Lo /m\,m{ //) "N

DOCUMENT: ATlON 2 V 3. Recipient’s Accession No.
z PAGE D 1./D 81/¢13b ‘
. tfa #nd Subtitle 5 Report Dote
" BASE MANAGEMENT ENGINEERING pATA SYSTEM ( CFZML,_
User's banual z %

44// I— A e -

4, Performing Organization Neme and Address N / 10. Project/Tesk/Work Unit No.

G

Department of the Air Force N
11, Contract(C) or Grant(G) No.

“.» Headquarters, U.S. Air Force

Washington, D.C. 20330 : ©
l(’D /‘/" » ) ©
3 , _ w

. Sponsoring Organizstion Name snd Address N 13. Type of Regort & Period Covered

~4-

(same) e
14.

Q Supplom.nhry Notn

‘%L For magnetic tape, see fF_DJq /05&73

16. Abstract (Limit: 200 words)

The Base Management Engineering Data System is an automated system
for collecting and summarizing management engineering data. Its
purpose is to relieve management engineering personnel from the
burden of performing manual summatizations and computations in order
that they may devote more time to the analysis and decision-making
aspects of a work measurement study. BMEDS is organized into three
subsystems: Work Center Description (WORDS), Data Collection (DACS),
and Lead Team Analysis (LTAS).

'7.AM ﬂ‘)‘zfj cnmmmwmnmm‘

*

DTG FILE COPY

(Formerty NTIS-38)

207830 vy e

N aue
oL E.C-T E. a2
0CT 19 1981 - }
17. Document Analysis a. Descriptors w
b. identifiers/Open-Ended Terms
€. COSATI Fleid/Group
18. Avsilebiiity Statemen; 18, Security Cless (This Report) 21. No. of Pages
Tias re o oy bhiss resticted sales of UNCLASSIFIED
thie i L Lot sute and locad —_
@OV LUGEDIS 20, Security Cless (This Page) 2. Price
: UN I D
(See ANSI-I9.10) Soo instrwetions an Reverse OPTIONAL PORM 172 (-7

DAt e - i R




/ ‘ \ LI [ 3
DO NOT PRINT THESE INSTRUCTIONS AS A PAGE IN A REPORT

INSTRUCTIONS

Optional Form 272, Report Documentation Page is based on Guideiines for Format and Production of Scientific and Technical Reports,
ANSi 239.18-1974 available from American National Standards Institute, 1430 Broadway, New York, New York 10018. Each separately
bound report—for example, each volume in a multivolume set—shall have its unique Report Documentation Page.

1. Report NMumber. Each individually bound report shall carry a unique alphanumeric designation assigned by the performing orga-
nization or provided by the sponsoring organization in accordance with American National Standard ANS{ 239.23-1974, Technical
Report Number (STRN). For registration of report code, contact NTiS Report Number Clearinghouse, Springfield, VA 22161. Use
uppercase letters, Arabic numerals, stashes, and hyphens only, as in the following examples: FASEB/NS-75/87 and FAA/
RD-75/09.

2. Leave blank.
2. Recipient's Accession Number. Reserved for use by each report récipient.

& Title and Subtitle. Title should indicate clearly and briefly the subject coverage of the report, subordinate subtitie to the main
title. When a report is prepared in more than one volume, repeat the primary title, add volume number and include subtitie for
the specific volume.

5. Report Date. Each report shall carry a date indicating at least month and year. Indicate the basis on which it was selected (e.g.,
date of issue, date of approval, date of preparation, date published).

6. Sponsoring Agency Code. Leave blank.

7. Author(s). Give name(s) in conventional order (e.g., John R. Doe, or J. Robert Doe). List author’'s affiliation if it differs from
the performing organization.

8. Performing Organization Report Number. Insert if performing organization wishes to assign this number.

Performing Organization Name and Masiling Address, Give name, street, city, state, and ZIP code. List no more than two levels of
an organizational hierarchy. Display the name of the organization exactly as it should appear in Government indexes such as
Government Reports Announcements & index (GRA & I).

Project/Task/Work Unit Number. Use the project, task and work unit numbers under which the report was prepared.
1. Contract/Grant Number. Insert contract or grant number under which report was prepared.

12. Sponsoring Agency Name and Mailing Address. Include ZIP code. Cite main sponsors,

’ 13. Type of Report and Period Covered. State interim, final, etc., and, if applicable, inclusive dates.
1'4. Performing Organization Code. Leave blank.

. Supplementary Notes. Enter information not included elsewhere but useful, such as: Prepared in cooperation with . . . Translation
of . . . Presented at conference of . . . To be published in . . . When a report is revised, include a statement whether the new
report supersedes or supplements the older report.

16. Abstract. Include a brief (200 words or less) factual summary of the most significant information contained in the report. if the
report contains a significant bibliography or literature survey, mention it here.

17. Document Analysis. (a). Descriptors. Select from the Thesaurus of Enginesring and Scientific Terms the proper authorized terms
that identify the major concept of the research and are sufficiently specific and precise to be used as index entries for cataloging.

