
INSTRUCTIONS FOR COMPLETING TAB G


STAFFING & STRENGTH WORKSHEETS

   NOTE:  The Strength Report (RCS DD-FM1(A) 1555) and Benefits compensation (RCS DD-FM1(A) 1554) are for FY-04, not FY-05, and will be sent to Congress. The staffing worksheet (G) will show a one-day snapshot (October 1st each year) of your personnel on board.  The Head Count worksheet $ totals should match the Salary and USA Labor Offset lines from the Fund Summary (TAB D) worksheet.  Use actual beginning figures for FY-04 and project beginning figures for FY-05 and FY-06. 

For the Staffing worksheet (G) you will list all MILPERS, APF and NAF MWR staff by full-time (FT), part-time (PT) and flexible (FLEX) employees and then convert the part-time and flexible staff to full time equivalents (FTEs).  The conversion factor is protected and is designed so that all stations will use the same factors.  The factors represent full-time positions at 40 hours per week, part-time at 25 hours per week (40/25 = 67.5%) and flexible at 15 hours per week (40/15 = 37.5%).  We realize these percentages aren't exact compared to actual staff hours worked, but this should provide a close staffing comparison for budgeting purposes.

STEPS
1.  Remember to enter amounts as whole numbers.

2.  On the Personnel Strength Report, as accurately as possible, project your FY-04 year end strength.  Be aware that these totals should match your FY-04 staffing counts. 

3.  Enter your actual starting FY-04 staffing counts in Section A, lines 1 through 3 in the appropriate columns (MILPERS for Military Personnel assigned specifically to MWR, APF for Civil Service Personnel assigned to MWR, and NAF for Non-appropriated Fund personnel assigned to MWR).  CONUS activities need only use the US column.  OCONUS activities please use US column for United States citizens and the FN column for your Foreign Nationals.

4.  For non-Excel users, total each line across and multiply the total by the conversion factor to get your FTE total.

5.  Line 4 is the FY-04 total for each of your columns (except the factor).

6.  Enter your projected starting FY-05 staffing counts in Section B, lines 5 through 7.  Calculate your totals as you did in STEPS 4 and 5.

7.  For non-Excel users calculate line 9 - Change from Previous Year, take the starting FY-05 number minus the starting FY-04 number divided by the FY-04 number (getting a percentage rounded to one decimal).

   FY-04 = 292
  FY-05 = 284
  Calculation: (284-292)/292= -2.7%

8.  Enter your projected starting FY-06 staffing counts in Section C, lines 10 through 12 and calculate your totals as you did in STEPS 4 and 5.

9.  Non-Excel users must calculate line 14 - Change from Previous Year, take the starting FY-06 number minus the starting FY-05 number divided by the FY-05 number (getting a percentage rounded to one decimal).

10.  Section D - located at the bottom of this TAB, requests that you provide, by category, the number of authorized FTEs, the number of filled with civil service employees and the number being filled by NAF employees and offset through use of the USA practice.  

11.  A new Section, E, requests information on your Financial/Accounting office.  We need the job title, grade and number of employees.  We have provided a few titles for you, if you need more you can insert some lines to add them. 

12.  Print your completed worksheet.

MWR PERSONNEL STRNGTH & COMPENSATION AND BENEFITS REPORTS (G1,G2)
1. Instructions for completing these tabs can be found in Department of Defense (DoD) Instruction Number 1330.20.

2.  This data is needed for the annual 1015.15 report to Congress and is for the current Fiscal Year.   
TAB G
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