MARCH 2000


CIVILIAN PERSONNEL BUDGET GUIDANCE

FY 02/03 DON BUDGET REVIEW

1.  This guidance contains brief instructions and templates for all civilian personnel budget exhibits.  Although the FY 02/03 DON Budget Review will not require the completion of all, each will be a requirement for at least one of the three budget submissions (i.e., DON, OSD, President’s).  Please see Para. 2 or Table 1 for a listing of the mandated exhibits for the DON submission.   

2.  Based upon historical FMB guidance, the DON summer budget requirements are the CP-2, CP-9, CP-24, PB-54, and the pricing model.  Electronic templates will be forwarded by email.  These formats must be used, because some templates have changed from prior years.  In addition, FMB-42 will require claimants to submit the PB-42 Competitive Sourcing and Privatization exhibit.  Note: This guidance letter does not address the PB-42.  Submit exhibits electronically with copies both to Sean Crofton and the “civpers” POC in the business area management group.  

3.  SEA 09B will distribute the pricing model via e-mail. FMB has indicated that an alternative pricing methodology might be used in place of the model.  It is not clear what the alternative, if any, might be.  Therefore, prepare the traditional model as has been done in the past, unless otherwise notified.  

4.  In the model, the average salary changes from year to year are located in the Projected Basic Compensation section.  Between years is where an activity would explain why its CP-2 differs from the model, for reasons other than current year pay raise, annualization, and change in days.  These explanations are displayed as either increases or decreases per work year from year to year. Add lines, if necessary.  Be sure to have detailed back-up data to support all changes other than pay raise and change in days.  This back-up data must be submitted to 09B with the model.  Claimants are allowed to adjust the model’s projections, if sufficient justification exists to support the changes.

5.  Current OMB policy states that promotions and within grade increases are not proper justification for increases in average salary from year to year.

6.  Do not budget for locality pay in FY 01, FY 02, or FY 03.  PBD 606 did not establish locality amounts for those years.  The pay raise percentages are FY 01 3.7%, FY 02 3.7%, and FY 03 3.2%.

7.  Hours and days for Budget Years are as follow:





 FY 2000
FY 2001
FY 2002
FY 2003


HOURS

       2088               2080
      2088
      2088      



DAYS


         261                 260  
        261                  261

8.  The Price Growth and Annualization for graded employees, including graded special hires, is calculated as follows:





         FY 2000
        FY 2001

FY 2002
FY 2003


Days Pay raise is effec.                195                 185

        186
        192


Days in Year

                 261                 260                      261
        261 



Price Growth
                   (195/261)        (185/260) 

(186/261)
(192/261)

  


                       .74713            .71154

   .71264
   .73563


Annualization
                  (1-.74713)      (1-.71154)            (1-.71264)       (1-.73563)




                       .25287            .28846

   .28736             .26437 

9.  The Price Growth and Annualization for wage grade employees will be calculated based on the CP-12D exhibit, Projected US Wage Grade Increases by Wage Survey Area.  Ungraded special hires are included.  The CP-12D is an attachment of the pricing model.  This exhibit calculates a weighted average of wage grade personnel, who are employed in various localities and receive pay raises at different times of the year.  Percentages will be based on the employee’s official duty station.  

10.  Provided for information purposes as enclosure (1) are employer contribution percentages to  Social Security, Medicare, CSRS, and FERS.

DETAILED NOTES RELATIVE TO REQUIRED EXHIBITS 

Table1 “Civilian Personnel Budget Exhibits”

Section
Description
Exhibit
Attachment
Required for DON

(a)
Analysis of Civilian Personnel Costs
CP-2
Attachment A
Yes

(b)
Civilian End Strength by Activity
CP-7
Attachment B
Yes

(c)
FTE Changes Year to Year
CP-9
Attachment C
Yes

(d)
Civilians Outside the 50 States
CP-10
Attachment D
No

(e)
Projected U.S. Wage Grade Increases
CP-12D
Not Attached
Yes

(f)
RIF/SIP Costs
CP-24
Attachment E
Yes

(g)
Employee Relocation Expenses
PB-17
Attachment F
No

(h)
Civilian Personnel Hiring Plan
PB-54
Attachment G
Yes

(i)
Pricing Model
N/A
Not Attached
Yes

PRIVATE 

a) CP-2  Analysis of Civilian Personnel Costs - Attachment A
1.  This exhibit provides the information used to analyze civilian personnel costs by pay            schedule.  It displays end strength, work years, and labor dollars by object class.