(b). Identifiers and Open-Ended Terms. Use identifiers for project names, code names, equipment designators, etc. Use open-
ended terms written in descriptor form for those subjects for which no descriptor exists.

(c). COSAT! Field /Group. Field and Group assignments are to be taken from the 1964 COSAT!I Subject Category List. Since the
majority of documents are multidisciplinary in nature, the primary Field/Group assignment(s) will be the specific discipline,
area of human endeavor, or type of physical object. The application(s) will be cross-referenced with secondary Fleld/Group
assignments that will follow the primary posting(s).

18. Distribution Statement. Denote public releasability, for exampie “Relesss unlimited”, or limitation for reasons other than
security. Cite any availability to the public, with address, order number and price, if known.

19. & 20. Security Classification. Enter U.S. Security Classification in sccordance with U.S. Security Regulations (i.e., UNCLASSIFIED).
21. Number of pages. Insert the total number of pages, including introductory pages, but excluding distribution list, if any.
22. Price. Enter price in paper copy (PC) and/or microfiche (MF) if known.

RU.S. Government Printing Offlon: 1979—261-06772308

OPTIONAL FORM 272 BACK (4-77)

e

. daygmy




ar,

Pt

X

DEPARTMENT OF THE AIR FORCE -
Headquarters US Air Force AF MANUAL 25-212 1
Washington DC 20330 1 December 1976 f

Management Engineering

BASE MANAGEMENT ENGINEERING DATA SYSTEM
(BMEDS): E515-0Q

"“Q&W;m hi !.w'éﬁrf:'-‘aé'iﬁaé“\;“'

-
This manual establishes the procedures for operating the automated sys- §
tem for the conduct of Air Force Management Engineering studies. It i
applies to all major commands and separate operating agencies. The data }
in this manual are used in conjunction with AFM 171-212, Automatic Pro- :
cessing Systems and Procedures, Base Management Engineering Data System. } [
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PART ONE

GENERAL

Chapter 1
INTRODUCTION

1.1 PURPOSE. The purpose of this manual is to provide man-
agement engineering personnel with the information necessary
to effectively use the Base Management Engineering Data Sys-
tem. It was developed in accordance with the provisions of
Department of Defense Manual 4120.17M and is organized to
provide the appropriate levels of detailed information to
various users. Those interested in a general overview should
refer only to Parts One and Two. Personnel desirous of
receiving detailed system operating instructions should also
refer to Part Three.

1.2 REFERENCES:

a. AFM 25-5, Management Engineering Policies and Pro-
cedures.

b. AFM 171-100, Automated Data Systems (ADS) Standards.

c. AFM 171-126, Volume II, Standard Air Force Statis-
tical Utility System: P104Q/TL.

d. AFM 171-212, Base Management Engineering Data System.

e. AFM 300-4, Data Elements and Codes.

f. DODM 4120.17M, Automated Data Systems Documentation
Standards Manual.

1.3 TERMS AND ABBREVIATIONS:

BMEDS - Base Management Engineering Data System

CATEGORY - For purposes of this manual, category will be
used as an all-inclusive term to denote category, task, sub-
task, element, or sub-element levels.
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CATEGORY LEVEL - This term will be used when referring
to the category level only, exclusive of the sub-levels.

COLLECTION TEAM - This term is synonomous with that of
an Input Team described in AFM 25-5.

DACS - Data Collection Subsystem
FILES/TAPES - For the purposes of this manual, the

words file and tape are generally interchangeable. As a
rule, the word file is used when referring to data or sets

of data stored on a tape. The word tape is used when referring

to the physical tape itself.
LTAS - Lead Team Analysis Subsystem
MEP - Management Engineering Program
MET - Management Engineering Team

PCN - Product Control Number. This is a number used to
identify input and output products. The first six characters
of the Base Management Engineering Data System PCNs will be
a constant SE515-. The next three positions will be a unique
numeric designation assigned to a specific input or output.
The last two characters of all output products will be
reflected in this manual as XX, representing the Out Study
Identifier, which is a variable which is assigned to identify
the file. All printed outputs will reflect the PCN in the
upper right and lower left of each page.

SLACK VARIABLE - For the purposes of this manual, the
term slack variable will be used when referring to a category
established by the Lead Team for the purpose of recording
data pertaining to a category which may be encountered by the
Collection Team during measurement, but which the Lead Team
did not identify.

WORDS - Work Center Description Subsystem
1.4 SECURITY AND PRIVACY:

1.4.1 SECURITY. All data files and computer programs in the
Base Management Engineering Data System are unclassified.

1.4.2 PRIVACY. The Base Management Engineering Data System
does not contain any personal information. Consequently,
privacy restrictions are not applicable.
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1.5 RESPONSIBILITIES. AFM 25-5 outlines responsibilities within the
framework of the Management Engineering Program. Further delineation of
responsibilities necessary to fulfill the requirements of the Base Manage-
ment Engineering Data System are as follows:

a. AFMEA will designate a Lead Team to function as the overall moni-
tor for accomplishing Air Force common studies for specified work centers
using the Base Management Engineering Data System; in 1ike manner, MAJCOMs
will designate a Lead Team for command studies.

b. Lead Management Engineering Teams will:

(1) Establish the Work Center Description as described in
Chapter 3.

