTH EXPIRATION DATE

FEGLI STATUS
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DIN

2126
2124
2125
1402
1602
4609
2205
4103
4801
4804
1410
4803
1409
2701
3406
4103
3404
3402
3403
4805
3201
3202
2102
2145
2146
4807
1712
1416
4603

CONTENTS OF RAMPS
(IN DATA ELEMENT NAME SEQUENCE)

TITLE FIELD

FROM E/C RATE . . . + « & « v o v e v v e v v v . .3
FROM GRADE . . . . + & v v v v e e vt e i e o 02
FROM STEP . . . « © o o e oeoe e e e e . 2
FUNCTIONAL CLASS, SCIENTISTS & ENGINEERS . . . . . 2
INCUMBENT ANTICIPATED LOSS DATE . . . . . . . . . .6
INDIRECT COSTS FOR TRAINING . . . . . . . . . . . .4
INITIAL ASSIGN AID/W . . . . « v « o « « . . 1
INSTRUCTIONAL PROGRAM .. evveentieemeimeeeaaeeannn 6
LANGUAGE CODE . . + + « & v v o v e v e e v v v 22
LANGUAGE READ ABILITY . . . . . « . . . . . 2
LANGUAGE READING REQUIREMENT . . . . . . . . . . . 2
LANGUAGE SPEAKING ABILITY . . . . . . « . . . . 2
LANGUAGE SPEAKING REQUIREMENT . . . . . . . . . . .2
LIMITED APPOINTMENT EXPIRATION DATE . . . . . . . .6
LOCALITY ADJ.
MAJOR FIELD OF DEGREE . . . . . . . . . . . 4
MERIT-PAY-PAPER-RT . . . + +« & & o o v o o « . 5
MERIT-PAY-SALARY . . . . . . . . . . . 6
MERIT-PAY-UNIT . . . . . . . . .. 4
1

2

2

22 2 w03 p 23202322223

o
2
g

METHOD BY WHICH LANGUAGE PROFICIENCY DETERMINED . .

MLAT TEST SCORE . . . . . « « . . . . .

MLAT YEAR TESTED . . . . . « « « @ v « o « « « « .

NAME . . « « v v v v e e e e e e e e e e e .. .24

NATURE OF ACTION CODE . . . . . « « « « « « . . . .4

NOT TO EXCEED DATE . . . . . . . . . . .

NUMBER OF ADDITIONAL LANGUAGES . . . . . . . . . .
DUBLIC TRUST . evvvemunieneeeeeeneneeeenennanaennns 1AF

OBEY INDICATOR . . . . . . « « « « « « « « « « . .1AF

OBLIGATED SERVICE MONTH/YEAR . . . . . . . . . . . 4NF

2 2w p 2 2 2 p 32323
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DIN

4611
4610
0101
2708
0104
1103
0103
0102
1102
2113
1401
1404
0201
0202
1406
1413
1408
1405
1206
1704
1101
1201
1403
1703
2808
1104
2122

OFF DUTY

HOURS .

ON DUTY HOURS . .

ORGANIZATION SEQUENCE NUMBER (POSNO).

CONTENTS OF RAMPS

(IN DATA ELEMENT NAME SEQUENCE)

TITLE

ORGANIZATION TO-FROM . . . .

ORGANIZATIONAL ABBREVIATION .
ORGANIZATIONAL ABBREVIATION - .

ORGANIZATIONAL TITLE

PARENT ORGANIZATION SEQUENCE NUMBER

PARENT ORGNO
DETERMINATE . . .

PAY RATE
POSITION
POSITION
POSITION
POSITION
POSITION
POSITION
POSITION
POSITION
POSITION
POSITION
POSITION
POSITION
POSITION

POSITION-

AOS CODE
BACKSTOP

CEILING FULL-TIME .
CEILING PART-TIME

CLASS/GRADE . . . .
DESCRIPTION NUMBER

LANGUAGE

PAY PLAN .

PERMANENCY . . .
SENSITIVITY . . . .

SEQUENCE NUMBER (POSNO) .

STATUS CODE . . . .

TITLE .
OCCUPIED

. . . -

. (SES IND)

POSNO OF NEXT ASSIGNMENT
POST CODE . . . Ce .
PRIOR EFFECTIVE DATE . . .

.
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DIN

4604
2710
2711
3407
2108
2712
2111
2713
4105
2717
2107
2103
2121
2101
4606
4607
4501
1701
3408

2133

2132
2135
2134
2137
2136
2139
2138
2141
2140

CONTENTS OF RAMPS
(IN DATA ELEMENT NAME SEQUENCE)

TITLE ' FIELD

PURPOSE OF TRAINING . . . . . . +. « « « « « « + « J1NF

REEMPLOYMENT RIGHTS/PROBATIONARY SERV INDICATOR . .1 A F

REEMPLOYMENT RIGHTS/PROBATIONARY PERIOD EXPIRATION 6 N F
RETENTION ALLOW ........ctttiterenenceeccsessnsesessd NF

REPORTABLE HANDICAP CODE . .2NF
RETAINED SALARY . . . . .« .+ « « o « o o« « . .6 NF
RETIREMENT SYSTEM . . . . . . . . . . . . +« . . . .1 BB
SALARY RETENTION EXPIRATION DATE . . . . . 6 NF
SCHOOL FROM WHICH DEGREE OBTAINED . . . . . . . 20 AV
SEPARATION NOA CODE . . . . . . +« « +« « « « « « . 4BV
SERVICE COMPUTATION DATE . . . . . . . . . . 6 NF
SEX . . . o o i o e e e e e e e e e e e e e .1 AF
SF-50 EFFECTIVE DATE . . . . . . . . . « . . 6 NF
SOCIAL SECURITY ACCOUNT NUMBER . . . . . . . . 9 NF
SOURCE OF TRAINING . . . . . . . .« « « . « . . 1NF
SPECIAL INTEREST PROGRAM . . . . . . . . . . . . . 1NF
SPECIAL QUALIFICATIONS . . . . . +« ¢« +« « « « « « «. 2NF
SSAN OF REPLACEMENT . . . . . . . . . . . . .9 NF
STAFFING DIFF ...ttt ittt itneeeneenennnananonacsanans 5NF
STANDARD REMARK 1 - FILL-IN . . . . . . . . . . . 32 BV
STANDARD REMARK 1 - PARAGRAPH NO. . . . . . . . . .3 BF
STANDARD REMARK 2 - FILL-IN . . . . . . . . . . . 32 BV
STANDARD REMARK 2 - PARAGRAPH NO. . . . . . . . . .3 BF
STANDARD REMARK 3 - FILL-IN . . . . . . . . . . . 32 BV
STANDARD REMARK 3 - PARAGRAPH NO. . . . . . . . . .3 BF
STANDARD REMARK 4 - FILL-IN . . . . . . . . . . . 32 BV
- STANDARD REMARK 4 - PARAGRAPH NO. . . . . . . ... .3 BF
STANDARD REMARK 5 - FILL-IN . . . . . . . . . . . 32BYV
STANDARD REMARK 5 - PARAGRAPH NO. . . . . . . . . .3 BF
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DIN

3409
1407
1419
1420
1421
2706
2705
2106
2605
2131
2129
2128
2127
2130
4601
2601
2305
4201
4605
0002
1002
1501

1415 -

2105
2155
2156
2120
1207
4806
4104

CONTENTS OF RAMPS

(IN DATA ELEMENT NAME SEQUENCE)

TITLE

SUPERVISORY DIFF . . . . . . .

SUPERVISORY INDICATOR . . . . . . .
SUPPLEMENTAL POSITION AOS CODE . .
SUPPLEMENTAL POSITION AOS TITLE . .

SUPPLEMENTAL POSITION AOS GRADE/CLASS .

TEMPORARY PROMOTION EXPIRATION DATE
TEMPORARY PROMOTION INDICATOR . .
TENURE GROUP . . . . . . . . . . .

FIELD

TIME-IN-CLASS (TIC DATE) .....cciivvrnmnnnnnncnnnnns

TO EXPERT/CONSULTANT DAILY RATE

TO GRADE . . . . . . . .

TO PAY PLAN . . . . . . . . . . .

TO POSNO . . . . . . .« .« « « « « « .
TO STEP . . . « « « v « « « o« « « .
TRAINING COURSE CODE . . . . . . .
TYPE OF APPOINTMENT . . . . . . . .
TYPE OF LAST PAY CHANGE . . . . .
TYPE OF OTHER TRAINING . . . . . .
TYPE OF TRAINING . . . . . . . . . .
TYPE RECORD . . . . . . . . . . .
TYPE RECORD . . . . . . . . . .« . .
UNION INDICATOR . . . . ... . . .
VACANCY STATUS . . . . . . . . . .
VETERAN PREFERENCE . . . . . . . .
VIETNAM ERA VETERAN . . . . . . .
VOID FROM/TO . . . . . .

WORK SCHEDULE . . . . . . . . . . .
WORKWEEK . . . . . . . . . « . . . .
YEAR LANGUAGE PROFICIENCY DETERMINED
YEAR OF DEGREE . . . . . . . . .
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ANNEX B

DATA ELEMENT DESCRIPTIONS

This annex contains Data Element Descriptions for all data elements in the
Master Data Records and Training Records listed in Annex A. They are in Data
Identification Number sequence.



b001 - Delete Indicator
(DELETE-IND)
1001 - Delete Indicator
(DELETE-IND)
DEFINITION:

An indiéator generated intermally by the computer and used by the
computer in processing records which are to be deleted.

INPUT:

Not applicable.



0002 - Type Record
(RECORD-TYPE)
1002 - Type Record
(RECORD-TYPE)

DEFINITION:

There are three types of records maintained in the RAMPS Master Data
File. They are: ’

Type 1 - Parent Organization Records. Parent organizations are those
receiving position ceiling allocations from MS/AS.

Type 2 - Subordinate Organization Records. Subordinate organizations
are those which do not receive position ceiling allocations
from MS/AS and are subordinate to a parent organization.

Type 3 - Position/Employee Records. These records contain data on
positions and on the employees encumbering them.

INPUT:

Not applicable. The computer automatically generates the content of
these data elements.

VALUES :

1, 2, or 3.



0101 - Organization Sequence Number (ORGNO)
(ORGNO)

DEFINITION:

FIELD:

A unique number assigned to each organizational header line in the
Staffing Pattern.

,9 numeric characters, fixed length.

DESCRIPTION:

The Organization Sequence Number is usually referred to by the
abbreviation "ORGNO".

It is constructed differently, depending upon the organizational element
identified as in AID/W or overseas.

Character AID/W Organization _Overseas Organization
1st 1 _,_Zfég )

2nd Organization Code Region Code

3rd Organization Code Country Code

4th Organization Code Country Code

5th Organization Code Country Cod =

6th * Organization Code Sequence Number )\

7th Organization Code Sequence Number

8th *k Seguence Number Sequence Number

9th Sequence Number Sequence Number

For AID/W Organizations, sequence number (8th and 9th characters) is 01
if a parent organization, 02 if a subordinate organization. A parent
organization is defined as one which receives a position ceiling direct
from IRM; a subordinate organization is defined as one subordinate to a
parent organization.

For overseas organizations, sequence number (6th through 9th characters)
is 0001 if a parent organization. For the four regions, each region has
a single parent organization header record within the computer for
ceiling control purposes only. Each office having non-regional elements
overseas also has a separate header with sequence 0001 for ceiling
control purposes. Mission and non-regional organization headers have
sequence 0002. .



0101 - Organization Sequence Number (ORGNO) - Continued
(ORGNO)

INPUT:

Form AID 4-512, Staffing Pattern Action Request. (PER-01)

REMARKS :
Since "ORGNO" is the computer record identifier, the ORGNO must be input
on any transaction which establishes, revises, resequences, or deletes
an organizational header line.

VALUES :

Example: 116310002.



0102 - Parent Organization Number
{PARENT-ORGNO)

DEFINITION:

FIELD:

The organization number (ORGNO) of the parent organization.

9 numeric characters, fixed length.

DESCRIPTION:

The Parent ORGNO is identical to the ORGNO defined in data element 0101
if the organization itself is a parent organization; that is, if
sequence portion of the ORGNO is 01 for AID/W or 0001 for Overseas.

If for subordinate organization (that is, one subordinate to a parent
organization) the ORGNO of its parent will be entered.

" This data element enables the computer to identify active positions and

INPUT:

employee strength chargeable against IRM/TCO ceilings.

Form AID 4-512, Staffing Pattern Action Request. (PER-01)

REMARKS :

Once entered, the Parent ORGNO cannot be changed. If an organizational
element is to be transferred from one parent organization to another,
the entire organizational header line must be deleted from the former
parent organization and a new line established under the parent
organization to which transferred either through SPAR PER-01 or
replacement PER-05.

VALUES:

Example: 114000001

DELETION OF A HEADER RECORD:

A header record is deleted by a PER-01 transaction which includes the
ORGNO, DIN 0101, and a "-" in the first character of the Parent ORGNO.



0103 - Organization Title
(ORGNO-TITLE)
DEFINITION:

The title of the organizational element shown in the header line of a
Staffing Pattern.

FIELD:

50 alphanumeric characters including spaces, variable length with
trailing blanks.

DESCRIPTION:
The Organization Title identifies the organizational element as it is

normally shown on organization charts. A maximum of 50 characters is
permitted.



0104 - Organization Abbreviation
(ORGNO-ABBR)

DEFINITION:

FIELD:

An abbreviation which will describe the organizational element to which
it pertains, using the office symbol concept.

15 alphanumeric characters, variable length with trailing blanks.

DESCRIPTION:

INPUT:

Space limitations on certain computer-prepared reports preclude using
the 50-character Organization Title, DIN 0102. Further, most titles,
such as OPERATIONS BRANCH, do not reflect the office or bureau and
division of which that branch is a part. .

The following general rules apply to the construction of organization
abbreviations: -

(«]

For AID/W organizations the first few characters will be the
initials of the office or bureau, such as HR for Office of Human
Resource, IRM for Office of Resources Management and AFR for the
Africa Bureau. For example, Personnel Systems, of the Office of
Human Resource could be abbreviated as HR/WPRS/PS. Normally the 15
characters permitted will not permit breakdown below branch level;
therefore, sections and units will usually carry the abbreviation of
their branch, which is adequate for the purpose. The prefixes, such
as A or AA should not be used except for the executive offices of
A.I.D.

For overseas organizations, only an abbreviation for the Mission or
similar organizational entity as shown (i.e., USAID/THAILAND; ROCAP;
REDSO/W) .

Form AID 4-512, Staffing Pattern Action Request. (PER-01)

VALUES :

Example: HR/WPRS/PS



0201 - Position Ceiling, Full Time
(CEILING-FT)

0202 - Position Ceiling, Part Time
(CEILING-PT)

DEFINITION:

Position ceilings issued to parent organizations by PPC.

FIELD:
5 numeric characters, fixed length, with leading zeroes, if applicable.
INPUT:
Placed in the remarks section of the SPAR form.
VALUES : ,
00001 to 99999.
REMARKS :

.Applicable to parent organizations only; not applicable to subordinate
organizations.

As an exception, each regional bureau has two Type 1 records, one for
AID/W bureau and one for the Overseas region. Care must be exercised to
ensure that ceiling information is currently entered in each of ‘the two
records.



0203 - Employment Limitation
(EMPLOYMENT-LIMIT)

This data element is accounted for in the Type I RAMPS Master Data Record.

When used the 5-digit numeric value for this DIN must not exceed the full time
ceiling.



0301 - Active Positions, Full Time
(ACT-POS-FT)
0302 - Active Positions, Part Time
(ACT-POS-PT)
DEFINITION:

The number of currently active positions chargeable to the applicable
parent organization.

FIELD:
5 numeric characters, fixed length, with leading zeroces if applicable.
INPUT:
Not applicable. Computer automatically accumulates.
VALUES:
00001 to 99999.
REMARKS :

Applicable to parent organizations only; not applicable to subordinate
organizations.



0401 - Employee Strength, Full Time
(STRENGTH-FT)
0402 - Employee Strength, Part Time
(STRENGTH-PT)
DEFINITION:

The number of employees currently chargeable to the applicable parent
organization.