2.  A separate CP-2 exhibit is required for each year.


3.  The CP-2 exhibit data must agree with the data submitted in all other exhibits.

4.  The actual number of paid hours for the fiscal year is to be used to calculate work years.  


     The hours for this budget submission are spelled out on page 1, paragraph 7 of this 


     guidance.


5.  An overtime and holiday premium work year equivalent is defined as 1750 hours, which 


     is the approximate annual number of regular, on-the-job hours for an average full-


     time employee.


6.  The CP-2 displays Lump Sum Leave (LSL) separately.  All LSL is to be reported.
            7.   The benefits section of the CP-2 consists of several separate categories:

a. Benefits -  CPRRS lines 401 through 420 less 410;

1.  Note that in the WYPC system recruitment bonuses,  relocation bonuses and             retention allowances, previously captured in CPRRS line 241 (OC-11), will now       be placed in line 420 (OC-12).

                  b.  Permanent Change of Station (PCS) Costs will be reported separately in Object Class 

                       12.  PCS is identified in CPRRS in line 410.  To capture all BRAC related costs, it 


           will be required to report PCS in two categories: PCS costs due to BRAC and all 


           other PCS costs;

                   c.  FECA -  This is not identifiable in CPRRS.

            8.   The OC 13 section of the CP-2 consists of several categories:

 
       a.   RIF (Reduction In Force) – This must match the RIF costs displayed on the CP-24 



exhibit.


       b.  Severance Pay – Severance payment for a non-RIF involuntary separation.  If there                           are data on this line, the CP-24 exhibit must be amended to capture both the $                                    figures and associated E/S.


                    c.  SIP (Separation Incentive Pay) – This must match the SIP costs displayed on the 



CP-24 exhibit.

                    d.  15% Fee -- 15% of the basic compensation of any employee who is anticipated to 



 receive a SIP.  This fee applies to both FERS and CSRS employees.   It must                                     match the SIP costs displayed on the CP-24 exhibit.

                    e.  Health Insurance Continuation -- This amount is what the Government pays 



for separated employees that elect to continue health insurance coverage.  


9.  The following items appear at the bottom of the exhibit and calculate automatically.



    a.  Average Salary (Avg Sal) = total basic compensation (OC 11.1 + 11.3) divided by




  total straight time work years.  (This avg sal excludes LSL)



    b.  Overtime & Holiday Avg Salary = overtime dollars plus holiday dollars divided by   overtime and holiday work year equivalents.


         c.  Overtime to Basic Compensation Percent = overtime dollars divided by basic 




  compensation.



    d.  Holiday to Basic Compensation Percent = holiday dollars divided by basic 




  compensation.



    e.  Other to Basic Compensation Percent = other dollars divided by basic               




  compensation.



    f.   Benefits to Basic Compensation Percent = benefit dollars divided by basic 



          compensation.  (not including the FECA and PCS costs)

           10.   Budgeting for Special Hires, Graded Special Employment (GSE), and Wage Special 

       Employment (WSE), are to be reported under the columns for GS and WG for end 

       strength, work years and dollars.  Special Hires are included in Full Time Equivalent 

       (FTE) totals.  Foreign National Direct (FND) employees are to be budgeted                       separately as FND “Other,” rather than FND FTP.

(b) CP-7 Civilians by Activity – Attachment B

 1.  This exhibit identifies civilian personnel end strength by activity.  Each activity must 


      show end strength by UIC, city, state or foreign country, type of funding 


      and type hire (e.g., DHUS).  If more than one UIC is at an activity, please list each 


      UIC.  Ensure that the UICs used are correct and that all UICs assigned to the 


      activity and that appear in DMS are reported.  09B2 forwards DMS each month to the                       business area management groups.


 2.  Totals must agree with all exhibits displaying end strength.

3. End strengths must be budgeted to FY 2007. 

       4.   Due to the move of NAVSEA from Crystal City, Arlington to the Washington Navy                  Yard in FY 01, activities should show any employees who will move to the Navy Yard              as being located in Washington D.C. for FY 01 and out.  
 

 (c)  CP-9  FTE Changes Year to Year – Attachment C

            1.  FY 00 current estimate to the FY 01 current estimate; FY 01 current estimate to the FY 

                 02 current estimate, FY 02 current estimate to the FY 03 current estimate.