(2) Provide guidance and assistance to the Collection Management
Engineering Teams during the data collection process.

(3) Consolidate and evaluate the Data Collection Subsystem data
by exercising the Lead Team Analysis Subsystem as described in Chapter 5.

(4) Create and provide to Data Automation all input data for
the Work Center Description Subsystem and the Lead Team Analysis Subsystem.

c. Collection Management Engineering Teams will:

(1) Accomplish the data collection for specified work centers
using instructions outlined in Chapter 4.

(2) Create and provide to Data Automation all input data for the
Data Collection Subsystem.

d. Data Automation will process the system input and produce requested
outputs.

e. The Air Force Data Systems Design Center, Manpower Systems Division
is responsible for:

(1) The computer programming and associated documentation required
for the Base Management Engineering Data System.

(2) Developing, documenting, and maintaining Data Automation
procedures in AFM 171-212.

(3) Documenting and maintaining functional procedures set forth
in this manual.
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PART TWO

SUMMARY

Chapter 2
SYSTEM SUMMARY

2.1 SYSTEM APPLICATION. The Base Management Engineering
Data System is an automated system for collecting and summa-
rizing management cngineering date using the concepts and
policies established by AFM 25-5. 1Its purpose is to relieve
management engineering personnel from the burden of perform-
ing manual summarizations and computations in order that they
may devote more time to the analysis and decision-making
aspects of a work measurement study. The system is capable
of accepting basic work measurement data and performing the
statistical computations and analysis necessary to produce
outputs in the standard formats required by AFM 25-5.
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2.2 SYSTEM OPERATION:

a. AFMEA or MAJCOMs will designate a Lead Team to
function as the overall monitor for accomplishing a study of
a specified work center using the Base Management Engineering
Data System. The Lead Team will establish in the Work Center
Description Subsystem the nucleus of decision data which will
be used by the Collection Teams in the data collection phase.
At the conclusion of the data collection phase, the Collec-
tion Team will send detailed and summarized data back to the
Lead Team. The Lead Team will input this information to the
Lead Team Analysis Subsystem for the development of various
arrays to assist in the final determination of the manhours
required for the work center being studied; and to obtain
data for further analyses by exercising the standard statis-
tical analyses programs in AFM 171-126.

b. The Base Management Engineering Data System is
designed to enhance the Management Engineering Program's
ability to achieve the goals of maintaining existing stan-
dards current and providing the basic data necessary to estab-
lish new standards. The specific responsibilities outlined
in this regulation and AFM 25-5 do not preclude or prohibit the
use of the Base Management Engineering Data System for local
use by a base of major command when providing management
engineering services requested by a local manager or commander.

B A

IR R e T

. LA ) -
ol v m——g < s e




— -

o e R o - o [ PN e ke moe

AFM 25-212 1 December 1976

(28]
1
[aV)

2.3 SYSTEM CONFIGURATION. The Base Management Engineering
Data System is operated on the Air Force Standard Base Level
Burroughs 3500 computers. The card reader and printer avail-
able in the servicing Data Processing Installation are used
for system input and output.

2.4 SYSTEM ORGANIZATION. The organization of the Base Man-
agement Engineering Data System parallels that of Management
Engineering studies conducted manually under the provisions
of AFM 25-5., It begins with the identification of the area
to be studied. This is followed by the actual collection or
measurement of the workload. The collected data are then
arrayed and analyzed to determine correlation. The system
does not perform the functions of translating the measure-
ment data into manpower standards. TFollowing is a brief
explanation of the three segments, or subsystems, of the Base
Management Engineering Data System.

a. WORK CENTER DESCRIPTION SUBSYSTEM (WORDS). Input to
the WORDS is the sole responsibility of the Lead Team. It
basically involves defining the various attributes of the
study such as the work centers, workload factors, measurement
techniques, major commands, units, etc. These data are defined
and entered in finite detail and are edited extensively to
insure correctness and completeness. Attention to detail
during this definition or description phase will pay high
dividends, in terms of efficient processing, during the fol-
low-on phases. Chapter 3, Part Three, provides a detailed
description of this subsystem.