FIELD:
5 numeric characters; fixed length, with leading zeroes if applicable.
INPUT:
Not applicable. Computer automatically accumulates.
VALUES:
00001 to 99999.
REMARKS :

Applicable to parent organizations only; not applicable to subordinate
organizations.



1101 - Position Sequence Number (POSNO)
(CURR-POSNO)

DEFINITION:

A unique number assigned to each position line in the Staffing Pattern.

FIELD:
9 numeric characters, fixed length.

DESCRIPTION:
The POSNO is constructed in the same manner as the ORGNO (DIN 0101).
For AID/W positions, the first seven characters are identical to the
ORGNO of the organizational element to which it applies; the eighth and
ninth characters must contain values other than 01 or 02 which are
reserved for ORGNO’s. For overseas positions, the first five characters
are identical to the ORGNO of the organization to which it applies; the
sixth through ninth characters must contain higher values than those of
the applicable ORGNO but lower than the ORGNO of the next organizational
element shown on the Staffing Pattern.

INPUT:
Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02)

REMARKS :
Since POSNO is the computer record identifier, the POSNO must be input
on any transaction which establishes, revises, resequences, replaces or
deletes a position line.

VALUES:

Example: 143205903.



1102 ~ Parent Organization Number
(PARENT-ORGNO)
DEFINITION:
Same as DIN 0102.
FIELD:
Same as DIN 0102.
INPUT:

Not applicable. The content of this data element is generated
automatically by the computer.



1103 - Organization Abbreviation
(ORG-ABER)

DEFINITION:

Same as DIN 0104.
FIELD:

Same as DIN 0104.
INPUT:

Not applicable. The content of this data element is generated
automatically by the computer.



1104 - Post Code
(POST-CODE)
DEFINITION:

A code to indicate geographical location of a position within the United
States or a foreign country.

FIELD:
2 numeric characters, fixed length.

DESCRIPTION:
The two-character post code identifies the location (city) of each post
at which A.I.D. has established facilities. This code represents a
breakdown within the applicable country code. Therefore, it must always
be used in conjunction with the country code, never by itself alone.

INPUT:

Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02)

CODES :

Codes are contained in index pages of Staffing Pattern. Consult with
User Help if code is not found on the indices of the Staffing Pattern.



1201 - Position Status Code
(POS-STATUS-CODE)

DEFINITION:
A code to identify the current and future status of the position.
FIELD:

1 alphabetic character.

INPUT:

Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02)
CODES :

C = CONTINUING position.

D = DELETE on departure of incumbent.
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TYPE OF POSITION
1206 - Position Permanency
(POS-PERM)
1207 - Workweek
(WORKWEEK)
DEFINITION:

A data chain consisting of two data elements as shown above, which
identify the position permanency, and the workweek of the position.

FIELD:
2 alphabetic characters, fixed length.
INPUT:

Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02)

CODES:

Position Permanency (first character)

P = Position intended to be in effect for more than one year at time of
establishment, or a position that has been continuously occupied
for a period of more than one year regardless of intent at the time

of establishment.
T = Position intended to be in effect for less than one year.

Workweek (second character)

F = Regularly scheduled position with a required workweek of 40 hours

or more (full-time).

P = Regularly scheduled position with a workweek of less than 40 hours

(part-time) . ' :

I = Intermittent position without regularly scheduled workweek -
employee called as needed and paid on an when-actually-employed
(WAE) basis.



1301 - Allotment
(ALLOTMENT)

DEFINITION:
A code prescribed by the Office of Financial Management (FM) as a means
of identifying the funds from which the incumbent of a position isg paid.
At the beginning of each new fiscal year FM furnishes new allotment
codes. .

FIELD:
15 alpha numeric characters, fixed length.

INPUT:

Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02)

REMARKS :

All SPARs that establish new positions must contain this data element.



1401 - Position AOS Code
(POS-A0SC)
DEFINITION:
The Agency Occupational Specialty Code (AOSC) assigned to the position.
FIELD:
6 numeric characters, fixed length.
INPUT:

Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02)

CODES:

Codes are contained in Attachment 2, Handbook 33, Overseas Position
Management. '



1402 - Functional Classification, Scientists and Engineers
(FUNT-CLASS)

DEFINITION:
The groupings of the kinds of work activities of Federal professional

employees engaged in the physical,biological,mathematical, social and
health sciences and in engineering into broad job functions.

FIELD:
2 numeric characters, fixed length.
INPUT:
Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02)
REMARKS:
If the first four digits of DIN 1401, Position Aosc; match any of the
following, the appropriate applicable functional class as shown below
must be entered in this data element.
AOS CODES:
0020 = Community Planning
0101 = Social Science
0110 = Economist
0140 = Manpower Research and Analysis
0150 = Geography
0170 = History
0180 = Psychology
0184 = Sociology
0185 = Social Work
0190 = General Anthropology
0193 = Archeology
0401 = General Biological Science
0403 = Microbiology
0405 = Pharmacology
0406 = Agricultural Extension



1402 -

AOS CODES -

" 0410
0413
0414
0430
0434
0345
0436
0437
0440
0454
0457
0460
0470
0471
0475
0480
0482
0485
0486
0487
0493

0601
0602
0610
0630
0631
0633
0635
0637
0638
0639
0644
0660
0662
0665
0668
0680
0690
0696

Functional Classification, Scientists and Engineers - Continued
(FUNT-CLASS)

Continued:

Zoology

Physiology

Entomology

Botant

Plant Pathology

Plant Physiology

Plant Protection and Quarantine
Horticulture

Genetics

Range Conservation

Soil Conservation
Forestry

Soil Science

Agronomy

Agriculture Management
Fish and Wildlife Administration
Fishery Biology

Wildlife Refuge Management
Wildlife Biology

Animal Science

Home Economics
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General Health Science

Medical Officer

Nurse

Dietitian and Nutritionist
Occupational Therapist
Physical Therapist

Corrective Therapist

Manual Arts Therapist
Recreation/Creative Arts Therapist
Educational Therapist

Medical Technologist
Pharmacist

Optometrist

Speech Pathology and Audiology
Podiatrist

Dental Officer

Industrial Hygiene

Consumer Safety
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1402 - Functional Classification, Scientists and Engineers - Continued
(FUNT-CLASS)

AOS CODES - Continued:

0701 = Veterinary Medical Science
0801 = General Engineering

0803 = Safety Engineering

0804 = Fire Prevention Engineering
0806 = Materials Engineering
0807 = Landscape Architecture
0808 = Architecture

0810 = Civil Engineering

0819 = Environmental Engineering
0830 = Mechanical Engineering
0840 = Nuclear Engineering

0850 = Electrical Engineering
0855 = Electronic Engineering
0858 = Biomedical Engineering
0861 = Aerospace Engineering
0871 = Naval Architecture

0880 = Mining Engineering

0881 = Petroleum Engineering
0890 = Agricultural Engineering
0892 = Ceramic Engineering

0893 = Chemical Engineering

0894 = Welding Engineering

0896 = Industrial Engineering
1220 = Patent Administration
1221 = Patent Advisor

1223 = Patent Classifying

1224 = Patent Examining

1225 = Patent Interference Examining
1226 = Design Patent Engineering
1301 = General Physical Science
1306 = Health Physics

1310 = Physics

1313 = Geophysics

1315 = Hydrology

1320 = Chemistry

1321 = Metallurgy



1402 -

AOS CODES -

1330
1340
1350
1360
1370
1372
1373
1380
1382
1384
1386

1510
1515
1520
1529
1530
1540
.1550

FUNCTIONAL
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Functional Classification, Scientists and Engineers - Continued
(FUNT-CLASS)

Continued:

Astronomy and Space Science
Meteorology

Geology

Oceanography

Cartography

Geodesy

Land Surveying

Forest Products Technology
Food Technology

Textile Technology
Photographic Technology

Actuary

Operations Research
Mathematics

Mathematical Statistician
Statistician
Cryptography

Computer Science

oawnuwun

CLASSIFICATION CODES:

Not Applicable - Employee is not in one of the occupational series
to which the functional classifications must be applied.
Research

Research Contract and Grant Administration

Development

Test and Evaluation

Design

Construction

Production

Installation, Operations, and Maintenance

Data Collection, Processing, and Analysis

Scientific and Technical Information

Standards and Specifications

Regulatory Enforcement and Licensing

Natural Resource Operations

Clinical Practice, Counseling, and Ancillary Medical Services
Planning

Management

Teaching and Training

Technical Assistance and Consulting

Other - Not Elsewhere Classified - Employee is in one of the
occupational series to which the functional classifications must
be applied, but the kind of work activity is not included under
any of the other categories.



1403 - Position Title
(POS-TITLE)

DEFINITION:

The title of the AOSC assigned to the position by DIN 1401.

FIELD:

20 alphanumeric characters, variable length with trailihg blanks.

INPUT:

Not applicable. The computer will automatically enter the Position
Title based on the Position AOSC.

REMARKS :

Complete this data element for correction actions. Complete for
separations, revise actions that place an employee to another position.
Actions which extend to terminate a detail to an unclassified position;
to a state, or local government or educational institution under the
Intergovernmental Personnel Act (IPA); or to an international
organization, position title and number may be omitted.



1404 - Position Backstop Code
(POS-BACKSTOP)

DEFINITION:
The Backstop Code assigned to the position, és reflected in the AOSC in
DIN 1401.

FIELD:
2 numeric characters, fixed length.

INPUT:

Not applicable. The computer will automatically enter the Backstop Code
based on the Position AOSC.
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1405 - Position Pay Plan
(POS-PAY-PLAN)

DEFINITION:

A code to identify the type of pay plan applicable to the position.
FIELD: |

2 alphabetic characters, fixed length.
INPUT:

Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02)
CODES:

AD = Administratively Determined

ED = Experts
EF or EH = Consultants

ES = Senior Executive Service

EX = Executive Pay Level

FA = Classes XIII, XIV, Mission Directors, etc.
FE = Senior Foreign Service

FS = Foreign Service

GM = Merit Pay

GS = General Schedule

IP = Intergovernmental Personnel Act details in
WG = Wage Board (except printing and 1litho)

XL = Wage Board Printing and Litho (leader)

XP = Wage Board Printing and Litho

YV = Summer Aid

YW = Student Aid

PH = Public Health

GW = Wage Grade



1406 - Position Grade/Class
(POS-GRADE)
DEFINITION:

A code to indicate level of position within the pay plan determined for
the position. '

FIELD:
2 alpha or numeric characters, fixed length.
INPUT:

Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02)

VALUES:
Within limits for Position Pay Plan.
REMARKS:

Edit criteria is established according to values permissible within the
Pay Plan contained in DIN 1405 for the position.



1407 - Supervisory Position
(SUPERVISORY)

DEFINITION:

A code to identify whether the position is a supervisory position.
These new codes became effective on March 30, 1981; revised October,
1994.

FIELD:

1 numeric character.
INPUT:-

Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02)
CODES : *

2 = Supervisor or Manager

Position requires the exercise of supervisory or managerial
responsibilities that meet at least, the minimum requirements for
application of the General Schedule Supervisory Guide or similar
standards of minimum supervisory responsibilities specified by the
position classification standards or other directives of the
applicable pay schedule or system.

4 = Supervisor (CSRA)

Position meets the definition of Supervisor in 5 U.S.C.
7103 (a) (10), but does not meet the minimum requirements for
application of the General Schedule Supervisory Guide.

5 = Management Official (CSRa)

Position meets the definition of Management Official in 5 U.S.C.
7103 (a) (11), but does not meet the General Schedule Supervisory
Guide definition of Supervisor/Manager or the definition of
Supervisor in 5 U.S.C. 7103 (a) (10).

6 = Leader

Position is titled with the prefix "Lead" and meets the minimum
requirements for application of Work Leader Grade-Evaluation Guide;
or meets similar minimum requirements for leader responsibilities
specified by the job standards or other directives of the
applicable pay schedule or system.

8 = All Other Positions
Position does not meet the above definition for Supervisor,
Manager, Supervisor (CSRA), or Management Official (CSRA), or
Leader.

* (NOTE: Classification Branch maintains a reference copy of the above
Guides.)



1408 - Position Language Requirement
(POS-LANGUAGE (1))
1409 - Language Speaking Proficiency
(LANG-PROF (1))
1410 - Language Reading Proficiency
(LANG-PROF (2))

Purpose

Provides instructions for completing items 13, 14 and 15 of the SPAR, for
overseas positions.

SPAR Preparation

1. Item 13 of the SPAR provides for entry of the two-digit language code (see
Language Codes). Every SPAR for an overseas position must contain an entry in
item 13. This includes countries where English is the primary language.

2. In Item 14 enter the level of speaking proficiency required for the
position. If speaking proficiency in the primary language is not required,
enter a zero (0). If speaking proficiency is required, enter values 2 or 3.
Values 1, 4, and 5 are not used for a position language requirement. "Plus"
values are not used for position requirements.

3. In Item 15 enter the level of reading proficiency required for the
position. If it is not required, enter a zero(0). If reading ability is
required, enter value 1, 2 or 3. Values 4 and 5 are not used for a position
language requirement. "Plus" values are not used for position requirements.

4. If English is the primary language, enter zero (0) in items 14 and 15.
DEFINITION OF LEVELS OF PROFICIENCY
0 = No practical speaking or reading ability.

1 = Elementary proficiency; i.e., able to satisfy routine travel needs
and minimum courtesy requirements.

2 = Limited working proficiency; i.e., able to satisfy routine social
demands and limited office requirements.

3 = Minimum professional proficiency; i.e., able to speak the language
with sufficient structural accuracy and vocabulary to satisfy
representation requirements and handle professional discussions
within a special field.

4 = Full professional proficiency; i.e., able to use the language
fluently and accurately on all levels pertinent to Foreign Service
needs.

5 = Native or bilingual proficiency; i.e., speaking proficiency

equivalent to that of an educated native speaker.

PREVIOUS PAGE BLANK



1413 - Position Description Number

(PD-NBR)
DEFINITION:
A number assigned to a Position Description, for
filing purposes, by the overseas mission or AID/W
position classifier.
FIELD:
5 alphanumeric characters, fixed length.
INPUT:

Form AID 4-512, Staffing Pattern Action Request
(SPAR) . (PER-02)
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1414 - FLSA Indicator
(FLSA-IND-1)
DEFINITION:

A code to identify whether a position is "exempt" or "non-exempt" under
the Fair Labor Standards Act (FLSA).

FIELD:
1 alphabetic character
INPUT:
Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02)
CODES:
Exempt - (Employee exempt from the minimum wage and
overtime provisions of the FLSA)

Non-exempt - (Employee is subject to the minimum wage and
overtime provisions of FLSA)

=
1

REMARKS:

This data element is input by AID/Washington Personnel Division for all
AID/W positions. The computer automatically inserts code 'E’ (exempt)
for all overseas positions, which are defined as exempt by the FLSA.

GS 01 thru 09 = N
GS 10 thru 18 = E
All FS = E

All Supervisors = E
SES = E



1415 - Vacancy Status Indicator
(VAC-STAT)

DEFINITION:

A code to identify whether a position is currently:

FIELD:

1. A true vacancy that should be filled through in- house
reassignment or outside recruitment (Code V), or

2. A vacancy for which a candidate has . already been selected by no
reassignment (or new hire) transaction has been entered into
RAMPS (Code C), or

3. A position which is being held at the bureau’s request (Code

- H), or
4. An overseas position for which the bureau has not received MODE
clearance {(Code M), or
5. None of the above.

1 alphabetic character

INPUT:

Either:

CODES :

2on<g

REMARKS :

2o

Form AID 4-512, Staffing Pattern Action Request (SPAR). k(PER—O2)
Mass input form, Identification of Vacancies.

Vacancy

Candidate selected
Hold

Pending mode clearance

"Vacancy" will be entered by the computer when a new position is
established if none of the above codes are present. A ’‘V’ can only
be entered on a position with DIN 1701, Replacement SSAN, equal to
zeroes.

"Candidate Selected" can be entered on either an encumbered
position or a Vacant position. 2 ’C’ can only be entered on a
position with DIN 1701, Replacement SSAN, equal to zeroes.

"Hold" can only be entered on a "Revise" SPAR.

“Pendlng MODE Clearance" can only be entered on an overseas
pos1t10n.

NOTE: None of the above codes can be entered on an éncumbered
: 'D’ Status position.