            2.  Some business area management groups prepare this exhibit for their activities.  Please                     check with the “civpers” POC at your Mgmt. HQ to see how this exhibit will be handled.

(d) CP-10  Civilians Outside the 50 States – Attachment D 


1. Civilians employed outside the 50 states by type hire (e.g., USDH) and country.

(e)   CP-12D Projected US Wage Grade Increases by Survey Area – Not attached

           1. This exhibit develops a weighted average of wage grade (and graded) employees, by                      location for purposes of calculating the percentages of the pay raise to be used in the                     pricing model.


2.  The CP-12D for each year is a tab on the pricing model file.  It is up to each activity to                     update the FY 00 WG pay raise percentages to include locality pay for their specific                          cities/states and the “number of days at new initial year pay raise effect” column.  Wage                   Grade pay charts can be accessed at http://www.cpms.osd.mil/wage/wage.html.  There                     are no locality amounts for FY 01, FY 02, and FY 03.  Each activity should fill in the                       pertinent information, as required.  The following narrates what is in the CP-12D                              exhibit...

                  a.  The column labeled “Number of days at new rate Initial Year Pay Raise Effect” is the 


          number of days the pay raise is in effect for that year.  For example, in FY 00 the 


          Washington, DC area wage grade pay raise was effective 10 October 1999.  Therefore                        the pay raise is effective for 255 days.  

                  b.  The column labeled “Annual.” is the number of days in the year.

                  c.  The column labeled “Average Employ” is the number of wage work years for the                              given year. The total must match all exhibits displaying total wage work years.

                  d.  The column labeled “Average Basic Comp Pre-Raise” is the average basic 


           compensation before the pay raise percent is applied.  

                  e.  The rest of the columns are formulas.  “Total Basic Comp” multiplies the work years                        by the basic comp pre-pay raise to get a dollar value.  The “Pay Raise Rate” is the                             pay raise percent, including locality pay for FY 00.  “Average Basic Comp Increase”                        is the average basic comp pre-raise times the pay raise rate column.  Annual                                       Basic Comp Increase is the increase per work year.  “Basic Compensation Increases”                        calculates the dollar amount that is effective the first year, while “Annual.” is the                               annualized amount into the next year.

                  f.   The row labeled, “Weighted effective percentage rates to be used in the Pricing 


           Model” shows the weighted percentage of time that wage grade employees receive 


           the pay raise and the annualized percent into the next year.  The row “Pay raise 


           effective annual percentage rate to be used in the Pricing Model” gives you the 


           weighted pay raise percent to use in the pricing model and is linked to the model                                itself.

(f)  CP-24 RIF and Separation Incentive Costs Exhibit – Attachment F


1. FY 01, must be submitted by individual activity.  FY 00 and the BYs 


    FY 02 through FY 07 will be done in total.

            2.  The number and cost of both RIF and SIP estimates are to be submitted according to 


     appropriation.  Furthermore, the cause of these actions must be specified (i.e., BRAC, 


     Reorganization/Re-engineering/BPR, Workload Reduction Changes, Outsourcing, and                     Other).


3.  If you show “Severance Pay,” other than RIF, on the CP-2, add both an E/S and                                dollar section to the template, titled “Severance-Non-RIF.”  Also, create a “Severance-                     Non-RIF” section at the bottom of the exhibit where one fills in the causes of the                               separations (e.g., BRAC).

(g)  PB-17 Employee Relocation Expenses – Attachment G
            1.   PCS costs are to be broken out by appropriation as well as by direct and 


      reimbursable.

            2.  NWCF activities are reimbursable only and will not label any PCS costs as direct or                          O&M,N.  BRAC is allowable however.


3.  A description of the relocation expenses to be included in the exhibit is provided on 


     the template.

(h)  PB-54 Civilian Personnel Hiring Plan – Attachment H

1. Where data is available, the monthly E/S numbers on the PB-54 must match the corresponding monthly data in DMS.


2.   All retirements, whether with a SIP or without, will be reported under the column –                          “retire.”  All resignations and other attritions, whether with a SIP or without will be                           reported under the column – “attrition.”

(i)  Pricing Model will be forwarded via email.

Note: Please ensure the data on all exhibits match one another, where appropriate.

Enclosure (10)
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