b. DATA COLLECTION SUBSYSTEM (DACS). After the study
has been described fully in the WORDS, these data are dupli-
cated and furnished in automated form to each of the teams
that will act as collection teams for the study. The actual
conduct of the work measurement effort is accomplished as
specified in AFM 25-5 and independently from the data system.
Input to the Data Collection Subsystem begins at the end of
the first day when the measurement data, which were obtained
and recorded using regular techniques, are summarized and
input to the BMEDS. This process is repeated at the end of
each measurement period until the study is completed at which
time the total data are furnished to the Lead Team in auto-
mated form. A detailed description of this subsystem is
contained in Chapter 4, Part Three.
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c. LEAD TEAM ANALYSIS SUBSYSTEM (LTAS). After receiv-
ing all of the study data from all of the collection teams,
the Lead Team performs certain analyses of the data. The
system produces various arrays of the data and performs cor-
relation and regression analyses against the majority of
them. All outputs from this subsystem are optional and are
obtained by the use of input selection cards. Additionally,
the study data may be adjusted and the arrays and comparisons
reaccomplished, as required. A detailed description of the
Lead Team Analysis Subsystem is contained in Chapter 5, Part
Three.

d. That completes the functions of the BMEDS. The sys-
tem does not translate the collected data into manpower
standards. Additional analyses of the data can be performed
by inputting it into the various standard statistical
analysis programs outlined in AFM 171-126.

2.5 PERFORMANCE:

a. BASIC FILE. The Base Management Engineering Data
System was originally designed to prepare and store narra-
tive work center descriptions using automated methods. How-
ever, it was determined that it would be more economical from
both a personnel and equipment standpoint to prepare work
center descriptions in typewritten form on AF Forms 1110.
Work center descriptions will therefore continue to be manu-
ally prepared on AF Forms 1110 by the Lead Team in accordance
with AFM 25-5. Only the category, task, sub-task, element, i
and sub-element titles will be used in the Work Center
Description Subsystem to form the foundation around which all
data will be collected. The source of workload count and
other special instructions and information must also be inter-
changed between Lead and Collection Teams by manual typewritten i
means.

b. FILE BUILD AND UPDATE. The initial 'build" action
in the WORDS will create a tape against which update actions
will be taken. Each subsequent update processing action will
create a new tape in the Work Center Description Subsystem
and the Data Collection Subsystem. The Lead Team Analysis
Subsystem selection cards will be processed against one tape.
The files to be updated will be identified in each output
product as a result of Study Identifiers assigned by Lead
Teams and Collection Teams.
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c. The threce subsystems of the Basec Management Engineer-
ing Data System will accommodate a maximum of 40 input bases.
The record limitation is 80,000 mecasurement records per base.

d. The Work Center Description Subsystem and the Data
Collection Subsystem may be used for a single point study, or
a study encompassing up to 40 input bases. However, a mini-
mum of threce bases must provide input for a specific Func-
tional Account in order to exercise the Lead Team Analysis
Subsystem.

2.6 DATA BASE:

a. DESCRIPTION FILE. This file contains all of the rec-
ords established in the WORDS for a work center. The descrip-
tion file is considered complete after the final update action
has been taken and the data are ready for transmission to the
Collection Teams.

b. ADDRESS FILE. This file is comprised of the descrip-
tion file data appropriate to each Collection Team as defined
in the Address Extract Card. The Address File is used to
transmit Work Center Description Subsystem data from the Lead
Team to the Collection Teams.

c. MEASUREMENT FILE. This file contains all of the work
measurement transactions entered into the Data Collection Sub-
system by the Collection Teams. The measurement file is used
to produce operational audit, work sampling, time study, and
workload factor worksheets, summaries and reports.

d. ANALYSIS FILE. This file is established in the Lead
Team Analysis Subsystem by the merge of measurement files
from the various Collection Teams. The analysis file is used
to produce selected arrays of work measurement data.

2.7  GENERAL DESCRIPTION OF INPUTS, PROCESSING, OUTPUTS. An
explanation of the general flow of input/output processing
for each subsystem is as follows:

2.7.1 WORDS INPUT/OUTPUT PROCESSING:

] a. The Lead Team will initiate the Description In

Card File, PCN SE515-810, which is explained inpdetail ?gt
Chapter 3, Part Three, to establish the basic work center s tudy
plan. Six outputs will be made available to the Lead Team to
assist them in establishing an accurate study plan which will
be used by the Collections Teams. These outputs are:
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(1) The WORDS Update Card Input, PCN SE515-107-XX,
which provides a visual reference of all the Card Transac-
tions that were input. H

ekt e

(2) The Input Error List, PCN SES15-111-XX, which
provides a code and definition for crror conditions before
the transactions are processed against the Work Center
Description Subsystem tape.
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(3) The Update Lrror List, PCN SES515-112-XX, which
provides a listing of the input for which no measurement rec-
ord can be found on tape.