1415 - Vacancy Status Indicator - Continued
(VAC-STAT)

DELETION:

Current entry of ’'Vv’, 'C’, 'H’ or 'M’ may be deleted by using a delete
sign (-). In addition, it is automatically deleted by the computer on
the date a SF-52 is input assigning someone to the position.

IMPACT ON STAFFING PATTERN:

The Name field of the Staffing Pattern will contain ’ (VACANT)' if coded
'V’ and the position is vacant. If coded ’'C’ (Candidate Selected)’, 'H’

(Hold)'’, 'M’ (Pending MODE Clearance)’ will be printed in the Name field
if the position is vacant, or directly under the incumbent’s name if
filled.



1416 - Obey Indicator

DEFINITION:
A code to identify whether a AID/W position is designated Foreign
Service or Civil Service. This is not coded for overseas positions
since all positions overseas are designated for Foreign Service.
FIELD:
1 alphabetic character
INPUT:
Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02)
CODES :

G
F

Civil (General) Schedule
Foreign Service

REMARKS :

This data element was added to give the Agency authority to designate
.certain AID/W positions as Foreign Service.



1417 - Competitive Level
(COMPET-LVL)

DEFINITION:

FIELD:

INPUT:

A code assigned by the civil service position classifier who classified
the position, used in reduction-in-force procedures. Used only for GS,
GM, WG, and EX, XL positions. Not applicable to foreign service
positions.

3 numeric characters, fixed length.

Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02)



1419 - Supplemental Position AOS Code
' (POS-RAOSC-2)
1420 - Supplemental Position AOS Title
(POS-TITLE-2)
1421 - Supplemental Position AOS Grade/Class
(POS-GRADE-2)

These three data elements are similar to the following:

DIN 1401, Position AOS Code
DIN 1403, Position Title
DIN 1406, Position Grade/Class

The difference is that DINs 1419, 1420, and 1421 reflect GS
classification only, whereas DINs 1401, 1403, and 1406 reflect the
classification of the Position Pay Plan, regardless of whether GS, FS,
or other. .

Any time a SPAR (PER-02) is input with DIN 1405, Position Pay Plan, of
'@S’, the SPAR entry for DIN 1401, Position AOS Code, is placed in both
DINs 1401 and 1419; the entry for DIN 1403, Position Title, is placed in
both DINs 1403 and 1420; the entry for DIN 1406, Position Grade/Class is
placed in both DINs 1406 and 1421.

If a "change" or "revise" SPAR is entered changing the Position Pay Plan
to other than '‘GS’, DINs 1401, 1403, and 1406 are appropriately changed,
but DINs 1419, 1420, and 1421 remain unchanged.

This feature permits a listing of all A.I.D. positions showing the "GS
equivalent" grade, AOSC, and title.



1501 - Union Bargaining Unit Indicator
(UNION-INDIC)

DEFINITION:

A code to indicate whether or not the incumbent is included in the
bargaining unit established in A.I.D. under: 1) the Civil Service
Reform Act of 1978 for Civil Service employees; or 2) the Foreign
Service Act of 1980 for Foreign Service employees. The code is
established by the Labor and Employee Relations Division in accordance
with unit determinations made by appropriate authorities under the

Acts.
FIELD:
1 numeric character
INPUT:
Form AID 4-495, Union Bargaining Unit Indicator. (PER-04)
CODES :
0 = Could include all pay plans currently in the system.
1 = Included in the Civil Service bargaining unit.
(Position Pay Plan may be ’‘AD’, ’'GS’, 'WG’, 'Xp’, 'XL’', 'YV’,
'YW’ )
2 = Excluded from the Civil Service bargaining unit.
(Position Pay Plan may be 'AD’, ’'ES’, 'EX’, 'GS’, 'WG’', 'Xp’,
IXLII IGMII IYVI, I'Y‘WI.)
3 = Included in the Foreign Service bargaining unit.
(Position Pay Plan may be ’'FS’, 'FE’, 'FS’, 'FA’.)
4 = Excluded in the Foreign Service bargaining unit.
(Position Pay Plan may be ’'FS’, ’'FE’, 'FS’, 'FA’.)
5 = Not applicable.
(Position Pay Plan may be ’‘ED’, ’'EF’, 'EH’, 'IP’, ’'PE’.)
REMARKS :

This data element is input only by Labor and Employee Relations
Division.



1601 - Date Incumbent Assigned
(INCUMB-ASGN-DATE)

DEFINITION:

The effective date on which the incumbent was assigned to the position.
FIELD:

6 numeric characters, fixed length (MMDDYY format).
INPUT:

Not applicable. This data will be input automatically by the computer

from DIN 2121, Effective Date, on a hew hire or reassignment
transaction.



1602 - Incumbent Anticipated Loss Date
(LOSS-~-DATE)
DEFINITION:

If the position is encumbered, the date on which the employee is
expected to become a loss from the position to which assigned.

FIELD:
6 numeric characters, fixed length (MMDDYY format).
INPUT:

Not applicable. Automatically generated by the computer.



1701 - SSAN of Replacement
(REPL-SSN)

DEFINITION:

The Social Security Number (SSAN) of an employee designated as the next
incumbent of the position.

FIELD:
9 numeric characters, fixed length.

INPUT:

Not applicable. Automatically entered by the computer based on input of
a reassignment transaction.

REMARKS :

In preparing the Staffing Pattern, this data element will be used to
identify and print an employee projected to the replacement for the
position, based on a previously issued SF-50. See DIN 1702, also.



1702 - Effective Date of Replacement Assignment
(REPL-ASGN-DATE)

DEFINITION:

The effective date on which the replacement designated in DIN 1701 is to
be assigned to the position.

FIELD:
6 numeric characters, fixed length (MMDDYY format).
INPUT:
Not app}icable. Automatically entered by the computer based on input of
a reassignment transaction. ,
REMARKS :

On the effective date contained in this data element, the computer will
automatically move the employee into the position, insofar as the
computer record is concerned, provided the previous incumbent, if any,
has been moved out of the position. If the previous incumbent has not
been moved out, the computer will generate an error message which will
require action by the appropriate Placement Officer.



1703 - SES Position Occupied
(SESIND)
DEFINITION:

A code to identify whether a position is designated competitive,
excepted, SES General or SES Career Reserved.

FIELD:

1 numeric character
INPUT: ’

Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02).
CODES:

= SES General (non-career)
4 = SES Career Reserved

Computér will generate numeric 3 or .4, for SES using the above codes; 1
for competitive Service (including GS, WG, GM, XP or XL) or 2 for
Excepted Service on an SF-50.

(Revised 04-0Oct-90)



1704 - Position Sensitivity

DEFINITION:
A code to identify whether a position is designated critical sensitive.
FIELD:

1 alphabetic character

INPUT:

Form AID 4-512, Staffing Pattern Request (SPAR). (PER-02)
CODES:

T = Top Secret

S = Secret

O = No Security, Clearance

(** Revised 2/27/92)



1709 - SMG
(SMG)
DEFINITION:
This data element will be controlled by HR/EM. It will identify those positiohs
which fall under the Senior Management Group criteria (formerly Executive
Personnel Assigment Panel or EPAP).

FIELD:

1 alphabetic character

CODES :
Y = Yes
N = No .
INPUT:

Form AID 4-512, Staffing Pattern Action Request (SPAR). (PER-02)
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2101 - Social Security Account Number
(SSAN)

DEFINITION:

The number assigned to each employee by the Social Security Administration.

FIELD:

9 numeric characters, fixed length.

DESCRIPTION:

The Social Security Number is normally referred to by the abbreviation SSAN.

It is used as the employee identification number in the computer records.
Therefore, any input affecting an employee’s computer record must include the

SSAN.

As issued by the Social Security Administration, the SSAN includes two hyphens,
in the format XXX-XX-XXXX. However, it will be input as a straight series of
nine numeric characters without the intervening hyphens. In most computer
prepared reports, the hyphens will be automatically inserted by the computer so
that the reports reflect the Social Security Administration format.

INPUT:
New Hire: Standard Form 52, Request for Personnel Actions.
(Block #2)
Change : Standard Form 52, Request for Personnel Actiomns. ’
(Block #2)
Delete : Not permitted.
REMARKS :
When correcting SSAN use NOAC 002B -- in the normal SSAN field enter the

incorrect SSAN and in the name field enter the correct SSAN.
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2102 - Name
(NAME)
DEFINITION:
Employee’s name.
FIELD:
24 alphabetic characters, variable length with trailing blanks.
DESCRIPTION:
Employee’s name is in the sequence: last name, first name or initial, middle
name or initial, suffix. Allow one space (b) between each part of the name.
Each such space counts as a character in computing the 24 character maximum

length.

In general, as long as last name is shown first and any suffix last, first and
middle names and/or initials should be as the employee prefers.

Hyphenated last names will contain the hyphen. In all other cases, last names
will be one consecutive series of letters without punctuation. See examples

below.
INPUT:
New Hire: Standard Form 52, Request for Personnel Actions.
(Block #1)
Change @ : Standard Form 52, Request for Personnel Actions. ’
: (Block #1)
Delete : Not permitted.

EXAMPLES :

BAKER R RICHARD

COOPER-SMITH MERLE

JOHNSON THOMAS H III

MCGRATH JOHN J JR

OBRIEN T J

WITHERSPOON CORNELIUS ALLEN JR (Invalid Entry as name is longer than 24
characters and spaces.



2103 - Sex

(SEX)
DEFINITION:
A code to identify sex of employee.
FIELD:
1 alphabetic character
INPUT:
New Hire : Standard Form 52, Request for Personnel Action
(Block #25)
Change : Standard Form 52, Request for Personnel Action
(Block #25)
Delete : Standard Form 52, Request for Personnel Action
{Block #25)
CODE: '
F = Female
M = Male
REMARKS :



2104 - Birth Date
(BIRTH-DATE)
DEFINITION:
The date on which employee was born.
FIELD:

6 numeric characters, fixed length (MMDDYY format).

INPUT:
New Hire : Standard Form 52, Request for Personnel Action
(Block #3)
Change - : Standard Form 52, Request for Personnel Action
(Block #3) ‘
Delete ' : Not permitted.
REMARKS :

Must be earlier than 16 years prior to effective date shown on the SF-50
Request. Fill in data element on new hire actions; or on correction actions.



2105 - Veteran Preference
(VET-PREF)
DEFINITION:

A code to identify employee’s eligibility for statutory benefits by virute of
honorable military service.

FIELD:

1 numeric character.

INPUT:
New Hire : Standard Form 52, Request for Personnel Action
(Block #23)
Change : Standard Form 52, Request for Personnel Action
(Block #23)
Delete : Not permitted.
CODES :
1l = None
2 = 5-Point
3 = 10-Point Disability
4 = 10-Point Compensable
5 = 10-Point Other
6 = 10-Point/30% Compensable
REMARKS :

This data element must be filled in for new hire actions.



2106 - Tenure Group

DEFINITION:

(TENURE)

A code to identify an employee’s retention standing in reduction in force on the

basis of his/her employment.
FIELD:

1 numeric character

INPUT:
New Hire Standard Form 52,
(Block #24)
Change : Standard Form 52,
: (Block #24)
Delete Not permitted.
CODES :
NAME CODE
No Tenure Group 0
Tenure Group 1 1
TenureiGroup 2 2

Request for Personnel Action

Request for Personnel Action

DEFINITION/EXPLANATION

Employee is in none of the tenure groups
established for reduction-in-force purposes.

Competitive service - Tenure group 1 includes
employees serving under career appodintments who
either have completed initial appointment
probation or are not required to serve initial
appointment probation.

Excepted service - Tenure group 1 includes
permanent employees whose appointments carry no
restriction or condition such as conditional,
indefinite, specific time limitation, or trial
period.

Competitive service - Tenure group 2 includes
employees serving under career-conditional
appointments and under career appointments who are
serving initial appointment probation.

Excepted service - Tenure group 2 includes
employees who are serving trial periods **or whose
tenure is equivalent to career-conditional tenure
in the competitive service in agencies that have
that type of appointment (for example, excepted
appointment-conditional) .



2106 - Tenure Group - Continued

CODES - Continued:

Tenure Group 3 3
SES Career 4
Appointment

SES Career 5

Appt.- Probation
with Placement
Rights.

SES Career 6
Appt.- Probation
without Placement

Rights

SES Noncareer 7
Appointment

SES Limited 8

Term Appointment

SES Limited 9
Emergency Appt.

(TENURE)

Competitive service - Tenure group 3 includes
indefinite employees, employees under temporary
appointments pending establishment of registers,
employees under term appointments, employees in
status quo, and employees under any other
nonstatus nontemporary appointments.

Excepted service - Tenure group 3 includes
employees whose tenure is indefinite: that is,
without specific time limitation but not actually
or potentially permanent, or with a specific time
limitation of more than one year; also, employees
who, though currently under appointments limited
to one year or less, complete one year or current
continuous employment.

Employee is serving under a career appointment as
defined in 5 U.S.C. 3132(a) (4) and has satisfac-

torily completed the SES probationary period, or

is exempt from this requirement.

Employee is serving under a career appointment as
defined in 5 U.S.C. 3132(a) (4) following
conversion from another appointment and is serving
the SES probationary period during which time the
employee has guaranteed placement rights under 5
U.S.C. 3594 (a).

Employee is serving under a career appointment as
defined in 5 U.S.C. 3132(a) (4) upon initial
appointment or conversion from another
appointment and is serving the SES probationary
period during which time the employee has no
placement rights.

Employee is serving under a noncareer appointment
as defined in 5 U.S.C. 3132(a) (7).

Employee is serving under a limited term
appointment as defined in 5 U.S.C. 3132(a) (5).

Employee is serving under a limited emergency
appointment as defined in 5 U.S.C. 3132(a) (6).

REMARKS : Tenure Group as used for 5 U.S.C. 3502 (reduction-in-force) does not

apply to the SES.

See attached Chart for relative comparison between type of appointment/tenure group

and employee pay plan.
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2107 - Service Computation Date
(SERV-COMP-DATE)
DEFINITION:

The date from which an employee’s creditable Government service starts. It is
adjusted to reflect any break in service or noncreditable service.

NOTE: THIS IS THE "LEAVE" SCD; it is not for RIF or Retirement.
FIELD:

6 numeric characters, fixed length (MMDDYY format).
INPUT:

New Hire : Standard Form 52, Request for Personnel Actions.
(Block #31)

Change : Standard Form 52, Request for Personnel Actions.
{Block #31)
Delete : Not permitted.
REMARKS :

This date must be compared to birth date and cannot be less than 16 years after
birth date. 2Also, for new hires it must be equal to or earlier than effective
date of appointment. If service computation date for a new hire is unknown,
effective date of the hiring action may be entered in the initial SF-50 Request
and later changed using Nature of Action Code 882, Change in SCD.



2108 - Reportable Handlcap
(RPRT-HNDCP)

DEFINITION:
A code to identify the type of physical handicap of the employee, if any,
reportable under Office of Personnel Management regulations. Code this data
element for new hire actions or change actions using NOA 800.

FIELD:

2 numeric characters, fixed length.

INPUT:
New Hire : Standard Form 52, Request for Personnel Action.
(Block #41)
Change : Standard Form 52, Request for. Personnel Action.
(Block #41)
Delete : Not permitted. V
CODES :

Reportable Handicap is a two numerié character code identifying a reportable
physical handicap for Civil Service employees.

GENERAL CODES

01 = Do not wish to have handicap status recorded outside his/her medical
records or the individual, in Agency’s judgment, has misidéntified
himself/herself.

05 = No reportable handicap

06 - Handicap not listed below.

