o ORDER DEPARTHENT-CF “TRANSPORTATION

FEDERAL AVIATION ADMINISTRATION
WESTERN REGION

WE 2500.22

11/30/76

sugy: BUDGET SUBSYSTEM PROCEDURES UNDER PERSONNEL MANAGEMENT(%NFORMATION
" _SYSTEM (PMIS) b

1.

PURPOSE. This order establishes interim procedungﬁ@*d?aqﬁiiﬁzing the
Budget Subsystem of PMIS pending the complete iﬁtgrfagggd* the Personnel
and Budget Subsystems. ~® -égﬁ

P - ) v
DISTRIBUTION. This order is distribufga”to fg@iona] branch level and

all field offices and facilities, < L

-
- -

LE ot (e
ACTION. Effective January.§;.1977: -_ R

a. Requests for ﬁs;s@hhé] Actjons (SF-52's) submitted to the Personnel
Management DivisToh must®show the appropriate Budget Number (BU NO)
assigned to the posiffon involved. Enter the BU NO on the SF-52
in Block 15 (“Fron section) and Block 20 ("To" section) as appro-
priate to the type of action as shown in Appendix 1. See WE Order
3330.25A for instructions on preparing and submission of SF-52's.

b. -SF-52's submitted to the Personnel Management Division without a BU
NO (except those requiring action by ‘the Compensation Branch and/or
the Position Management Panel before a BU NO can be assiqgned) will

be returned to the initiator or the office responsible for entering
the BU NO. ’

C. The Budget Division, AWE-30, is responsible for the assignment and
control of all BU NO's.

BACKGROUND. PMIS is an automated system developed to provide adequate,
timely and accurate information about the agency's work force. The
system consists of three separate subsystems:

a. Personnel Subsystem. This subsystem will produce SF-50's, “Notifi-
cation of Personnel Action, and update and maintain personnel
management information on all employees.

b. Budget Subsystem. This subsystem will store information concerning
end-of-year employment ceilings and all authorized positions in
sufficient detail to produce the Staffing Authorization Chart (FAA

Form 1412, Part 4) and any other necessary budgetary reports on
positions and employment.
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c.

Training Subsystem. This subsystem will maintain agency training
courses, annual quotas and schedules for enrollments and will update
and maintain an accurate training record of all employees.

5. DEFINITION OF BUDGET NUMBER (BU NO). A BU NO is a unique identifier for

each authorized position record stored in the Authorized File of PMIS.

Each record represents one line item from the staffing chart, FAA Form
1412, Part 4. Neither the BU NO itself nor the sequence in which it is
placed has any significance other than to identify an authorized posi-

tion Tine item. When a position is filled, this number is also entered
in the employee's personnel record in the PMIS Personnel Subsystem.

6. ESTABLISHMENT OF THE AUTHORIZED STAFFING FILE IN PMIS.

a.

The Budget Division, AWE-30, has assigned BU NO's to all authorized
positions and loaded the existing approved staffing charts into the
PMIS computer. Copies of assigned BU NO's will be issued to alt-
divisions and staff offices prior to January 1, 1977.

For all regional programs positions, other than Air Traffic field
facilities, authorized positions which are filled must reflect the
fiscal year-end attainable grade (the highest grade that can be
attained by the employee on that position by September 30 of the
current fiscal year rather than a future year ultimate grade).

Authorized grade levels in Air Traffic field facilities are ultimate
grades (the highest grade that can be attained for the position).
For Air Traffic field positions only, “the BU NO for the ultimate
grade will be used even though the employee's actual grade will be
Tower while in a developmental status.

7. CHANGES TO APPROVED STAFFING CHARTS (authorized Staffing File).

a.

Any changes to the authorized positions in the Authorized File must
be submitted in duplicate to AWE-30 by the office proposing the
change on WE Form 2500-14, Authorized Staffing Revision Request.
After budgetary and any required Position Management Panel clearance,
the Authorized File data base will be updated and the initiator will
receive a clearance copy of WE Form 2500-14. If the request cannot
be cleared, the initiator will be notified by AWE-30 as to the
reasons. Sample form and instructions are shown in Appendix 2.

A new BU MO will be established if one or more of the following data
elements of an existing line item is changed: appropriation, pay
plan, organizational structure, cost center and position type.

8. REQUESTS FOR CLASSIFICATION ACTION. Al requests for classification of

positions must be processed through the Compensation Branch prior to
initiating action to change the Authorized File.
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9. FORMS AVAILABILITY. WE Form 2500-14, Authorized Staffing Revision
Request, is available from Mail and Distribution Group, AWE-53A1.

LEONARD WILLIAMS
Chief,zBudget Division
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Appendix 1

SAMPLE

Jtondord form 32lev. 1uiy 1904
US C et Service Commineon

e S ey REQUEST FOR PERSONNEL ACTION

PART 1. REQUESTIMG OFFICK:

APPENDIX 1

Unless ocherwise insceucred, hll in all ttems in thes pact ¢xcept these imside the heary limer.
If applicable, obuun resignation and separatiun Jdita on reverse yide.