(4) The Level of Activity Error List, PCN
SE515-113-XX, which contains the level of activity errors
which occurred as a result of the improper placement of a
category, task, sub-task, element or sub-clecment,

PN 0 S, i

(5) The Standard Task & Workload Description Regis-
ter, PCN SE515-121-XX, which reflects the workload factors,
functional accounts, categorics, study initiators and study
terminators that the Lead Team established in the Work Center ;
Description Subsystem. ‘

(6) The Work Center Description List, PCN
SE515-151-XX, which reflects the titles of categories in the
paragraphing structure of AF Form 1110, or, if desired, a
modification of the AF Form 1110 paragraph structure to per-
mit the collection of data to the levels required.

b. When outputs described in subparagraphs (5) and (0)
above reflect the desired information, the Lead Team will ini-
tiate the Address Extract Card File, PCN SE515-830, to estab-
lish tape files applicable to cach Collection MET. If errors
are found when processing this input, a Level of Activity
Error List described in (4) above or a WORDS Final Edit List,
PCN SE515-610, which will reflect errors due to a mismatch of
PAS numbers and Identity keys, will be received. If there
are no errors, a tape will be created for each Collection
Team. This tape is called the Address File, PCN SE515-912.
The Lead Team will provide the Data Processing Installation
with instructions for transmitting these tapes to the appro-
priate Collection Team. The MET Identity File, PCN SE515-840,
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although part of the Work Center Description Subsystem, is
input by the Collection Team to establish a study tape from
the Address File and receive the outputs described in para-
graphs (4) and (5) above, as well as 2.7.2a(l), b(l), c(l),
and d(1) below.

2.7.2 DACS INPUT/OUTPUT., The Collection Team may initiate any
of the nineteen different card formats in the Data Collection
Input File, PCN SE515-820, which are explained in detail in
Chapter 4, Part Three. Specific input/output will be dependent
upon the type of study techniques employed.

a. Operational Audit input can produce the following output:

(1) Operational Audit Worksheet, PCN SE515-222-XX,
will be provided when worksheets are requested in the DACS
Control Card. Worksheets are designed so that operational
audit data are entered directly on the worksheets and then
forwarded to keypunch without transcribing the data on AF
Forms 1530,

(2) Operational Audit Data, PCN SE515-255-XX, will
contain operational audit data in AF Form 1040 format.

(3) Operational Audit Record, PCN SES515-275-XX,
will contain the monthly allowed time for each category level
in AF Form 499 format.

b. Work Sampling input can produce the following outputs:

(1) Work Sample Data Collection Record, PCN
SE515-221-XX, which consists of worksheets which allow for
the daily summarization of work sampling data.

(2) Work Sampling Record - Daily, PCN SE515-251-XX,
reflects daily work sampling transactions in the same format
as Page 1 of AF Form 1111, "Work Sampling Record".

(3) Work Sampling Record - Category Computations,
PCN SE515-252-XX, provides work sampling data in the format
required on Page 2 of AF Form 1111.

(4) Work Center Productivity Record, PCN
SE515-241-XX, provides a summary of dircct and indirect pro-
ductive time by day.

-




AFM 25-212 1 December 1976 2-7

c. Time Study input will produce the following outputs:

(1) Time Study Worksheet, PCN SE515-223-XX,
reflects the format in which data are to be collected using
time study techniques.

(2) Time Study Data Report, PCN SE515-257-XX, is
comprised of Parts A and Part B. Part A provides detailed
time study input in a format similar to Page 2 of AF Form
1112, "Time Study Data'; and Part B provides data in the for-
mat and computations required by Page 1 of AF Form 1112.

(3) Time Study Data Summary, PCN SE515-278-XX,
reflects time study data in AF Form 313, "Time Study Record"
format.

d. Shift Profile input requests will produce the fol-
lowing outputs:

(1) Shift Profile Data Collection Record, PCN
SE515-242-XX, reflects the serial number to be used when
preparing the Shift Profile Input Card and the daily shift
profile input effected by the Shift Profile Input Card.

(2) Shift Profile Transaction Report, PCN
SE515-243-XX, reflects the number of samples of transferable
work and nontransferable work for each clock time specified
in the Shift Profile Input Card. Summarized manhours sampled

are also reflected for each clock time.

(3) Manhour/Shift Profile Analysis, PCN
SE515-244-XX, provides the transferable, nontransferable and
minimum manning manhours calculated by the computer.

e. Other outputs will provide general information as
follows:

(1) Data/Detail Error List, PCN SE515-212-XX,
indicates input errors because card formats or input instruc-
tions were not followed.

(2) Transaction Update Error List, PCN
SE515-210-XX, indicates errors because there is no related
record on file for the input data and duplicate transactions.

WA
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{3) Transaction Update Record, PCN SI515-211-XX,
indicates the transactions that were processed.

(4} Input Control, PCN SE515-213-XX, indicates
the input tape number and number of records written.

{5) Output Control, PCN SE515-214-XX, indicates
the output tape number and the number of records written.

(6) Data Collection Subsystem Report Initiator,
PCN SES15-279-XX, provides a record of the output products
requested in the DACS Control Card.

f. Workload Factors, PCN SES515-253-XX, provides a sep-
arate page for cach workload factor number which was estab-
lished in the Work Center Description Subsystem. Both the
historical count and actual count records will be shown on
the same page. If no workload data were input, a message
will he printed stating this.