SPEECH IMPAIRMENTS

13 = Severe speech malfunction or inability to speak, hearing is normal -
defects of articulation (unclear language sounds); stuttering; aphasia

(impaired language function); laryngectomy (removal of the "voice box")

HEARING IMPAIRMENTS

15 = Hard of hearing - total deafness in one ear or inability to hear ordinary
conversation, correctable with a hearing aid

16 = Total deafness in both ears, with understandable speech

17 = Total deafness in both ears, and unable to speak clearly



CODES - Continued:
VISION IMPAIRMENTS

22 = Abjlity to read ordinary size print with glasses, but with loss of
peripheral (side) vision - restriction of the visual field to the
extent that mobility is affected "Tunnel Vision"

23 = Inability to read ordinary size print, nor correctable by glasses -
can read oversized print or uses assisting devices such as glass or
projector modifier

24 = Blind in one eye

25 Blind in both eyes - no usable vision, but may have some light

perception

[}

MISSING EXTREMITIES

27 = One hand

28 = One arm

29 = One foot

32 = One leg

33 = Both hands or arms

34 = Both feet or legs

35 = One hand or arm and one foot or leg

36 = One hand or arm and both feet or legs

37 = Both hands or arms and one foot or leg
38 = Both hands or arms and both feet or legs

NONPARALYTIC ORTHOPEDIC IMPAIRMENTS - because of chronic pain, stiffness, or
weakness in bones or joints, there is some loss of ability to move or use a part
or parts of the body

44 = One or both hands
45 = One or both feet
46 = One or both arms
47 = One or both legs



CODES - Continued:

NONPARALYTIC ORTHOPEDIC IMPAIRMENTS - Continued

48 = Hié or pelvis

49 = Back

57 = - Any combination of two or more parts of the -body

PARTIAL PARALYSIS - because of a brain, nerve, or muscle problem, including

palsy and cerebral palsy, there is some loss of ability to move or use a part of
the body, including legs, arms, and/or trunk

61 = One hand

62 = One arm, any part

63 = One leg, any part

64 = Both hands

65 = Both legs, any part

66 = Both arms, any part

67 = One side of body, including one arm and one leg

68 = Three or more major parts of the body - arms and legs

COMPLETE PARALYSIS - because of a brain, nerve, or muscle problem, including
palsy and cerebral palsy, there is complete loss of ability to méve or use a
part of the body, including legs, arms, and/or trunk

70 = One hand

71 = Both hands

72 = One arm

73 = | Both arms

74 = One leg

75 = Both legs

76 = Lower half of body, including legs

77 = One side of body, including one arm and one leg

78 = Three or more major parts of the body - arms and legs



CODES - Continued:

OTHER IMPAIRMENTS

80

81
82
83
84

86

87

88
89

90

91

92

93

94

1]

Heart disease with no restriction to limitation of activity - history
of heart problems

Heart disease with restriction or limitation of activity
Convulsive disorder - e.g., epilepsy

Blood diseases - e.g., sickle cell disease, leukemia, hemophilia
Diabetes

Pulmonary or respiratory disorders - e.g., tuberculosis, emphysema,
asthma, etc.

Kidney disfunctioning - e.g., if dialysis (use of artificial kidney
machine) is required, etc.

Cancer - a history of cancer with complete recovery
Cancer - undergoing surgical and/or medical treatment

Mental retardation - a chronic and lifelong condition involving a
limited ability to learn, to be educated, and to be trained for useful
productive employment as certified by a State Vocational
Rehabilitation agency under section 213.3102(t) of scheduled A.

Mental or emotional illness - a history of treatment for mental or
emotional problems

Severe distortion of limbs and/or spine - e.g., dwarfism, kyphosis
(severe distortion of back), etc.

Disfigurement of face, hands, or feet - e.g., distortion of features
on skin, such as those caused by burns, gunshot injuries, and birth
defects (gross facial birth marks, club feet, etc.)

Learning disability(a disorder in one or more of the processes
involved in understanding, perceiving or using language or
concepts/spoken or written/e.g. dyslexia



2108 - FEGLI Status
(FEGLI-STATUS)

DEFINITION:

A code to identify the status of employee’s participation in the Federal
Employees Group Life Insurance (FEGLI) program.

FIELD:

1 alphabetic character

INPUT:
New Hire : Standard Form 52, Request for Personnel Action.
(Block #27)
Change : Standard Form 52, Request for Personnel Action.
(Block #27)
Delete : Not permitted.
CODES:
A = Ineligible for life insurance coverage
B = Waived all life insurance
C = Covered for Basic Life only
D = Covered for Standard Option in addition to Basic Life
E - 2 = Covered for Basic Life plus Standard Option and/or Family Option
- coverages plus Additional Option with multiple coverage of one to five
times an employee’s annual basic salary.
REMARKS :

The above codes require a special standard remark which is automatically printed
on computerized SF-50’s. Correction of a FEGLI change requires input of a
remark on the SF-52. These remarks can be found in Section VIII, Table B-3 of
the Guide: Code ’'A’, use SR #901; code ’'B’, use SR #902; code ’'C’, use SR #903;
code ’'D’, use SR #904; codes 'E’ thru ’'Z’, use SR #s 905 thru 926.

The optional insurance choices will include:
A. The current $10,000 worth of Standard Option insurance;
B. BAn additional modified optional insurance (Additional Option) which

allows coverages of one to five times an employee’s annual basic pay
(after rounding to the next higher $1,000); and



2109 - FEGLI Status - Continued
(FEGLI-STATUS)
REMARKS - Continued:
C. A Family Plan with a specified amount of coverage.

If FEGLI is waived (code ‘B‘’), the date waived, based on the effective date of
action, is entered automatically in DIN 2110 by the computer.



2110 - Date FEGLI Waived
(FEGLI-WAIVED-DATE)

DEFINITION:

Effective date on which employee elected to waive coverage under the Federal
Employees Group Life Insurance plan.

FIELD:

6 numeric characters, fixed length (MMDDYY format).
INPUT:

See DIN 2109 and remarks below.
REMARKS :

If input to DIN 2109 is value B (WAIVED), DIN 2110 is input automatically by the
computer from DIN 2121, SF-50 Effective Date.



2111 - Retirement System
(RETIRE-SYS)

DEFINITION:

A code to identify the type of retirement system in which the employee is
participating.

FIELD:

1 alphanumeric character

INPUT:
New Hire : Standard Form 52, Request for Personmel Action
(Block #30) ’
Change : Standard Form 52, Request for Persomnnel Action
(Block #30)
Delete : Not permitted.
CODES:

Single Systems

Civil Service Retirement Plan ‘

FICA (Federal Insurance Contributions Act; i.e., Social Security)
Foreign Service Retirement Plan

None

Other Federal Retirement

Civil Service Special - must be used for all firefighters and law
enforcement personmnel who are covered under 5 USC 8331(20) and (21).
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Combinations of FICA & 1.3 % Contributions

Foreign Service Retirement and Disability System - Law Enforcement
Foreign Service Retirement and Disability System - Law Enforcement Offset
FICA & CS (1.35)

Foreign Service Pension System - Law Enforcement

FICA & CS Special (1.3%) law enforcement or firefighter

FICA & FS (1.3%)

FICA & Other (1.3%)

o nnn

ombinations of FERS & FICA

FERS & FICA

FERS & FICA - Air Traffic Controllers

FERS & FICA - Special

FERS & FICA - Reserve Technicians

Foreign Service Pension System (FSPS) and FICA

ombinations of FICA & Full Contributions

FICA & CS (7%)

= FICA & CS - Special (7%) law enforcement and firefighter
= FICA & FS

= FICA & Other
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2113 - Pay Rate Determinant
(PAY-RATE-DET)
DEFINITION:

A code designating special factors, if any, which go into determining the
employee’s salary.

FIELD:

1 numeric character.

INPUT:
New Hire : Standard Form 52, Request for Personnel Action.
(Block #29)
Change : Standard Form 52, Request for Personnel Action.
(Block #29)
Delete : Standard Form 52, Request for Personnel Action.
(Block #29)
CODES :

See FPM Supplement 292-1 Pay Rate Special Factors (CPDF-PAY-035) for
Definition/Explanations for codes.

CODE NAME

Regular Rate

Saved Rate Indefinite

Retained Pay-Special Rate Adjustment
Saved Rate-Other

Special and Superior Qualifications
Rates

Special Rate

Superior Qualifications Rate
Retained Grade-Different Position
Retained Grade Same Position
Critical Position Pay

Retained Grade And Special Rate
Different Position

Retained Grade-and Special Rate
Same Position

Retained Pay Same Position

IGS

Retained Pay-Different Position
Retained Pay-SES Removal
Continued SES Basic Pay

Retained Grade and Pay

Same Position

Retained Grade and Pay

Different Position

ndbkwbho

< dnWRIYg WM HAWP OO

w
1

64



2114 - Academic Education Level
(ACAD-EDUC-LVL)

DEFINITION:

A code to identify employee’s highest level of formal education.

FIELD:

2 numeric characters.

INPUT:
New Hire : Standard. Form 52, Request for Personnel Actions.
‘ (Block #45)
Change Standard Form 52, Request for Personnel Actions.
(Block #45)
Delete Not permitted.
CODES:

Use highest applicable code.

00
o1

02

03 =

04
05

o6

07

08

Not applicable.

Some Elementary School - Did Not Complete - Elementary school means grades
1 through 8 or equivalents.

Elementary School Completed - No High School - Grades 8 or equivalent
completed.

Some High School - Did Not Graduate - High school means grades 9 through
12 or equivalent.

High School Graduate or Certificate of Equivalency.

Terminal Occupational Program - Did Not Complete - Program extending
beyond grade 12, usually no more than three years; designed to prepare
students for immediate employment in an occupation or cluster of
occupations; not designed as the equivalent of the first two or three
years of a baccalaureate degree program. Includes cooperative training or
apprenticeship consisting of formal classroom instruction coupled with
on-the-job training.

Terminal Occupational Program - Certificate of Completion, Diploma, or

Equivalent - (See above.) Two levels are recognized: (1) The technical
and/or semi-professional level preparing technicians or semi-professional
personnel in engineering and non-engineering fields. (2) The

craftsman/clerical level training artisans, skllled operators, and
clerical workers.

Some College - Less than One Year - Less than 30 semester hours or 45
quarter hours completed.

1 Year College - 30-59 semester hours or 49 89 quarter hours completed.



CODES -

09

11
12

13

14

15

16

17

18

19

20

21

22

2114 - Academic Education Level - Continued
(ACAD-EDUC-LVL)

Continued:

mou

2 Years College - 60-89 semester hours or 90-134 quarter hours completed.
Associate Degree - Two-year college degree program completed. On SF-52
put AA for degree.

3 Years College - 90-119 semester hours or 135-179 quarter hours
completed.

4 Years College - 120 or more semester hours or 180 or more quarter hours
completed - no baccalaureate (bachelor’s) degree.

Bachelor’s Degree - Requires completion of at least four but no more than
five years of academic work; includes bachelor’s degree conferred in a
cooperative plan or program which provides for alternate class attendance
and employment in business, industry, or government to allow student to
combine actual work experience with college studies.

Post-Bachelor’s - Some work beyond (at a higher level than) the bachelor’s
degree but no additional higher degree.

First Professional Degree - Signifies the completion of academic
requirements for selected professions, which are based on programs
requiring at least two academic years of previous college work for
entrance and a total of at least six academic years of college work for
completion, e.g., Dentistry (D.D.S. or D.M.D.), Law (LL.B. or J.D.),
Medicine (M.D.), Theology (B.D.), Veterinary Medicine (D.V.M.), Chiropody
or Podiatry (D.S.C. or D.P.), Optometry (0.D.), and Osteopathy (D.O.).
Post-First Professional - Some work beyond (at a higher level than) the
first professional degree but no additional higher degree.

Master’s Degree - For liberal arts and sciences customarily granted upon
successful completion of one (sometimes two) academic years beyond the
bachelor’s degree. 1In professional fields, an advanced degree beyond the
first professional but below the Ph.D., e.g., the LL.M.; M.D. in surgery
following the M.D.; M.S.D., Master of Science in Dentistry; M.S.W., Master
of Social Work.

Post-Master’s - Some work beyond (at a higher level than) the Master’s
degree but no additional higher degree.

Sixth-Year Degree = i.e., Advanced Certificate in Education, Advanced
Specialist in Education Certificate, Certificate of Advanced Graduate
Study, Certificate of Advanced Study, Advanced Degree in Education,
Specialist in Education, Licentiate in Philosophy, Specialist in Guidance
and Counseling, Specialist in Art, Specialist in Science, Specialist in

'School Administration, Specialist in School Psychology, Licentiate in

Sacred Theology. .

Post-Sixth Year - Some work beyond (at a higher level than) the sixth-year
degree but no additional higher degree.

Doctorate Degree - Includes such degrees as Doctor of Education, Doctor of
Juridical Science, Doctor of Public Health, and the Ph.D. (or equivalent)
in any field. Does not include doctor’s degrees that are first
professional per code 15.

Post-Doctorate - Work beyond the doctorate.



2119 - Citizenship
(CITIZENSHIP)

DEFINITION:

A code to identify whether employee is, or is not, a United States citizen.

FIELD:

1 numeric character.

INPUT:
New Hire : Standard Form 52, Request for Personnel Action
(Block #49)
Change : Standard Form 52, Request for Personnel Action
(Block #49)
Delete : Not permitted.
CODES :
1l = U.S. Citizen (to include U.S. National)
8 = Other



2120 - Work Schedule
(WORK-SCHED)

DEFINITION:

A code to identify an employee’s work schedule.
FIELD:

2 characters - 1 alphabetic and 1 numeric
INPUT:

Standard Form 52, Request for Personnel Action. (Block #32)

CODES :
Definitions
First Digit Second Digit
Full Time Full Time
Full Time Seasonal* Part Time
Part Time. Intermittent

Part Time Seasonalx* Without Compensation
Intermittent Full Time not counted in
Intermittent Seasonalx* . Strength (IPA)
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6 Leave with Pay (Pending
Disability Retirement)
7 Non-pay Status

9 = Leave without Pay
*Seasonal includes persons employed under the Department of Defense’s on-call
programs.

On the SF-52, use the following combinations for the first and second digit.

First Digit Second Digit
F 1, 4, 5, 6, 7 or 9
G l, 4 or 7
P 2, 4, 5, 6, 7 or 9
Q 2, 4, or 7
I 3, 4, or 7
J 3, 4, or 7

REMARKS :

To comply with FPM requirements, RAMPS field must be expanded to a two-character
field. The first character will satisfy OPM require- ments, the second character
will satisfy AID requirements. Work Schedule must be on new hire actions, other
actions applicable.

If the employee is working other than a standard 40-hour workweek, Block 16,
SF-52, must indicate P2 or I3, as applicable. This data element provides for
that entry on the SF-50.



2121 - SF-50 Effective Date
(NOA-EFF-DATE)

DEFINITION:

The date on which the action described in the SF-50 is effective.

FIELD:

6 numeric characters, fixed length (MMDDYY format).

INPUT:
New Hire : Standard Form 52, Request for Personnel Action.
(Block #4)
Change : Standard Form 52, Request for Personnel Action.
(Block #4)
Delete : Not permitted.
REMARKS:

If, on the date of input of the SF-52 Request this date is current or past
effective, the applicable RAMPS computer records will be updated on date of input.
If future effective, updates will not take place until this date.



2122 - Prior Effective Date

DEFINITION:

This data element must be filled when correcting or cancelling an action. This
date is obtained from Block 4 of the SF-50 being corrected or cancelled.

FIELD:

6 numeric characters, fixed length (MMDDYY format) .
INPUT:

Standard Form 52, Request for Personnel Action (Block #7)

Example: PED=081884



2124 - From Grade
(FR-GRADE)
2129 - To Grade
(TO-GRADE)
DEFINITION:
The grade or class at which the employee is compensated.
FIELD: 2 numeric characters, fixed length.
DESCRIPTION:
Normally only the To Grade is input as part of an accession or a change in grade;
the From Grade is furnished by the computer. However, it may become necessary to
correct the From Grade on the SF-50, ’'FROM’ section can be voided and will need to
be hand typed.
INPUT:

Accession: Standard Form 52, Request for Personnel Action (SF-52)

Change : Standard Form 52, Request for Personnel Action (SF-52)
Delete : Not permitted.
VALUES :

Within limits of Pay Plan. Use 00 for Pay Plans ED, EF, EH, PH, IPA, YV, and YW.
USE MC, OC, CM for Pay Plans FE and FE L.

REMARKS :
on néw hire or reassignment actions within AID/W, the TO-GRADE on a SF-52, if
input, must be the same grade as that of the position (DIN 1405). On reassignment
overseas, it need not be the same as the position.
For employees who are entitled to grade retention under 5 USC 5362 show grade of

the position employee actually occupies, not the grade he/she is retaining for pay
and benefits purposes.