! NAME (CAPS} LAST-FIRST -MIOOLE MR -MISS—MRS, 2 (For agracy wiey ) BIATH DATE 4 SOCIAL SELURITY NQ
X { Me.. Day, Year;
JONES, JOKN J. Mr. . 7/7/42 843-72-9111
A IR0 OF ACTION A(OLCSTED 8 RCQUEST numetR C OATX OF ACQuUCST
) et L ( Specefy T . ¢ o) \
Promotion

76-18 -8/31/76

1 POUTION (Spaaly eriablssh. recrene, abdaisnd, ek )
Vice James Smith

0 »2%0005L0 EFFECTIVE € POSITION SERUTIMITY

™™ 9/19/76 Non~Sensitive

5 VETERAN PREFERENCE

i

e PT Oissl =18 FT OTINCR

§ TEMURE GROUP

7 SERVICECOMP. DATE | § MANOICAP COOE

{ l=sePY 4—1q PT COMe
3 G oviRe0 (R€GuLIR On T —LCLIAED CPTIONALS 10 RETIREMENT 1 (For C5C use)
1—=cs s —orkea
I=EL'CiOLE l—wAIVED 4—~COVEREO (RCG. & CAT ¢ 1=FCa g
12 NATURE OF ACTION

COQE .

13. EFFECTIVE OATE
(Me.. Day, Yasr;

14 CIVIL SERVICE OR OTHER LEGAL AUTHORITY

;1S FROM: POSITION TITLE ANC NUMBER 8U MO WESQ000396 ,1¢ 7ar mum <ma

QCCraAlON CODE

17 a1 GRa0t (bi STEP 11§ Saiaav

ot o -
ATCS uvlu are i =
P.D. sWE-20 ‘

€-2039 GS-2152 12 . 2 |
19 NAME ANO LOCATION OF EMPLOYING OFFICT

Los Angeles ATCT
Los Angeies, Calif.

N TO: POSITION TITLE ANO NUMBER

f BU NO WE50000498
I
!

1), raY mAm arO
OCCUPANON COOL

22 (e} GRADE (8 STEP | 1) Sataxy
=1} c

ATCS LEvEL u:t i
P.D. #WE-0822

7 GS~2152 13 1 ‘
24 NAME AND LOCATION OF EMPLOYING OFFICE

Oakland TRACON
Oakland, Calif.

IS OUTY STATION (Cuey ~coamty —Siase )

Qakland, Calif.

. LOCATION COOE

17 APPROPRIATION

8. POSITION CCCUPIED

D APPOAQTIONED POSITION

H 1 =COMPETITIVE SERVICE FROu o STavg
Operations mexcorres | 1 —2ROVED-S
-‘“".c' lt[ H 1~aaivID-Y )

F RUMARKS BY REQUESTING OFFICK ( Conumme 14 1rem F om recerse sode,

of necevary;

G MQULSTIO BY ( Sigmamure and ile) (Loace bluad oa riguateens )

i AEQUEST APPROYCD BY:

% FOR AQOITIORAL UWORMA TION=CALL ( Namwe wod telepbone anmber)

SiCraTURT

e

PART Ii. TO BE COMPLETED SY PERSONNEL OFFICE (ltems insde heavy hines i Pact |

10uve sl to be compieted)

4. POSITION CLASSUICATION ACTION
T 10CNTICAL ACOITIONAL
)

—-! new E—-] vicg

ﬁ RCCRADED

X CLfARARCTS Imoak ot Ssguetrme Oate U) REMARKS  (Nede. Use tem JO ou rererw [ Standard Fora 50
w remqrés)
(21 COIL Ok POS CONTROL, QUALIFICATION
STANDARQ
1 CLASSHICA TION

(4) PLACCMNTY OR (P

(2]

16) APPROVLD 8Y:

210
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(9£-11) b1-00§2 w404 3M
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Appendix 2

BLOCK NO._
(1)
(2)

(3)
(4)

(s)

(6)
(7)

(8)

(9)
(10)
(11)

(12)

(13)

(14)

Page 2

[NSTRUCTIONS FOR PREPARING WE FORM 2500-14
AUTHORIZED STAFFING REVISION REQUEST

INSERT
Initiator's office title, routing symbel, and signature

Control number assigned by initiating office;
Example: WE Routing Symbol - Fiscal Year -
Sequential Number (Optional)

Date request prepared

Budget Number (BU MO) from Staffing Chart, FAA Form 1412,
Part 4._(See paragrapn 5 of Order WE 2500.22)

Title of existing authorized position

Imoortant. Identify the compiete location of the pasition
in th1s block.

Examole: Supv. Engineering Technician
Environmental Support Staff
Los Angeles, CA 4-8009

Example: GS-802-11

If one or mre of the data elements listed in paragraph

7b of Order WE 2500.22 is changed, the entire AUTH RECORD
is deleted and a new 8U NO is assigned to the revised AUTH
RECORD. Therefore, the total number of positions
associated with the deleted AUTH RECORD would be reflected
in the "Total" column of Block (7).

If the Authorized Staffing Revision Request only involves
decreasing the number of authorized positions already
assigned to an existing line item AUTH RECORD, indicate

only the number of positians to be deleted in the "Revise"
column of Block (7). Example: If the request is <0 reduce
the number of ET's (CS-856-11) from 25 to 23 at a particular
location, the number "2" would appear in the "Revise"

column of Block (7).

The Budget Division will assign BU NO's for all new AUTH
RECORDS.

Same instructions as Block (3)
Same instructions as Block (6)

Enter the number of positions associated with 32 new AUTH
RECORD request in the “Total" column of Block (11).

If the Authorized Staffing Revision Request only involves
increasing the number of authorized positions already
assigned to an existing line item AUTH RECORD, indicate
only the number of positions to be added in the "Reyise"
column of Block (11). -

Include sufficient information to support revision; i.e.,
based on classification review dated .

To be completed only i the Authorized Staffing Revision
Request involves classification action (see paragraph 8
of Order WE 2500.22).

To be signed by the Chief, 8udget Division, AWE-30.
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