$. Standard Input Data Computation, PCN SE515-271-XX,

reflects data in AF Form 308 'Standard Input Data Computation"

format. This computation will be the last report to be
requested in the Data Collection Subsystem,

2.7.3 LTAS INPUT/OUTPUT. The Lead Team will request the
merging of Collection Team tapes by submitting an Analysis
Merge File, PCN SES15-415, to the Data Processing Installa-
tion. After the merge has been accomplished, a variety of
output listings may be reccived by inputting the Selection
File, PCN SE515-416. Outputs will be titled as Parts A
through C and E through J of the Lead Team Analysis Report,
PCN SE515-407-XX.

a. Part A - Transaction Register, reflects the LTAS
Selection transactions regardless of whether they were proc-
essed or rejected in error.

b. Part B - Workload Factor Analysis, reflects the
monthly historical workload factor data for each base meas-
ured.

c. Part C - Category Array, reflects the direct and
indirect manhours by category for each measurement base, as
well as the total workload factor data.
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d. Part D - Reserved for future use. ;ﬁ ;

e. Part E - Category/Work Unit Analysis, depicts work- K . 'i
load values and manhours for selected workload factors. "

f. Part F - Direct Manhour Correlation, provides the
correlation of direct manhours for each category.

g. Part G - Percentage Analysis, presents a grouping
of the percentage of manhours for selected categories through
sub-elements, in relation to the total direct manhours.

h. Part H - Task Manhour Array, provides a comparison
of the manhour/work unit relationships at each measurement
base.

i. Part I - Unit Time Array, reflects manhours divided
by selected work units for each measurement base.

j. Part J - Percentage Array, reflects the time spent
on each task through sub-element level for each measurement
base expressed as a percentage of the total direct manhours.

k. Analysis Summary Cards, PCN SE515-913, is an output
from the RAP-Card Generator input which is part of the Selec-
tion File. The Analysis Summary Cards will reflect total
manhours and workload factor data for each base and can be
used as input to the Regression Analysis Program, NTLR-10.

2.8 KEYPUNCH INSTRUCTIONS. The Management Engineering Teams
_ will be responsible for the creation of all data transcrip-

: tion documents relating to the system. This includes initial
source input, control data and all subsequent corrections.
The responsibility for keypunch and verification of these
data will be determined locally.

2.9 FIELD ASSISTANCE. When known or suspected crrors exist
in instructions, procedures, text for the preparation of
input data, audit procedures, computer printed products or
other related user products, contact the system monitor in
Data Automation for assistance in determining the need for
and preparation of a B3500 Difficulty Report (DIREP).
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PART THREE
STAFF FUNCTIONS

-

Chapter 3

WORK CENTER DESCRIPTION SUBSYSTEM (WORDS)

3.1 STAFF INPUT REQUIREMENTS:

3.1.1 GENERAL. The Work Center Description Subsystem (WORDS)
provides the foundation for the computer input necessary to
perform a work measurement study. Table 3.1 relates the
necessary decisional data outlined in the preliminary phase
procedures of AFM 25-5 with the card types which will input
these data to the Base Management Engineering Data System.

The Lead Team will create the appropriate input on AF Forms
1530 or other locally devised keypunch forms in the formats
described in paragraph 3.4. The Lead Team will forward the
card input to the Data Processing Installation in two sepa-
rate phases: build and update as described in paragraph 3.5.
The build phase is the initial submission of card input to
establish a work center title description record. The update
phase consists of add, delete, or change actions, and the
insertion of study controllers to stipulate the beginning and
ending points for the employment of work sampling, opera-
tional audit and time study techniques. As many update actions
as are required may be taken to finalize the file before

it is transmitted to the Collection MET for the collection of
measurement data within the boundaries established in this
subsystem by the Lead Team. Lead Teams have a number of design
alternatives available to them in the WORDS. The selection

of methodologies depends upon the type of study to be per-
formed and the correiations desired in Lead Team Analysis
Subsystem. The underlying principle of the system is that
all measurement teams must adhere to the basic constraints
established by the Lead Team in WORDS so that comparative
analyses are meaningful in the Lead Team Analysis Subsystem.
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TABLE 3-1

WORDS INPUT

D _PURPOSE
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A

B

Prepare a

=M C o

with a
card
jdentity
FO

when it is necessary to

Card

Functional Account

identify each work center,

-estabTish separate Functional
Account Shreds for known additives.

estabTish a sTack variable Func-
tional Account Shred to permit the
recording of additive data which
may be encountered during measure-
ment.

4 | Workload Factor
Title Card

Wl

describe potential workload fac-
tors against which actual and his-
torical workload data may be col-
lected.

provide a means of entering actual
workload data for LTAS correlation
and regression analysis.

provide a means of recording his-
torical information such as person-
nel authorized, personnel assigned,
etc.

Workload Card

7 | Functional Account

Fl

relfate the Workload Factor Num-
bers applicable to each Functional
Account Shred.