2125 - From Step
(FR-STEP)
2130 - To Step
(TO-STEP)
DEFINITION:
The step or rate within the grade or class at which the employee is compensated.
FIELD:
2 numeric characters, fixed length.
DESCRIPTION:
Normally only the To Step is input as part of an accession or a change in grade
or step; the From Step is furnished by the computer. However, it may become
necessary to correct the From Step on the SF-50, and it is provided for on the
SF-52.
INPUT:

Accession: Standard Form 52, Request for Personnel Action (SF-52)

Change : Standard Form 52, Request for Personnel Action (SF-52)
Delete : Not permitted.
VALUES:

Within limits of Pay Plan/Pay Grade. Use 00 for Pay Plans ED, EF, EH, GM, PH,
IPA, YV, and YW. : :

Also 00 for AD under Merit Pay, employees who are entitled to pay retention and
have a salary in excess of the minimum rate for their grade.



2126 - From Expert/Consultant Daily Rate
(FR-ED, EF, or EH-RATE)

2131 - To Expert/Consultant Daily Rate
(TO-ED, EF, or EH-RATE)

DEFINITION:

The daily rate, in dollars (not cents) at which an expert or a consultant is
paid.

FIELD:
3 numeric characters, fixes length, with leading zeroes.

DESCRIPTION:
Normally only the To Expert/Consultant Daily Rate is input as part of an
accession or change transaction; the From Expert/Consultant Daily Rate is
furnished by the computer on change transactions. However, both the from and to

data elements are provided for since they will be required in producing the
SF-50 and constructing the SF-50 record.

INPUT:
Accession: Standard Form 52, Request for Personnel Actions. (SF-52)
Change : Standard Form 52, Request for Personnel Actions. (SF-52)
Delete : Not permitted.

VALUES :
000 to 999.

000 denotes "without compensation."

REMARKS :

Used by DIN 2308.



2127 - To POSNO
{(TO-POSNO)
DEFINITION:

POSNO (Position Sequence Number) is defined in DIN 1101. 1In a new hire or
reassignment transaction, the "To POSNO" indicates the gaining position.

FIELD:
9 numeric characters, fixed length.

INDUT:

New Hire : Standard Form 52, Request for Personnel Actions.
{Block #15)

Change : Standard Form 52, Request for Personnel Actions.
{(Block #15)

Delete : Not permitted.



2128 - To Pay Plan
(TO-PAY-PLAN)

DEFINITION: A

A code to f@entify the pay plan under which the employee is paid.
FIELD: ';

4 alphabeticacharacters, variable length, with trailing blanks.
DESCRIPTION: |

The "To Pay Plan" as shown on the SF-50 in Block 29 is input as part of a new

hire or reassigning transaction; the "From Pay Plan" is furnished automatically
by the computer.

INPUT:
New Hire : Standard Form 52, Request for Personnel Action
(Block #16)
Change : Standard Form 52, Request for Personnel Action
(Block #16)
Delete : Not permitted.
REMARKS :

Up to four character codes are entered in this data element. However, in
producing the SF-50 only the two character codes are printed. Boéth codes are
shown below. When coding pay plans Foreign Service Limited and Foreign Service
Reserved, please make sure you code the following:

FP L (FP space L)
FP R (FP space R).
CODES:
CODE SF-50 CODE DESCRIPTION
AD AD Administrative Determined
ED ED Experts
EF or EH EF or EH Consultants
ES ES Senior Executive Service
EX EX Executive Pay Act
FA FA Mission Directors, Classes 2, 3, and 4
FE FE Senior Foreign Service
FE L FE Senior Foreign Service Limited
FO FO Foreign Service-Commissioned
FP FP Foreign Service
FP L FP : Foreign Service Limited



2128 - To Pay Plan - Continued
(TO-PAY-PLAN)

CODES - Continued:

CODE SF-50 CODE DESCRIPTION

FP R FP Foreign Service Resident Limited

GM , GM PMRS (Merit Pay)

GS GS General Schedule (Chapter 51, 5 U.S.C.)
GW GW Youth Opportunity-College Students

IPA Ip Details to AID from state or local

governments or institutions under the
Intergovernmental Personnel Act

PH PH , Public Health Commissioned Officers
Detailed to AID/W (not under a PASA)

WG WG . All Wage Board, except printing and
lithographic

XL XL Wage Board, Printing and Lithographic

. (Leader)

XP Xp Printing and Lithographic

v ‘ v Summer Aide

YW YW Student Aide

REMARKS :

The computer program that processes Standard Form 52, Request for Personnel
Action (SF-52) transactions checks the "To Pay Plan" against the Position Pay
Plan (DIN 1404) using the table shown below. Each line of the table is checked
until a match is found. If no match is found, the transaction is rejected and
the Transaction List opposite the "TO PAY PLAN" will be a six character display
in the Entry column, the first four of which are the TO PAY PLAN and the last
two are the Position 'Pay Plan; in the Diagnostic Column is displayed the message
INCOMPATIBLE WITH POSITION.

Employee Pay Plan Position Pay Plan
AD AD
ED ED
EF or EH EF or EH
ES ES
EX EX
FA FA
FE FA, FS, or FE
FE L FA, FS, or FE
FP FA, FS, or FE
FP L FA, FS, or FE
FP R FS
FO . FA, FS, or FE



2128 - To Pay Plan - Continued
(TO-PAY-PLAN)

REMARKS - Continued:

Employee Pay Plan Position Pay Plan
GM GM
GS GS
GW GS or GW
IPA Ip
PH * GS
WG WG
XP XP
XL XL
Yv v
YW YW

* For Public Health commissioned officers detailed to AID/W position pay plan must
be 'GS’; employee plan will be ’'PH’ on SF-52.



2132 - Standard Remark 1 - Para No.
(STD-RMK-PARA (1))

2133 - Standard Remark 1 - Fill-in
STD-RMK-FILL (1))

2134 - Standard Remark 2 - Para No.
(STD-RMK-PARA (2))

2135 - Standard Remark 2 - Fill-in
STD-RMK-FILL (2))

2136 - Standard Remark 3 - Para No.
(STD-RMK-PARA (3))

2137 - Standard Remark 3 - Fill-in
STD-RMK-FILL (3))

2138 - Standard Remark 4 - Para No.
(STD-RMK-PARA (4))

2139 - Standard Remark 4 - Fill-in
STD-RMK-FILL (4))

2140 - Standard Remark 5 - Para No.
(STD-RMK-PARA (5))

2141 - Standard Remark 5 - Fill-in
STD-RMK-FILL (5))

DEFINITION:

These data elements are used for entering up to five standard remarks on the
SF-50. But keep in mind, only 14 lines can be printed on an SF-50. The
paragraph number identifies the remark to be entered. The fill-ins permit
specific data to be entered into the body of the standard remarks, if required.

FIELD:

For paragraph number: 3 alphanumeric characters, fixed length.
For Fill-ins: 3 alphanumeric characters, variable length with trailing blanks.

DESCRIPTION:

The FPM provides for entry of certain remarks in Block 37 of the SF-50. Most
are straight narrative, but some require the insertion of data within the
remarks, such as dates, agency codes, etc.

The above data elements, plus the Standard Remarks Table in Annex B, permit the

- computer to automatically produce most remarks needed for the SF-50.- Those
which can be automatically produced are referred to as "standard" remarks; those
which cannot be automatically produced may be entered on the SF-52 in Block #37
using Standard Remark Code 700.

INPUT:
New Hire : Standard Form 52, Request for Personnel Actioh (Part F)
Change : Standard Form 52, Request for Personnel Action (Part F)
Delete : Not permitted.



2143 - Document Control Number
(DOCUMENT-NR)

DEFINITION:

A sequential number assigned to each SF-50 Request when entered into the
computer, starting with 00001 to 99999, then starting over.

FIELD:
5 numeric characters, fixed length.
DESCRIPTION:

The number in this data element will be printed in the lower right hand corner
of Block #37 of the SF-50.

After the SF-50 has been produced, the computer retains a copy of the data on
the SF-50 in a special internal file (The SF-50 File) until six months after the
effective date of the SF-50. During this period, the copy is available in the
event it is necessary to reproduce, cancel or correct. The Document Control
Number is entered on the SF-52 Request for Personnel Action to identify the
SF-50 to be effected, thus enabling the computer to find the copy and print the
desired SF-50.

INPUT:

Accession: Not applicable

Change : Standard Form 52, Request for Personnel Actions. (SF-52)
Delete : Not permitted.
Example : DCN=12345



2145 - NOA Code
{NOA-CODE)
DEFINITION:

Nature of Action Code. A code to identify the type of action being taken on the
SF-50, Notification of Personnel Action.

FIELD:

3 numeric characters. In case of 001A, 00227, 002B, 002C and 900 series codes, a
4 alphanumeric characters.

DESCRIPTION:
They are based on the three digit codes required by the Office of Personnel
Management (OPM). All of those in the 100 through 800 series are as directed by
(OPM) ; those in the 900 series have been developed for internal agency use by
A.I.D.

NOACODES should be obtained from FPM 296-33 before Table Bliis consulted -

INPUT:
New Hire : Standard Form 52, Requeét for Personnel Action
(Block 53)
Change : Not Permitted - NOACODES must be cancelled and the
erroneous transaction must be resubmitted. See
User Help before attempting to change an NOACODE.
-Delete : Not permitted.
CODES :

See Table B-1, Annex B.



2146 - Not-To-Exceed Date
(NTE-DATE)
DEFINITION:

The not-to-exceed time limitation entry required on such natures of action as
time-limited appointments.

FIELD:

6 numeric characters, fixed length (MMDDYY format).

INPUT:
New Hire : Block 5B or 6B on Standard Form 52, Request for Personnel Actions.
(Block #5A)
Change : Standard Form 52, Request for Personnel Actioms.
(Block #5A) '
Delete : Not permitted.
REMARKS:

Must be later than present date and equal to or less than five years from the
effective date of the appointment. Also, must contain a value if Employee Pay
Plan is ED, EF, EH, FP L, FP R, FE L.

Change - Because RAMPS uses this data element as "Derived Data" Transaction
Specialists should consult with User Help to ascertain which RAMPS
"Derived Date" should be changed. ’

Example: £for NOACODE 108 Term Appt NTE the Date Appt NTE
must be updated. In the case of NOACODE 460 LWOP NTE the
Date LWOP Expires must be updated and so on.

o
1
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2805 - Expected Departure Date
(DEPART-DATE)

DEFINITION:
The date on which an employee is expected to depart from current
assignment. This date is normally 2 years from the entry in DATE ARRIVED
OVERSEAS POST CURRENT TOUR (DIN 2804) for overseas assignments, and 3 years

from DATE STARTED AID/W ROTATION ASSIGNMENT (DIN 2801) for AID/W
assignments.

Dataharacters, fixed length (MMDDYY format).

"INPUT:

Accession: Not permitted.

Change : Form AID 4-498, Miscellaneous Data. (PER-12)
Delete : Form AID 4-498, Miscellaneous Data. (PER-12)
REMARKS :

THE FOLLOWING IS OFFERED AS AN EXAMPLE OF THE CO



2147 - Agency
(AGENCY)

DEFINITION:

This data element must be filled in for transfers between agencies or
separations which are immediately followed by employment with another
agency. The appropriate "from" or "to" block of the SF-50 should
reflect the losing or gaining agency.

FIELD:

2 alphabetic characters, fixed length.

INPUT:
New Hire : Standard Form 52, Request for Personnel Action.
(Block 5B)
Change : Standard Form 52, Request for Personnel Action.
(Block 5B) :
Delete : Not permitted.
CODES:
Alphabetic by Title
KG = ACTION
AA = Administrative Conference of the United States
AC = Advisory Commission on Intergovernmental Relations
CP = Advisory Committee on Federal Pay
HP = Advisory Council on Historic Preservation
AG = Agriculture, Department of
AF = Air Force, Department of the
AK = Alaska Natural Gas Transportation System
AB = American Battle Monuments Commission
AP = Appalachian Regional Commission
LA = Architect of the Capitol
AD = Arms Control and Disarmament Agency
AR = Army, Department of the
BR = Board for International Broadcasting
LB = Botanic Garden
CI = Central Intelligence Agency
CA = Civil Aeronautics Board
BA = Coastal Plains Regional Commission
CM = Commerce, Department of (including Naticnal Oceanic and

Atmospheric Administration)



CODES -

CF
cc
ES
HB

CT

CN
LL

LD

SK.

LR
CJ
CE
EQ
WP
- DD

nwnn

2147 - Agency - Continued
(AGENCY)

Continued:
Alphabetic by Title

Commission of Fine Arts

Commission on Civil Rights

Commission on Executive, Legislative, and Judicial Salaries
Committee for Purchase of Products and Services of the Blind and
Other Severely Handicapped

Commodity Futures Training Commission

Community Services Administration

Congress (includes U.S. Senate Disbursing Office, House of
Representatives-Members, House of Representatives-Sergeant at
Arms)

Congressional Budget Office

Consumer Product Safety Commission

Copyright Royalty Tribunal

Cost Accounting Standards Board

Council of Economic Advisors

Council on Environmental Quality

Council on Wage and Price Stability

Defense, Department of (including Office of the Secretary of
Defense, Organization of the Joint Chiefs of Staff, Defense
Nuclear Agency, Defense Communications Agency, Defense
Intelligence Agency, Defense Security Assistance Agency, Defense
Supply Agency, US Court of Military Appeals, Armed Forces
Information and Education Activities, Defense Contract Audit
Agency, Defense Mapping Agency, Defense Investigative Service,
Defense Advanced Research Projects Agency, Defense Civil
Preparedness Agency, Uniformed Service University of the Health
Sciences, Office of Overseas Dependents Education, Civilian
Health and Medical Program of the Unlformed Services)
Delaware River Basin Commission

District of Columbia Government

Domestic Policy Staff

Education, Department of (includes i.e., Intergovermmental
Advisory Council on Education)

Energy, Department of

Environmental Protection Agency

Equal Employment Opportunity Commission

Executive Residence at the White House

Export-Import Bank of the United States

Farm Credit Administration

Federal Communications Commission

Federal Deposit Insurance Corporation

Federal Election Commission

Federal Emergency Management Agency



2147 - Agency - Continued
(AGENCY)

CODES -~ Continued:
Alphabetic by Title

FH = Federal Home Loan Bank Board

AU = Federal Labor Relations Authority

MC = Federal Maritime Commission

FM = Federal Mediation and Conciliation Service

RS = Federal Mine Safety and Health Review Commission

FR = Federal Reserve System -- Board of Governors

FT = Federal Trade Commission

FS = Foreign Claims Settlement Commission

FX = Four Cormers Regional Commission

LG = General Accounting Office

GS = General Services Administration

LP = Government Printing Office

HT = Harry S. Truman Scholarship Foundation

HE = Health and Human Services, Department of

ZU = Higher Education IPA

HU = Housing and Urban Development, Department of

IF = Inter-American Foundation

IN = Interior, Department of the

IC = Interstate Commerce Commission

UJ = Japan-United States Friendship Commission

PW = Joint Federal-State Land Use Planning Commission for Alaska

JL = Judicial (includes Administrative Office of the United States
Courts, and the Supreme Court of the United States -- Office of
the Marshal)

DJ = Justice, Department of

DL = Labor, Department of

LC = Library of Congress

ZL = Local Government IPA

BO = Management and Budget, Office of

MA = Marine Mammal Commission

BD = Merit Systems Protection Board

MW = Minimum Wage Study Commission

LJ = Motor Carrier Ratemaking Study Commission

OA = National Advisory Committee on the Oceans and Atmosphere

NN = National Aeronautics and Space Administration

FU = National Alcohol Fuels Commission

NP = National Capital Planning Commission

MK = National Commission for Employment Policy

AQ = National Commission on Air Quality

EU = National Commission on Employment and Unemployment Statistics

CX = National Commission on Libraries and Information Science

GH = National Commission on Neighborhoods

UR = National Commission on Social Security



CODES

uc
YC
cu

HG
PI

SE
RU
SS

SB
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Continued:

National
National
National
National
National
National
National
National
National
National
National

2147 - Agency - Continued
(AGENCY)

Alphabetic by Title

Commission on Unemployment Compensation
Commission on the International Year of the Child, 1979
Credit Union Administration

Foundation on the Arts and Humanities
Labor Relations Board

Mediation Board

Science Foundation

Security Agency

Security Council

Transportation Policy Study Commission
Transportation Safety Board

Navajo and Hopi Indian Relocation Commission
Navy, Department of the

New England Regional Commission

Nuclear Regulatory Commission

Nuclear Safety Oversight Committee

Occupational Safety and Health Review Commission
Office of Science and Technology Policy

Office of Technology Assessment

Office of the Administration

Office of the United States Trade Representative
Office of the Vice President

0ld West

Regional Commission

Ozarks Regional Commission
Pacific-Northwest Regional Commission
Panama Canal Commission

Peace Corps

Pennsylvania Avenue Development Corporation
Pension Benefit Guaranty Corporation

Postal Rate Commission

President’s Commission
President’s Commission
President’s Commission
President’s Commission

Medicine

on Pension Policy

on the Accident at Three Mile Island
on the Coal Industry

for the Study of Ethical Problems In
and Biomedical and Behavior Research

Presidential Commission on World Hunger
Public International Organizations (5 U.S.C. 3581)

Railroad

Retirement Board

Securities and Exchange Commission

Select Commission on Immigration and Refugee Policy
Selective Service System

Sinai Support Mission, U.S.

