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U.S. DEPARTMENT OF TRANSPORTATION
ORDER FEDERAL AVIATION ADMINISTRATION WP 2700.30
NM 2700.27

WESTERN-PACIFIC REGION

2/22/91

SuBJ COST CENTER CODE UPDATE PROCEDURES

1. PURPOSE. This order establishes WP Form 2700.120Q, Request for Cost Center Codes
Update, for updating Cost Center Codes in Orders WP 2700.7W and NM 2700.7U, Western-
Pacific and Northwest Mountain Region Cost Center Codes.

2.  DISTRIBUTION. This Order is distributed to the branch level in the regional
headquarters, in the Western-Pacific and Northwest Mountain Regions.

3. BACKGROUND. As a result of discrepancies between the Personnel Management
Information System (PMIS), the Departmental Accounting and Financial Information
System (DAFIS), the Uniform Payroll System (UPS), and the System Acquisition Manage-
ment (SAM) it has become necessary to establish formal procedures for requesting and
implementing changes to cost center codes.

4, PROCEDURES.
a. The originating office shall:
(1) Western-Pacific Region - Complete WP Form 2700.120, request for Cost
Center Code Update and submit it to the Manager, Systems and Review Branch, AWP-21,
for appropriate action.
(2) Northwest Mountain Region - Complete WP Form 2700120, request for

Cost Center Code Update and submit it to the Budget Branch, ANM-41, for approval.

The Budget Branch will forward the approved request to the Manager, Systems and
Review Branch, AWP-21, for appropriate action.

(3) Coordinate with the appropriate Human Resource Management Division on
any personnel actions required by the change.

b. The Manager, Systems and Review Branch, AWP-21, shall:

(1) Review the request and assure that it meets the requirements of FAA
Order 1375.7A, Organization/Cost Center Codes/Standard Data Elements.

(2) Notify the appropriate offices of the changes(s) and the effective

- date.

(3) Complete payroll worksheet, ®"Installation Variable File 12 Update®
(see Appendix 2) and forward it to AAC-24D together with the notification of the
change.
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c. It is the responsibility of each office that is notified of the change.
j.e.., Accounting Division, Human Resource Management Division, Budget Office, Payroll
Office and Logistics Division to assure that all systems within their purview are
updated on the effective date of the change. Since most systems (for example. DAFIS,
PMIS, UPS, SAM) interface with each other, it is very important that all systems are
changed on the same day to avoid discrepancies between the systems.

5. GENERAL ITEMS. WP Form 2700.120, may be obtained through regular forms supply
channels and/or it may be reproduced locally (see Appendix 1).

6. COORDINATION. This directive was coordinated with the Northwest Mountain Region.

ﬁ. . .CaW

Manager, Accounting Division
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APPENDIX 1. SAMPLE COPY OF WP FORM 2700.120 Appendix 1

Request For Cost Center Code Update

Requesting Office Information
Requesting office: £

Approval Signature: Requestor:
Requestor contact phone number:
Reason for Request:
Proposed effective Date:

Mandatory Fields - ;.
Agency: [I[ Region: CostCenter:[ ]

(block out one)

Fiscalprogram: [ ] Appropriation: [ Juimitation: [ |
Allotment Fund: [ | AlotmentLevel: [ |

Geographic Location: | | Labor Organization: [ |

Complete Address for T&A's
and Report Mailing:

Proposed Action ..

Adad:
- |Change Organizational Title:
From:

To:

[ Jpelete:

Flouting SymbollOrganizatzonal Title

—
Accounting Use Only

Accounting Approval
System edit updates: Date: Signature:
DAFIS (T06, RT2, Etc.)
CPMIS
SAM
IVF
Other
Order: NM

WP
| WP FORM_2700-120 (1/91) . _
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Appendix 2
APPENDIX 2.
SAMPLE OF INSTALLATION VARIABLE FILE 12 UPDATE
INSTALLATION vakiaoue FILE £2 UPDATE .
Reglon:__ Pay Period: (YR/NO) FAX No.: 8-747-7487
Requested By: Tel. No.:
R {A ccC F P A L t T GEOGRAPRIC LABOR
E |R OE IR P I aqo LOCATION ASSN
ac E SN s O P H K 1 d CODE CODE
NI (A TT cC G R I T 07
qo E A R 0 T -
TN R L A } 4 ﬁ
)¢
b

-

Instructions concerning this form are shown on the reverse side.

Please left justify all fields.
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Appendix 2

REVERSE SIDE

APPENDIX 2.
OF INSTALLATION VARIBLE FILE 12 UPDATE

ROTE: Update sctions

for IVF File 12 sre processed Friday of TeA Week, (first veek

of the pay period), HMonday of Dpdate Week (second veek of the pay period), and any
corrections on Tuesday of Update Week.

Type of Change

A=

-. zequired to

. delete

Deseripticn

Agency, regica, cost center, fiscal program,
appropristion/lisitation, allotment fund, allotzent level,

geographic location code asnd lador organization tode are.

required for conbinations not currently in file 12. Type of
change "A" acticps are edited for duplicate coobinaticns of
agency, region, cost center, fiscal program,
sppropriation/limitation, allotment fuzd and allotment level.
Duplicate records are not allowed. Indicate zeros in
geographic location code if multiple labor organizaticns are
valid for a cost center. If nowkon is valid for a cost

valid labor organizatiea co his file prgvents updating
of exployee paster r vith prior fiscal year
appropriation/linitaticgs Jor sgercies/regions with valid

cester except BCOC0O, SAQ r a Federal Managers
Association, indicate with lf . Refer to JVF f£ile 62 for

lppropxintien/liaituqn(:. .
Agenecy, regi ost ceater, fiscal program,

 ,
. appropriation/lj Mcn. allotpect fund, allotment level,

3s type of change "C". Type of change nen
o change geographic location code or labor

is applic
organiz i&%nly. To change fiscal program for a cost
eutu% add actica for the pew fiscal program plus a

ion for the old fiscal program zust be submitted to

geographic lg ica code and labor organizaticn code are

AAC-25.

Agency, region, ecost center, fiscal program,
appropriation/linitation are required for a delete action.
On delete actions, a search is pade of all EMR’s (Employee
Master Records) to imsure tbat the cost center is insctive.
1f the cost center is active, the delete action will mot
ptocess, and a pass change list of employees is printed and
pailed to the payroll office ca Vednesday of/ vpdate week.
The Jdelete action 3ust be resubmitted to AAC-25 following
update of cost center im EXR’s.

Fill in agency, region, cost center, fiscal program, appropriation, limitation,
allotment fund, allotoent level, and type of change (T0C) on tbe top line, For TOC
MA® gnd "C", the geograpbic location code and labor orgapization ccde sre required.
Do not repeat the same inforzmation on lines below upless it is different. Indicate
joformation is the same with a line. This will redvce your vork and assist our

office. All update actiocs for this file must be coordinated among Budget, .

Accounting, Payroll and the Consolideted Uniform Payroll System Branch.
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