8 | Activity Level
Title Card

CEE!

o1, 02,
03, 04,
05

identify the categories, tasks,
sub-tasks, elements, and sub-ele-
ments appropriate to each Func-

tional Account within a work center.

identify categories by direct or
indirect types.

identify fixed, variable, or per-
sonnel generated standard types.

identify the Associated Workload
Factor Number for a category level.

12{ Location Card

e

provide organizational data for the
installation being measured.

T3, WORDS Parameter
, Card

31

establish significant standards of
operation for each Functional
Account Shred; i.e., available
time, allowance factor, degree of
accuracy.
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TABLE 3-1 {Continued) |

v

gl —

WORDS INPUT AND PURPOSE
A

I
B

' Prepare a

with a
card
identity of

when it is necessary to

" Card

WORDS Control

¥

provide instruction on the type of

processing action to be taken with

each batch of input, or to request

a Standard Task & Workload Descrip-
tion Register, PCN SE515-121-XX.

Study Initiator
and Terminator
Card

identify the Functional Account/
Shreds to be measured by work sam-

pling.

identify the Functional Account/
Shreds to be measured by time study.

identify the specific tasks within
a Functional Account against which
time study data is to be collected.

identify the Functional Account/
Shreds to be measured by opera-
tional audit.

“identify the specific tasks within
a Functional Account against which
operational audit data is to be
collected.

perational Audit
Parameter Card

provide a means of entering pre-
established operational audit
frequency or times if desired.

21

Master Control
Card

change the Functional Account/
Shred or direct indirect designa-
tions for a volume of records

WORDS Special
Delete Card

deTete a2 volume of records with one
card transaction

23

ddress Extract
Card

><i

associate the PAS number of the
activity to be studied with the
Functional Account Shreds appro-
priate to that activity, and

associate the activity to be
studied with the MET that will
conduct the study.

Identity Card

ID

identify the file which 1s to be
used to select the appropriate
data for transmission to each Col-
Tection MET.

MET Tdentity
Card

Varied

establish a Collection Team mea-
surement file.
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3.1.2 CATEGORY/STUDY INITIATOR AND TERMINATOR RELATIONSHIP.
Ideally, the category through sub-elements established in

the WORDS should be synonymous with those reflected on the
AF Forms 1110, Work Center Description, so that there is a
paragraph numbering relationship between the AF Form 1110

and the Standard Task § Workload Description Register and
Work Center Description List. It is important to recognize
at this point that the subsequent Data Collection Subsystem
is designed to collect operational audit data only at the
lowest categories established in the WORDS. Conversely,

the Data Collection Subsystem will accept work sampling sta-
tistics only at category levels. Lead Teams must, therefore,
design the WORDS Work Center Description in consonance with
the levels at which work measurement data are to be collected.
If it is absolutely certain that operational audit is not to
be performed; that is, if work sampling is to be the only
technique to be employed, only category levels should be
defined at whatever levels work sampling data are desired.

If operational audit is the only technique to be employed,
all categories must be defined to the lowest element to be
measured. If both techniques are specified, all categories
are to be defined and the Data Collection Subsystem will
select the lowest levels for operational audit measurement and
category levels for work sampling measurement.

3.1.3 SLACK VARIABLES. The Lead Team's selection of the slack
variable reporting method depends, to a large degree, on the
analysis desired in the Lead Team Analysis Subsystem. Addi-
tives may be entered into the system by establishing a separate
slack variable Functional Account/Shred, or by entering slack
variable categories within the Standard Work Description of

an established Functional Account Shred. Slack Variables
entered in a separate Functional Account Shrea can be identi-
fied as pure additives in the Lead Team Analysis Subsystem.
Slack variable categories included in the Standard Work Descrip-
tion of an established Functional Account Shred will be com-
bined with the manhours of other categories in that Functional
Account Shred. Slack variables provide a means of collecting
data in categories not initially identified by the Lead Team.

3.1.4 WORKLOAD FACTORS:

a. The Data Collection Subsystem provides for the col-
lection of historical and actual workloads for each Workload
Factor Number established in the WORDS. The Lead Team Analy-
sis Subsystem performs correlation and regression analysis
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against the historical workload reported in the Historical
Workload Count Card (W4) of DACS. The actual workload data
reported in the Actual Workload Count Card (W5) of DACS is
not used in the Lead Team Analysis Subsystem. When work
sampling is the primary measurement method, the Lead Team
may desire correlation and regression analysis using actual
workload data. This may be done by establishing two Workload
Factor Numbers for each workload factor. One Workload Factor
Number can be used to input the Historical Workload Count
Card and Actual Workload Count Card transactions. The second
Workload Factor Number established for the same workload
factor can subsequently be used by the Collection Team to
input the actual workload figure in the Historical Workload
Count Card and thus permit correlation and regression analy-
sis using actual workload data. In such instances, the Lead
Team should provide separate instructions to indicate whether
the actual daily average or computed monthly average based

on the actual workload figures should be used.

b. Other data, such as personnel authorized, personnel
assigned, personnel loaned, or personnel borrowed may be
recorded in the system by assigning a separate Workload Fac-
tor Number to each item. When such data is to be collected
for more than one Functional Account, a separate Worklnad
Factor Number will be necessary for each item for each Func-
tional Account.