Small Business Administration



2147 - Agency - Continued
(AGENCY)

CODES - Continued:
Alphabetic by Title

SM = Smithsonian Institution
WB = Southwest Border Regional Commission
ZS = State Government IPA
ST = State, Department of (including International Boundary and Water
Commission)
SU = Susquehanna River Basin Commission
TV = Tennessee Valley Authority
TD = Transportation, Department of
TR = Treasury, Department of the
AM = United States International Development Cooperation Agency
(including the Agency for International Development; OPIC; TDP)
IB = USIA
TC = United States Intermational Trade Commission
RG = United States Japan Economic Relations Group
MT = United States Metric Board
OM = United States Office of Personnel Management
PO = United States Postal Service
. SH = United States Soldiers’ and Airmens’ Home
LT = United States Tax Court
GL = Upper Great Lakes Regional Commission
VA = Veterans Administration
WR = Water Resources Council
WH = White House
Alphabetic by Code
AR = Administrative Conference of the United States
AB = American Battle Monuments Commission
AC = Advisory Commission on Intergovernmental Relations
AD = Arms Control and Disarmament Agency
AF = Air Force, Department of the
AG = Agriculture, Department of
AH = National Foundation on the Arts and Humanities
AKX = Alaska Natural Gas Transportation System
AM = United States International Development Cooperation Agency
(including the Agency for International Development; OPIC; TDP)
AP = Appalachian Regional Commission
AQ = National Commission on Air Quality
AR = Army, Department of the
AU = Federal Labor Relations Authority
BA = Coastal Plains Regional Commission
BD = Merit Systems Protection Board
BG = Pension Benefit Guaranty Corporation



CODES
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2147 - Agency - Continued
(AGENCY)

Continued:
Alphabetic by Code

Management and Budget, Office of

Board for International Broadcasting

Civil Aeronautics Board

Commission on Civil Rights

Council of Economic Advisors

Commission of Fine Arts

Central Intelligence Agency

Cost Accounting Standards Board

Commerce, Department of (including National Oceanic and
Atmospheric Administration)

Community Services Administration

Advisory Committee on Federal Pay

Commodity Futures Training Commission

National Credit Union Administration

National Commission on Libraries and Information Science
Domestic Policy Staff

Defense, Department of (including Office of the Secretary of
Defense, Organization of the Joint Chiefs of Staff, Defense
Nuclear Agency, Defense Communications Agency, Defense
Intelligence Agency, Defense Security Assistance Agency, Defense
Supply Agency, US Court of Military Appeals, Armed Forces
Information and Education Activities, Defense Contract Audit
Agency, Defense Mapping Agency, Defense Investigative Service,,
Defense Advanced Research Projects Agency, Defense Civil
Preparedness Agency, Uniformed Service University of the Health
Sciences, Office of Overseas Dependents Education, Civilian
Health and Medical Program of the Uniformed Services)
District of Columbia Government

Justice, Department of

Labor, Department of

Energy, Department of

Delaware River Basin Commission

Export-Import Bank of the United States

Office of the Administration

Education, Department of (includes i.e., Intergovernmental
Advisory Council on Education)

Equal Employment Opportunity Commission

Federal Emergency Management Agency

Environmental Protection Agency

Council on Environmental Quality

Commission on Executive, Legislative, and Judicial Salaries
National Commission on Employment and Unemployment Statistics
Executive Residence at the White House

Federal Communications Commission

Federal Deposit Insurance Corporation



2147 - Agency - Continued
(AGENCY)

- CODES - Continued:
Alphabetic by Code

FH = Federal Home Loan Bank Board

FL, = Farm Credit Administration

FM = Federal Mediation and Conciliation Service

FR = Federal Reserve System--Board of Governors

FS = Foreign Claims Settlement Commission

FT = Federal Trade Commission

FU = National Alcohol Fuels Commission

FX = Four Corners Regional Commission

GH = National Commission on Neighborhoods

GL = Upper Great Lakes Regional Commission

GS = General Services Administration

HB = Committee for Purchase of Products and Services of the Blind and
Other Severely Handicapped

HE = Health and Human Services, Department of

HG = Presidential Commission on World Hunger

HP = Advisory Council on Historic Preservation

HT = Harry S. Truman Scholarship Foundation

HU = Housing and Urban Development, Department of

IB = USIA

IC = Interstate Commerce Commission

IF = Inter-American Foundation

IN = Interior, Department of the

JL = Judicial (includes Administrative Office of the United States
Courts, and the Supreme Court of the United States -- Office of
the Marshal)

KG = ACTION

KL = President’s Commission on the Coal Industry

LA = Architect of the Capitol

LB = Botanic Garden

LC = Library of Congress

LD = Congressional Budget Office

LF = Federal Election Commission

LG = General Accounting Office

ILH = Office of Technology Assessment

ILJ = Motor Carrier Ratemaking Study Commission

LL = Congress (includes U.S. Senate Disbursing Office, House of
Representatives-Members, House of Representatlves Sergeant at
Arms)

LP = Government Printing Office

LR = Copyright Royalty Tribunal

LT = United States Tax Court

MA = Marine Mammal Commission

MC = Federal Maritime Commission

MJ = 0ld West Regional Commission

MK = National Commission for Employment Policy



2147 - Agency - Continued
(AGENCY)

CODES - Continued:

EREEEERREEEE

Alphabetic by Code

United States Metric Board

Minimum Wage Study Commission

New England Regional Commission

National Science Foundation

Nuclear Safety Oversight Committee

National Labor Relations Board

National Mediation Board

National Aeronautics and Space Administration
National Capital Planning Commission

National Security Council

Nuclear Regulatory Commission

Navy, Department of the

National Advisory Committee on the Oceans and Atmosphere
United States Office of Personnel Management
Occupational Safety and Health Review Commission
Office of the Vice President

Ozarks Regional Commission

Panama Canal Commission

President’s Commission for the Study of Ethical Problems In
Medicine and Biomedical and Behavior Research
Public International Organizations (5 U.S.C. 3581)
Postal Rate Commission

Pennsylvania Avenue Development Corporation
Pacific-Northwest Regional Commission

United States Postal Service

President’s Commission on Pension Policy

Peace Corps '

Joint Federal-State Land Use Planning Commission for Alaska
Navajo and Hopi Indian Relocation Commission
United States Japan Economic Relations Group
Railroad Retirement Board

Federal Mine Safety and Health Review Commission
Select Commission on Immigration and Refugee Policy
Small Business Administration

Securities and Exchange Commission

United States Soldiers’ and Airmens’ Home

Consumer Product Safety Commission

Smithsonian Institution

National Security Agency

Selective Service System

State, Department of (including International Boundary and Water
Commission)

Susquehanna River Basin Commission

Sinai Support Mission, U.S.

National Transportation Safety Board

United States International Trade Commission



2147 - Agency - Continued
(AGENCY)

CODES - Continued:
Alphabetic by Code

TD = Transportation, Department of

TG = National Transportation Policy Study Commission

TM = President’s Commission on the Accident at Three Mile Island
TN = Office of the United States Trade Representative

TR = Treasury, Department of the

TS = Office of Science and Technology Policy

TV = Tennessee Valley Authority

UC = National Commission on Unemployment Compensation

UJ = Japan-United States Friendship Commission

UR = National Commission on Social Security

VA = Veterans Administration

WB = Southwest Border Regional Commission

WH = White House

WP = Council on Wage and Price Stability.

WR = Water Resources Council

YC = National Commission on the International Year of the Child, 1979
ZL = Local Government IPA

ZS = State Government IPA

ZU = Higher Education IPA
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2150 - Annuitant Indicator
(ANNUID)
DEFINITION:

A code to identify an employee status as to being retired, retired
uniformed or enlisted, or reemployed annuitant.

FIELD:

1 alphanumeric character

VALUES:
New Hire : Standard Form 52, Request for Personnel Action
{(Block #28)
Change : 'Standard Form 52, Request for Personnel Action
(Block #28) )
CODE:

See following page.
REMARKS :
This data element must be filled in on all new hire actions. If

Annuitant Indicator equals 1, 4 or 5 retirement must equal 2 or 3. If
annuitant indicator equals 6, 7 or 8 retirement must not equal 3.



2150 - Annuitant Indicator
(ANNUID)

ANNUITANT INDICATOR CODES:

Code 1 - Reemploved CSRS Annuitant - Reempl Ann-CS:
An employee whose annuity under the Civil Service Retirement System
(CSRS) continues after appointment.

Code 2 - Retired Uniformed Service Officer - Ret Officer:
The employee is a member or former member of a uniformed service who
is currently receiving retired or retainer pay as a commissioned or
warrant officer. (The uniformed services are the Army, Navy, Air
Force, Marine Corps, Coast Guard, National Oceanic and Atmospheric
Administration, and the Public Health Service.)

Code 3 - Retired Uniformed Service Enlisted Member - Ret Enlisted:
The employee is a member or former member of a uniformed service who
is receiving retired or retainer pay for non-officer service (or
enlisted) service.

Code 4 - Retired Uniformed Service Officer and Reemployed CSRS Annuitant -
Ret Off/Reempl Ann-CS:
The employee is a retired uniformed service commissioned or warrant
officer and a reemployed CSRS annuitant

Code 5 - Retired Uniformed Service Enlisted Member and Reemployed CSRS
Annuitant - Ret Enl/Reempl Ann-CS:
The employee is a retired uniformed service enlisted member and a
reemployed CSRS annuitant.

Code 6 - Reemploved Foreign Service Retirement System Annuitant:
An employee whose annuity under Foreign Service retirement system
continues after appointment.

Code 7 - Retired Uniformed Service Officer and Reemploved Foreiqn Service
Retirement System Annuitant:
The employee is a member or former member of a uniformed service who
is receiving retirement or retainer pay as a commissioned or warrant
officer, and is a reemployed annuitant under the Foreign Service
retirement system.

Code 8 - Retired Uniformed Service Enlisted and Foreign Service Retirement
System Annuitant:
The employee is a member or former member of a uniformed service who
is receiving retirement or retainer pay for non-officer service, and
is a reemployed annuitant under the Foreign Service retirement system.

Code 9 - Employee is neither retired from the military or retired from a
government -sponsored retirement system.
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2150 - Annuitant Indicator
(ANNUID)

ANNUITANT INDICATOR CODES: (Continued)

Code A - Reemploved FERS Annuitant - Reempl Ann-FE:
An employee whose annuity under the Federal Employees Retirement
System(FERS) continues after appointment and is subject to salary
offset.

Code B - Former FERS Annuitant - Former Ann-FE:
An employee whose FERS annuity is discontinued after appointment.

Code C - Retired Uniformed Service Officer and Reemplovyed FERS Annuitant -
Ret Off/Reempl Ann-FE:

The employee is a retired uniformed service commissioned or warrant
officer and a reemployed FERS annuitant who is subject to salary
offset. ' !

Code D - Retired Uniformed Service Officer and former FERS Annuitant - Ret
Off /Former Ann-FE:
The employee is a retired uniformed service commissioned or warrant
officer and a reemployed FERS annuitant whose FERS annuity is
discontinued after appointment.

Code E - Retired Uniformed Service Enlisted Member and Reemploved FERS
Annuitant - Ret Enl/Reempl Ann-FE:

The employee is a retired uniformed service enlisted member and a
reemployed FERS annuitant who is subject to salary offset.

Code F - Retired Uniformed Service Enlisted Member and Former FERS
Annuitant - Ret Enl/Former Ann-FE:
The employee is a retired uniformed service enlisted member and a
reemployed FERS annuitant whose FERS annuity is discontinued after
appointment.

Code G - Reemploved Foreign Service Pension System Annuitant:
- Reempl Ann-FSPS
An employee whose annuity under the Foreign Service Pension System
continues after appointment.

Code H - Retired Uniformed Service Officer and Reemploved Foreign Service
Pension System Annuitant - Ret Off/Former Ann-FSPS:

The employee is a member or former member of a uniformed service who
is receiving retirement or retainer pay as a commissioned or warrant
officer, and is a reemployed annuitant under the Foreign Service

Pension System.

Code I - Retired Uniformed Service Enlisted and Foreign Service Pension
System Annuitant: - Ret Enl/Reempl Ann-FSPS
The employee is a member or former member of a uniformed service who
is receiving retirement or retainer pay for non-officer service, and
is a reemployed annuitant under the Foreign Service Pension System.




2151 - Authority Code - 1
2152 - Authority - 1
2153 - Authority Code - 2
2154 - Authority - 2

DEFINITION:

At least one Authority code must be filled in on actions including
0027, 002B, 002C and excluding 350, 355. Authority Code may be
present on 001.

FIELD:

Code is 3 alphanumeric characters; Authority is 40 alphanumeric
characters.

INPUT:

Standard Form 52, Request for Personnel Action (Blocks 5C and 5E
respectively).

CODES :
Authority code and authority can be found on the Bé Table. However,
FPM 296-33 should be consulted to ensure that the appropriate

authority(s) are used. At times some codes will require a f£ill-in
authority.
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2155 - Veteran Status
(VET-STATUS)

DEFINITION:

A code to identify those employees who served in the active uniformed
military service of the United States.

FILED:

1 alphabetic character

INPUT:
New Hire : Standard Form 52, Request for Personnel Action
(Block 50)
Change : Standard Form 52, Request for Personnel Action
(Block 50)
CODES:
V = Vietnam Era Veteran (A veteran who served any time during the
vietnam era)
N = Not a Vietnam Era Veteran (Use only for an employee whose
accession to the agency’'s rolls was prior to October 1, 19591.).
B = Pre-Vietnam-era veteran (A veteran whose service ended before the
vietnam era)
P = Post-Vietnam-era veteran (A veteran whose service began after the
vietnam era)
X = Not a veteran (Use only for an employee whose accession to the
agency’s rolls was after September 30, 1991.)
REMARKS:



2156 - Void From/To

DEFINITION:

This data element will allow suppression printing of the 'To’ or
'From’ block of an SF-50.

FIELD:
1 alphabetic character
INPUT:

Standard Form 52, Request for Personnel Action
(Block #14)

CODES:
Void = F - will suppress the ‘From’ and entry can be manually typed.
Void =

T - will suppress the ‘To’ and entry can be manually typed.



2202 - Employee Backstop Code
(EMP-BACKSTOP)

DEFINITION:

The Backstop Code assigned to the employee’s Primary Agency Occupation
Specialty Code (AOSC).

FIELD:
2 numeric characters, fixed length.

INPUT:

Not applicable. The computer will automatically enter the Backstop
Code from a look-up table containing AOSC’s, their titles, and their
Backstop Codes.

REMARKS :

Applicable only if AOSC has a Backstop Code.

* Revised June 1980 (Elimination of Header ’'CODES’)



2205 - Initial Assignment Washington
(INIT-ASSIGN-WASH)
DEFINITION:

A code to be used only to identify Foreign Service Employees on
initial assignment in Washington.

FIELD:

1 alphabetic character

INPUT:
New Hire : Form 4-498, Miscellaneous Data. (PER-12)
Change : Form 4-498, Miscellaneous Data. (PER-12)
Delete : Form 4-498, Miscellaneous Data. (PER-12)
CODE:
W = Féreign Service Initial Assignment in Washington.
REMARKS :
A SF-52 affecting a new hire action of a Foreign Service Employee to a
Washington position, initially, causes an automatic update of the
employees record.

DELETION:

To delete, use a minus (-) sign.
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2208 - Date EDR Print Last Reviewed by Employee
. (DATE-EDR-REVIEW)
DEFINITION:
The date on which the employee last reviewed hls/her Employee Data
Record Print, either as part of a periodic review by all employees or
as an individual review.

FIELD:

6 numeric characters, fixed length (MMDDYY format) .

INPUT:
New Hire : Form AID 4-460, EDR Print Review Date. (PER-18)
Delete : Form AID 4-460, EDR Print Review Date. (PER-18)



2301 - Employee Pay Plan
(EMP-PAY-PLAN)

DEFINITION:

A code indicating the category of the employee’s personal pay basis.

FIELD:

4 alphabetic characters, variable length with trailing blanks.

INPUT:

Automatic, from input to DIN 2128, To Pay Plan.

See DIN 2128
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2302 - Employee Pay Grade
(EMP-PAY-GR)
DEFINITION:

A code indicéting employee’s personal pay grade within his/her pay
plan.

FIELD:

2 numeric characters, fixed length.
INPUT:

Automatic, from input to DIN 2129, To Grade.
CODES:

See DIN 2128.
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2303 - Step Within Grade

{EMP-STEP)
DEFINITION:
A code to indicate employee’s status within his/her personal pay grade
or class. ,
FIELD:

2 numeric characters, fixed length.
INPUT: -

Automatic, from input to DIN 2130, To Step.
CODES :

See DIN 2130.
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2304 - Effective Date of Last Pay Change
(EFF-DATE-PAY-CHG)

DEFINITION:

The date of which last payroll action was effected (usually the first
day of a new pay period).

FIELD:

6 numeric characters, fixed length (MMDDYY format) .

INPUT:

New Hire : a. For New Hires and Transfers, the System will accept
the SF-50 Effective Date as the Date of Last Pay
Change. If an employee is transferred or assigned
from another Agency, without a break in service, a
PER-12 must be processed if the computer generated
date is incorrect.

b. All other cases: Automatic, from input to DIN 2121,

Effective Date (of SF-50).

Change : Form AID 4-498 Miscellaneous Data (PER-12).

Delete : Not permitted.
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2305 - Type of Last Pay Change
(TYP-LAST-PAY-CHG)
DEFINITION:
A code to identify the exact nature of the employee’s last pay change.
FIELD:

1 alphabetic character.

INPUT:

‘New Hire : a. If transfer from another agency without change in
grade step, and time with prior agency counts toward
determining date eligible for next step increase:
Form AID 4-498, Miscellaneous Data. (PER-12)

b. All other cases: Automatic, based on input to DIN
2145, NOA Code.
Change :  a. Form AID 4-498, Miscellaneous Data (PER-12)
b. All other changes: Automatic, based on input to DIN
2145, NOA Code.
Delete : Not permitted.
CODES:

A = BAppointment NOAC 100 Series

C = Conversion NOAC 500 Series

G = Grade Change (promotion/demotion) NOAC 702 and 713

L = Language Increase NOAC 896

Q = Quality or Meritorious Increase " NOAC 892

R = Reduction-in-Force NOAC 712

S = Periodic Step Increase NOAC 893,891

REMARKS :

Quality or Meritorious Increase and Language Increase do not affect
DIN 2703, Date Eligible for Next Step Increase. For all other above
listed codes, DIN 2703 is automatically updated by the computer. (See
DIN 2703).
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2306 - Date Appointed to Present Grade
(DATE-APPT-PRES-GR)

DEFINITION:

The effective date of the employee’s appointment to present grade or
class.

FIELD:

6 numeric characters, fixed length (MMDDYY format).

INPUT:
Accession: a. If transfer from another agency without change in
grade: Form AID 4-498, Miscellaneous Data. (PER-12)
b. All other cases: Automatic, based on input to DIN
2145, NOA Code, and DIN 2121, Effective Date (of
SF-50) .
Change : Same as b above.
Delete : Not permitted
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2308 - Expert/Consultant Daily Rate
(ED, EF, or EH-RATE)

DEFINITION:

An entry to indicate compensation rate in dollars per day for experts
‘and consultants.

FIELD: »
3 numeric characters, fixed length.
INPUT:
Accession: Standard Form 52, Request for Personnel Action, Block 20.

.

Change : Standard Form 52, Request for Personnel Action, Block 20.

VALUES:
000 to 999.
000 will be used only for those serving without compensation (WOC).

Leading zeroes will be entered where applicable. For example, $75 per
day is entered as 075.
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DEFINITION:

2601 - Type of Appointment
(APPOINTMENT-TYPE)

A code to identify the nature of an employee’s current appointment.
This data element must be filled in on all new hire actions on a

SF-52.
PER-26.
FIELD:

For conversion actions or corrections of this element use a

2 numeric characters, fixed length.

INPUT:

New Hire

Change:

Delete:

CODES:

: Enter this data element in Block #42 of the SF-52.

Use a PER-26 to change only if error was made in selecting

the proper appointment or conversion NOAC after an SF-50
has been issued with the incorrect type of appointment.

Not permitted.

Competitive Appointments

11
12
13
14
15
16

Career

Career-Conditional

Temporary (From or Outside Register)

Temporary Pending Establishment of a Register (TAPER)
Limited Executive Assignment

Special Tenure - Miscellaneous, Rare Skills, Rare Cases,
Emergency, Temporary Renewable Annuitant, etc.

Civil Service

21
22
23
24
25
26
27
28
29

Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule
Schedule

Excepted Appointments

A -

WihraWwp b
]

Attorneys

Handicapped

Youth Opportunity Campaign or Back to School
Appointment of Non-Citizen

Appointees from Overseas to Positions GS-092 and Up
Miscellaneous

Confidential or Policy Making

Legal Assistant Intern

Student Co-Op Programs

Miscellaneous Statutory Excepted Appointments
Presidential Appointees (Executive Pay Schedule)

Administratively Determined - Section 625(b), Foreign Assistance

31
32

Act
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CODES

2601 - Type of Appointment - Contlnued
(APPOINTMENT-TYPE)

Continued:

Miscellaneous Statutory Excepted Appointments - Continued

33

nnn

o

Directors and Deputy Directors of Missions: A.I.D. Representatives;
U.S. Representative to Development Assistance Committee (DAC) ;
Organization for Economic Cooperation and Development (OECD); 631(b),
FAA; or Chairman; DAC; OECD; 631(c), FAA

Consultants - Sec. 626(a), FAA (Pay Plans EF, EH)

Experts - Sec. 626(a), FAA (Pay Plan ED)

WOC Employees - Schedule A; Sec. 626(a) and 625(b), FAA (Agency
Cashier)

IPA Direct-Hire (Excepted Appointment)

Non-Career Executive Assignment Limited (CSP)

PMI Program

Forei Service Excepted Appointments - SEC. 625(d) (2 FAA

41
42
43
44
45
46
47
48
49

[ T O O A [ A

Foreign Service

American Family Members (AFM)

Foreign Service Limited (Career Candidate)

Foreign Service Limited (Non-Career)

Foreign Service Resident Limited

Senior Foreign Service

Senior Foreign Service Limited (Career Candidate)

Senior Foreign Service Limited (Non-Career)

Foreign Service Career (FE employees who elected not to join SFS)

Senior Executive Service Appointments (SES

51
52
53
54
55
56

SES Career Appointment

SES Career Appointment - Probation with Placement Rights
SES Career Appointment - Probation without Placement Rights
SES Non-career Appointment

SES Limited Term Appointment

SES Limited Emergency Appointment

Details - and Assignments from Other Agencies

91
92

93

1

Reimbursable Details, Regardless of Duration

Partially Reimbursable Details, in which this agency reimburses other
agencies for difference between regular salary and salary paid
employee while working for this agency, regardless of duration.
Nonreimbursable Detail (all expenses paid by other agency); includes
dual-use if in excess of 30 days, but excludes Mission Director,
Assistant, or Deputy.
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2601 - Type of Appointment - Continued
(APPOINTMENT-TYPE)

CODES - Continued:

Details and Assignments From Other Agencies - Continued

94 = Nonreimbursable Detail; travel and per diem to be paid by this agency
95 = Reimbursable Assignment as Mission Director, Assistant, or Deputy,
Regardless of Duration

Nonreimbursable Assignment as Mission Director, Assistant, or Deputy

96

REMARKS :

See attached chart for relative comparison between type of
appointment/tenure group and employee pay plan.
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If Appointment Type Employee Pay Plan Tenure on Master,

equals then must equal and must equal
11 GS; GM; WG; XP; XL 1

12 GS; GM; WG; XP; XL 2

13 GS; GM 0

14 GS 3
15 GS 3

16 GS 3
21 GS; GM 1, 2, 3
22 GS; GM 3
23 YV; YW 0
24 : GS; GM 3
25 GS; GM 0 thru 3
26 .GS; GM 0 thru 3
27 GS; GM 3
28 GS; GM 0, 3
29 GS; GM 1, 2, 3
31 EX 3
32 AD 0, 1, 3
33 FE; FP 0

33 FA 0,3
34 EF; EH 0
35 ED 0
36 Any 0
37 IPA (Direct Hire i.e Appt) 0
38 . GS 0, 3
39 GS 0, 2 )
41 (Career-Comm) FO 1
41 (Career-Non Comm) FP 1
43 (Career-Candidate) FP L 2
44 (Non-Career) FP L 0, 3
45 (Resident Hire) FP R 0
46 (Career) FE 1
47 (Career Candidate) FE L 2
48 (Non Career) FE L 0, 3
49 (Career) FE 1
51 ES 4

52 ES 4, 5

53 ES 4, 6

54 ES 7

55 ES 8

56 ES 9

91 Any 0

92 Any 0

93 Any ]

94 Any 0

95 Any 0

96 Any 0

B-110

Qo ¢S G 52’



2602 - Effective Date of Current Appointment/Conversion
(APPT-EFF-DATE)

DEFINITION:

Date on which employee’s current (i.e., most recent) appointment/
conversion became effective.

FIELD:

6 numeric characters, fixed length (MMDDYY format).

INPUT:
New Hire : Not permitted. Automatic, based on input to DIN 2121,
Effective Date of SF-50.
Change : Form 466-4, Derived Data Correction-Employee Data (PER-26) .
Delete : Not Permitted
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2603 - Date Entered Duty with A.I.D.
(AID-ENTERED-DATE)
DEFINITION:

Date on which employee last entered on duty with A.I.D. or it's
predecessor agencies.

FIELD:

6 numeric characters, fixed length (MMDDYY format).

INPUT:
New Hire : Not Permitted, Automatically updated based on the SF-50
Effective Date of a New Hire Transaction.
Change : Form 4-498, Miscellaneous Data. (PER-12)
Delete : Not permitted
VALUES:

Cannot be earlier than 010139.

B-112



2604 - Date Last Entered Foreign Service
(FOREIGN-SVC-ENTERED-DATE)

DEFINITION:
The date on which an employee last entered the Foreign Service.
FIELD:

6 numeric characters, fixed length (MMDDYY format).

INPUT:
Accession: Form 4-498, Miscellaneous Data. (PER-12)
Change : Form 4-498, Miscellaneous Data. (PER-12)
Delete : Form 4-498, Miscellaneous Data. (PER-12)
REMARKS :

Foreign Service is identified by first character of Employee Pay Plan*
"F" (e.g., FP, FP L, FP R, etc.) This date is entered for all Foreign
Service employees. If employee was formerly with State Department and
transferred to AID with no break in service, this date should indicate
entry into Foreign Service while a member of State.

DELETION:

To delete this data element, enter a minus (-) in the first character.

*Changed May 1981
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2605 - Time-In-Class (TIC)

(TICDATE)
DEFINITION: The date on which foreign service employees time-in-class
expires '
FIELD: 6 numeric characters, fixed length (MMDDYY format)
INPUT: Form A.I.D. 4-498, Miscellaneous (PER-12)
DELETION: To delete data element enter a dash (-) in the first
character.
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2701 - Limited Appointment Expiration Date
(LIMITED-APPOINT-DATE)

DEFINITION:

The not-to-exceed (NTE) date of a time-limited appointment.
FIELD:

6 numeric characters, fixed length (MMDDYY format).
INPUT:

*New Hire : Automatic, based on input to DIN, NTE Date.

*Change : Automatic, based on input to DIN, NTE Date.

Delete : Not permitted. Deletion is accomplished automatically by
the computer when a new SF-50 is issued effecting an
extension of the current appointment or a new unlimited
appointment.

SUSPENSE PROCESS:
If this data element contains a value (a date), the monthly suspense
process will include this fact on the suspense roster published the
third month prior to the effective date, and again as a reminder if

still applicable the month prior to the effective date.

If the date is in the current month or past, the suspense process will
continue to show the employee on the suspense roster.

* Corrected June 1980
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2702 - Date Eligible for Conversion to Career
(CONV-TO-CAREER-DATE)
DEFINITION:
Date on which employee is eligible for conversion to career status,
based on length of service as a Civil Service employee. (Not
~applicable to Foreign Service.)
FIELD:

6 numeric characters, fixed length (MMDDYY format).

INPUT:
New Hire : Form 4-498, Miscellaneous Data. (PER-12)
Change : Form 4-498, Miscellaneous Data. (PER-12)
Delete : Form 4-498, Miscellaneous Data. (PER-12)

SUSPENSE PROCESS:

If this data element contains a value (a date), the monthly suspense
process will include this fact on the suspense roster published the
month prior to the date contained in this data element.

If the date is in the current month or past, the suspense process will
continue to show the employee on the suspense roster.

This Data Element is no longer automatically computer generated. Din

2702 must be input via PER-12 on all Civil Service New Hires and
transfers from other Agencies.
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2703 - Date Eligible for Next Step Increase
(NEXT-STEP-INCR-DATE)
DEFINITION:

Date on which employee will attain the required time in grade to be
considered for a periodic step increase.

FIELD:

6 numeric characters, fixed length (MMDDYY format).

INPUT:

Accession: a. If transfer from another agency without change in-
grade step, and time with prior agency counts toward
determining date eligible for next step increase:
Form AID 4-498, Miscellaneous Data. (PER-12). (See
DIN 2304).

b. All other cases: Automatic, based on input to DIN
2115, NOA Codes; DIN 2121, Effective Date (of SF-50);
and DIN 2130, To Step..

Change : a. Denial of periodic step increase, or to correct an
erroneous entry for an accession as provided above:
Form AID 4-498, Miscellaneous Data. (PER-12)

b. To return to lower grade/class after temporary
promotion: Form AID 4-498, Miscellaneous Data.
(PER-12)

c. All other cases: Same as b above for new hires.

Delete : Not permitted.

REMARKS:

Automatic determination of content for this data element, as stated in
b for new hire and ¢ for change above, is automatically calculated by
the computer, based on a look-up table which contains necessary logic
to determine proper date. Inputs which cause this to be accomplished
are: initial appointments, step increases when granted, and
promotions. Other inputs which affect the employee’s step, such as
meritorious, .quality, and language increases, do not affect the
content of this data element. Value for top step of grade is 000000.
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2703 - Date Eligible for Next Step Increase - Continued
(NEXT-STEP-INCR-DATE)
SUSPENSE PROCESS:

HR/WPRS/PS furnishes lists of FS & CS employees eligible for step
increases 3 months in advance once a month. '

If the date is not updated before its expiration, the suspense process

will show the employee on subsequent monthly suspense rosters until
updated.
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2704 - Date LWOP Expires
(LWOP-DATE)
DEFINITION:

The date on which leave without pay (LWOP) status expires for an
employee placed on LWOP for thirty days or more.

FIELD:

6 numeric characters, fixed length (MMDDYY format).

INPUT:
New Hire : Not applicable
Change : Automatic, based on SF-50 Request placing employee on
leave without pay.
Delete : Automatic, based on SF-50 Request returning employee to

duty.
SUSPENSE PROCESS:

If this data element contains a value (a date), the monthly suspense
process will include this fact on the suspense roster published the
third month prior to the effective date of expiration, and again as a
reminder if still applicable the month prior to the effective date of
expiration.

If the date is in the current month or past, the suspense roster will
continue to show the employee on the suspense roster.
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2705 - Temporary Promotion Indicator
(TEMP - PROMOTION-IND)
DEFINITION:

A code to identify an employee who is currently serving at a higher
grade on a temporary basis. -

FIELD:

1 alphabetic character.

INPUT:
Accession: Not applicable
Change : Automatic, based on input to DIN 2145, NOA Code.
Delete : Automatic, based on input to DIN 2145, NOA Code.
CODES:
Blank = Not applicable
Y = Yes (applicable)

SUSPENSE PROCESS:

Affected only if DIN 2706 contains a value (See DIN 2706).
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2706 - Temporary Promotion Expiration Date
(TEMP-PROMOTION-DATE)

DEFINITION:

Date on which temporary promotion, as indicated in DIN 2705, expires
if the date has been predetermined.

FIELD:

6 numeric characters, fixed length (MMDDYY format).

INPUT:
Accession: Not applicable.
Change : Automatic, from input to DIN 2146, NTE Date.
Delete : Automatic, from input to DIN 3245, NOA Code.

SUSPENSE PROCESS:
If this data element contains a value (a date), the monthly suspense
.process will include this fact on the suspense roster published the
month prior to the date contained in this data element.

If the date is in the current month or past, the suspense process fill
continue to show the employee on the suspense roster.
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2707 - Detail Indicator
(DETAIL-IND)
DEFINITION:

A code to designate type of detail applicable to the employee on
detail. . : '

FIELD:

1 numeric character.

INPUT:

Accession: Not applicable for intermal detail or detail out, as
shown in the codes below. For detail in, automatic based
on input to DIN 2145, NOA Code.

Change : Automatic, based on input to DIN 2145, NOA Code.

Delete : Automatic, based on input to DIN 2145, NOA Code.

REMARKS :

Internal details and details out are published on SF-50 only if for a
period of 30 days or more. They do not affect status of the employee
within his/her normal organization or assignment.

Details in are recorded on Standard Form 52, Request for Personnel
Action (SF-52). Such details result in establishment of the
individual’s record in the computerized files.

CODES :
1 = Detail within A.I.D. (internal detail)
2 = Reimbursable detail outside of A.I.D. (detail out)
3 = Nonreimbursable detail outside of A.I.D. (detail out)
4 = Reimbursable detail to of A.I.D. (detail in)
5 = Nonreimbursable detail to of A.I.D. (detail in)
6 = Staff Service PASA employee (detail in)

SUSPENSE PROCESS:

Same as in DIN 2709.
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2708 - Organization To-From
(DETAIL-ORG)

DEFINITION:

a.

b.

FIELD:

For an employee detailed within AID, the POSNO in the
organization detailed to. (See DIN 1101, POSNO).

For an employee detailed from AID to another agency, the agency
code for that agency.

For an employee detailed to AID from another agency, the agency
code for that agency.

For an employee on LWOP under the Intergovernmental Personnel
Act, or the President’s Executive Interchange Program the agency
code for the organization to which assigned.

For an employee on separation-transfer to an international
organization or another agency with reemployment rights to AID,
the agency code for the organization to which transferred.

9 alphanumeric characters, variable length with trailing blanks.

INPUT:

Initial input - use a SF-52 to detail someone in or out.

Change: Before doing a change check with USER HELP (HR/WPRS/PS) .

Delete: Before doing a change check with USER HELP (HR/WPRS/PS) .

CODES:

Agency codes are listed in DIN 2147.

SUSPENSE PROCESS:

Same as in DIN 2709.
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2709 - Detail Expiration Date
(DETAIL-EXPIR-DATE)
DEFINITION:
Date on which detail, as indicated in DIN 2707, expires.
FIELD:
6 numeric characters, fixed length (MMDDYY format).
INPUT:
Based on NTE Date of NOA Code. - (SF-52)
Change: Before doing a change check with Resource Planning (PIC).

Delete: Before doing a change check with Workforce Planning
Recruitment System (WPRS/PS)

SUSPENSE PROCESS:
If this data element contains a value (a date), the monthly suspense
-process will include this fact on the suspense roster published the
third month prior to the date contained in this data element.

If the date is in the current month or past, the suspense process will
continue to show the employee on the suspense roster.
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2710 - Reemployment Rights/Probationary Service Indicator
(REEMPLOY-RIGHTS)
DEFINITION:
A code to identify whether the employee has reemployment rights, and
the type of rights, or if a civil service employee serving a
probationary period.

FIELD:

1 alphabetic character.

INPUT:
New Hire : Form 4-498, Miscellaneous Data. (PER-12)
Change : Form 4-498, Miscellaneous Data. (PER-12)
Delete : Form 4-498, Miscellaneous Data. (PER-12)

*SUSPENSE PROCESS:
Same as in DIN 2711
CODES :

F

A.I.D. employees with reemployment rights in CS (PM/CSP)
- GS employees transferred to AD, EX, FP, or FA

AD employees transferred to EX, FO, or FA

- EX employees transferred to FO or FA

T = A.I.D. employees with reemployment rights in FS (PM/FSP)
- FS (Section 625(d)) appointed under Section 624, 625(b),
631(b), or 631(c) of the Foreign Assistance Act.

I = Former A.I.D. employees on separation/transfer to intermational
organizations with reemployment rights to A.I.D.

O = Former A.I.D. employees on separation/transfer to other than
international organizations with reemployment rights to A.I.D.
~ Transfers to State, USIA, or Peace Corps
- Transfers between executive offices during emergencies
- Appointments under Mutual Education and Cultural Exchange Act
- Transfers to International Atomic Energy Agency
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2710 - Reemployment Rights/Probationary Service Indicator - Continued
(REEMPLOY-RIGHTS)

CODES Continued:

M = Former A.I.D. employees on military furlough with restoration
rights to A.I.D.

A = A.I.D. employees with reemployment rights to another federal
agency.

F = GS employees serving a probationary period.
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2711 - - Reemployment Rights/Probationary Period Expiration Date
(REEMPLOY-DATE)
DEFINITION:

The date on which employee’s right to reemployment or probationary
period, as indicated in DIN 2710, expires.

FIELD:

6 numeric characters, fixed length (MMDDYY format) .

INPUT:
For all types of Action use Form AID 4-498, Miscellaneous Data.
(PER-12)

REMARKS:

If the entry in DIN 2710 is P (probationary period), DIN 2711 must
contain a future date. If the entry in DIN 2710 is F, T, I, O, M, or
A (indicating the type of reemployment rights), DIN 2711 must contain
a future date to prevent the automatic removal from the system. If
the expiration date cannot be determined at the time of separation,
enter 010199 (January 1, 1999) as the expiration date. However, this
employee will not appear on the reemployment expiration date suspense
list. (See suspense process below).

SUSPENSE PROCESS:

If this data element contains a value (a date), the monthly suspense
process will include this fact on the suspense roster published the
third month prior to the date contained in this data element.

Unless appropriate action is taken prior thereto, the entry will be
repeated on the suspense roster the month prior to the date, and each
month following the date.

*NOTE: If the reemployment rights/probationary service indicator (DIN
2710) and the expiration date (DIN 2711) need to be deleted from the
published suspense roster, enter a "-" in DIN 2710 and in the first
box of DIN 2711 on a PER-12. '
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2712 - Retained Salary
(RETAIN-SALARY)
DEFINITION:
The annual salary, in dollars, that an employee is entitled to retain
following reduction in grade in certain circumstances as prescribed by
the Office of Personnel Management.

FIELD:

6 numeric characters, fixed length.

INPUT:
New Hire : Not applicable.
Change : Standard Form 52, Request for Personnel Action
(Block #20) Example - Ret Sal = 008976
Delete : Standard Form 52, Request for Personnel Action
(Block #20) Example - Ret Sal = ’'-!
REMARKS :

This data element is placed in block 32 of the SF-52.
SUSPENSE PROCESS:

See DIN 2713.
VALUES: '000000 to 999999

000000 to 999999.

If less than $10,000, insert leading zeroes. For example, if retained
salary is $7,750, entry should be 007750.
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2713 - Retain Salary Retention Expiration Date
(RETAIN-SALARY-DATE)
DEFINITION:
Date on which salary retention, as indicated on DIN 2712, expires.
FIELD:

6 numeric characters, fixed length (MMDDYY format).

INPUT:
New Hire : Place this data in block C of Part III of the SF-52.
Change : Place this data in block C of Part III of the SF-52.
Delete : Not Permitted - Deletion is accomplished with entry of a

Dash (-) in Din 2712.
SUSPENSE PROCESS:
If this data element contains a value (a date), the monthly suspense
process will include this fact on the suspense roster published the
third month prior to the date contained in this data element.
Unless appropriate action is takenvprior thereto, the entry will be

repeated on the suspense roster the month prior to the date, and each
month following the date.
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2716 - Date Separated
(DATE-SEPARATED)
DEFINITION:

The date on which an employee was separated, in accordance with a
SF-50.

FIELD:
6 numeric characters, fixed length (MMDDYY format).
DESCRIPTION:
This data element is entered automatically by the éomputer based on

entry in DIN 2121, Effective Date (of SF-50), effecting the
separation.
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2717 - Separation NOA Code
(SEP-NOA-CODE)

DEFINITION:
The NOA (Nature of Action) code under which an employee was separated.
FIELD:
4 alphanumeric characters, fixed length.
DESCRIPTION:
This date element is entered into the record the same as DIN 2716. It
is used primarily for preparation of reports, to identify the

circumstances of the separation, i.e., whether retirement, transfer,
separation, etc.
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Definition:

Field:

Input:

Suspense
Process:

NOTE:

2718 - FEGLI/HEALTH EXPIRATION DATE
(FEGLI-EXP-DATE)

The date on which an employee who is on LWOP (Leave Without
Pay) FEGLI/HEALTH Expiration Expires.

6 numeric characters, fixed length MMDDYY format.
Form A.I.D. 4-498 - Miscellaneous Data (PER -12)

See paragraphs 1 and 2 of DIN # 2711

If FEGLI/HEALTH expiration date need to be deleted from the

published suspense roster enter a "-" in DIN 2718 on a PER-12.
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2801 - Date Started AID/W Rotation Assignment
(AIDW-ASG-DATE)

DEFINITION:

The date on which the employee’s assignment to an AID/W position from
a USAID position was effective.

FIELD:
6 numeric characters, fixed length (MMDDYY format).
INPUT:

Change: Form AID 466-4, Derived Data Correction - Employee Data.
(PER-26). Consult with USER HELP before using this PER.

REMARKS :

The computer will enter this data element automatically based on the
SF-50 Effective Date of the reassigning action which takes an employee
from an overseas position to an AID/W position.
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2802 - Date Started Overseas Assignment
(OS-ASG-DATE)
DEFINITION:

The effective date on which the employee was assigned to a USAID
position either on an initial appointment or from an AID/W position.

FIELD:

Change: Form AID 466-4, Derived Data Correction - Employee Data.
(PER-26). Consult with USER HELP before using this PER.

REMARKS :
The computer will enter this data element automatically based on the

SF-50 Effective Date of the reassigning transaction taking an employee
from AID/W to an Overseas Position.
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2803 - Date Arrived Present Post
(POST-ARR-DATE)

DEFINITION:

The date on which the employee first arrived at his present post. This
date is used to determine the total length of time an employee has served
at his current post, regardless of the number of consecutive tours of duty
at that post. This date is printed on the Staffing Pattern under the
column labeled "Arr Post".

FIELD:

6 numeric characters, fixed length (MMDDYY format).
INPUT:

Accession: Not applicable.

Change : Form AID 4-498, Miscellaneous Data. (PER-12)

Delete : Not permitted. Automatically deleted upon reassignment of an
employee from a USAID to an AID/W position.

REMARKS :

This date should be updated via a PER-12, based on the arrival notice
received from the mission. This date is input based on the following
conditions:

1) The initial assignment to an overseas post, or .

2) A mid-tour transfer from one post to another. This date is not updated
when an employee returns to post after home leave, for a second or
subsequent assignment.

B-135



2804 - Arrived Overseas Post Current Tour
(ARR-0S-POS-CUR)

DEFINITION:

The date on which an employee arrived at post to begin his current tour.

This date is input based on the arrival notice received from the mission.
If the employee is on a second or subsequent tour this date reflects the

most recent arrival date at post.

FIELD:
6 numeric characters, fixed length (MMDDYY format).
DESCRIPTION:

This date should be input via a PER-12, based on the mission’s notification
that the employee has arrived. This date is input based on the following
conditions:

1). The initial assignment to a post. "IN this case, both DATE ARRIVED
PRESENT OVERSEAS POST (DIN 2803) and DATE ARRIVED OVERSEAS POST CURRENT
TOUR (DIN 2804) would be identical.

2). Return to Post actions after home leave has been. completed. In this
case, the DATE ARRIVED OVERSEAS POST CURRENT TOUR (DIN 2804) would be
changed to reflect the most recent arrival of employee at post, after home
leave. However, the DATE ARRIVED PRESENT OVERSEAS POST (DIN 2803) would
not be changed. Therefore, the DATE ARRIVED OVERSEAS POST CURRENT TOUR
would be more recent than the DATE ARRIVED PRESENT OVERSEAS POST.

This date should not be changed on Mid-Tour transfers, as the date the

current tour began remains unchanged. Input of this date will cause the

EXPECTED DEPARTURE DATE to be automatically generated by the computer,

which adds 2 years to this date to derive the EXPECTED DEPARTURE DATE.
INPUT:

Accession: Not applicable.

Change : Form AID 4-498, Miscellaneous Data. (PER-12)

Delete : Not permitted. Automatically deleted upon reassignment of an
employee from a USAID to an AID/W position.
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2805 - Expected Departure Date
(DEPART-DATE)

DEFINITION:
The date on which an employee is expected to depart from current
assignment. This date is normally 2 years from the entry in DATE ARRIVED
OVERSEAS POST CURRENT TOUR (DIN 2804) for overseas assignments, and 3 years
from DATE STARTED AID/W ROTATION ASSIGNMENT (DIN 2801) for AID/W
assignments.

Data element is normally updated automatically upon input of DATE ARRIVED
CURRENT TOUR (DIN 2804), via the PER-12.

You may override the computer-generated EXPECTED DEPARTURE DATE by
inputting a PER-12 with the proper value.

FIELD:
6 numeric characters, fixed length (MMDDYY format).
INPUT:

Accession: Not permitted.

Change : Form AID 4-498, Miscellaneous Data. (PER-12)
Delete : Form AID 4-498, Miscellaneous Data. (PER-12)
REMARKS :

THE FOLLOWING IS OFFERED AS AN EXAMPLE OF THE CORRECT USAGE OF:
DIN 2803 "Date Arrived Overseas Post"
DIN 2804 "Date Started Current Overseas Tour"
DIN 2805 "Expected Departure Date"

1. John Jones was assigned to Togo on January 1, 1981. John arrives in
Togo on February 1, 1981. After arrival notice has been received, a PER-12
should be submitted entering Dins 2803 and Din 2804 only:

Before PER-12 input After PER-12 has updated
DIN 2803 = 00/00/00 DIN 2803 = 02/01/81
DIN 2804 = 00/00/00 DIN 2804 = 02/01/81
DIN 2805 = 00/00/00 DIN 2805 = 02/01/83
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2805 - Expected Departure Date - Continued
(DEPART-DATE)

REMARKS - Continued:

2. On June 1, 1982 John was granted a Home Leave and Return to Post.
Optionally, a SF-52, using NOA Code 950-A may be input to Denote, on the
Staffing Pattern, that John will return to post after his home-leave.
However, when home-leave has been completed and John gets back to Post, and
the arrival notice has been received a PER-12 should be input reflecting
the date John arrived Post to Start his Current Tour (DIN 2804). This date
is September 1, 1982. No input of Date Arrived Overseas Post should be
done, since the Date Arrived Overseas Post has not changed.

Before PER-12 input After PER-12 has updated
DIN 2803 = 02/01/81 DIN 2803 = 02/01/81
DIN 2804 = 02/01/81 DIN 2804 = 09/01/82*
DIN 2805 = 02/01/83 ' DIN 2805 = 09/01/84%*

Notice DIN 2803 is not changed, it still reflects John’s initi