3.1.5 FILE CONTROL. 1It is possible that the METs will be
simultaneously developing and/or collecting data for more
than one work center and/or that the Data Processing Instal-
lation may service more than one MET. 1It, therefore, becomes
necessary to establish a means of identifying the file which
is to be updated to the Data Processing Installation. This
is accomplished by using In and Out Study Identifiers in the
WORDS, DACS, and LTAS Control Cards. Each output product in
the system will describe the Study Identifier in the last
two characters of the PCN. The Study Identifier can be
changed at any time by assigning the new designation desired
in the Out-Study Identifier field of the control cards.
Although the Study Identifier can be changed at any time,
this action should be taken only when the need to change or
assign a new Study Identifier has heen clearly demonstrated
as essential. Indiscriminate changing of Study Identifiers
can cause an unwarranted additional workload in the Data
Processing Installation. The procedure of assigning Study
Identifiers is basically as follows:
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a. When the initial build action is taken in the WORDS,
the Lead Team will establish a 2-character Study Identifier
in the WORDS Control Card. Each time WORDS update action is
taken, this In-Study Tdentifier will be used in the WORDS
Control Card. When the Lead Team forwards the tapes to the
Collection METs, the Tn-Study Tdentifier used by the Collec-
tion MET is that which the Lead Team had assigned.

b. The Collection Team may assign a different Study
Identifier to each study they are engaged in only with the
approval of the Lead Team. The control card for each DACS
update action will contain the In-Study Identifier assigned.
At the conclusion of the DACS, Collection Teams will forward
the DACS tape to the Lead Team and advise them of the Study
Identifier.

c. The Collection Team Study Identifier becomes the
In-Study [dentifier used in the LTAS Merge Card. By processing
the DACS, the Lead Team may assign a different Study Identifier
to each individual Collection MET tape which will become the
identifying number should any changes be made to the individual
DACS tapes by the Lead Teams at some future time. A separate
Study Identifier will be assigned to the merged LTAS tape.

3.2 COMPOSITION RULES. Not applicable.
3.3 VOCABULARY. Not applicable.

3.4 INPUT FORMATS. The keypunch instructions for this sub-
system have been entered on AF Forms 1190 and are enclosed as
Attachment 2. Detailed instructions relating to the data
fields which are to be completed follow. Card columns not
mentioned are to be left blank.

3.4.1 DESCRIPTION INPUT CARD FILE, PCN SE515-810. This file
contains the card transactions itemized in Rules 1 through 22
of Table 3-1 which are necessary to build and update a WORDS
Description File. A WORDS Control Card must be submitted

with the initial build request and with each subsequent update
action. It is suggested that cards for the build action be
prepared in the order of Rules 1 through 14 of Table 3-1.

The Master Control Card, the WORDS Special Delete Card, the
Study Initiator and Terminator Cards, and the Operational
Audit Parameter Card should not be prepared until the initial
build action has been taken since these cards require a Serial
Number which is assigned during the build process. After the
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initial build action, all card types in Rules 1 through 22
may be processed in as many update actions as necessary to
establish the desired Work Center Description. An explana-
tion of each card type follows:

. a. FUNCTIONAL ACCOUNT CARD. Functional Account Cards

i define the Functional Accounts and their Shreds applicable

: to the work center being measured. Each Functional Account
and Functional Account Shred reported in the Activity Level
Title Card must have a Functional Account Card. Up to 50
separate functional account shreds may be entered for each
study. Lead Teams may desire to establish additive Func-
tional Account Shred(s) so that additive data may be recorded
in the DACS.

i

T lr,"r'yﬂ’ar R BT

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS

3 CARD 1-2 Enter F{ g
r| TRANSACTION E

. ACTION FILE 3 A - Add .
* MAINTENANCE D - Delete :
C - Change

' A delete action requires the
} completion of card columns

1 through 9 only. A delete
! : action will also delete the
' data on record for the Func-
tional Account/Workload Card
(F1). Change actions can be
taken on any item except the
b Functional Aczount and Shred.
To change a Functional Account,
L a delete and add action must
be completed since this is the
controlling item upon which
the computer bases its action.

| FUNCTIONAL 4-7 Enter the Functional Account to

| ACCOUNT be reported in the Activity Level
’ Title Card. Card columns 4,

S, and 6 must be numeric. Card
column 7 can be alpha or numeric.

I o= Ve o —m < » JO A TR SR .4- -
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CARD

DATA NAME COLUMNS SPECIAL INSTRUCTIONS
FUNCTIONAL 8-9 Enter the Functional Account
ACCOUNT SHRED Shred. This field may be

left blank.

FUNCTIONAL 11-28 Enter the abbreviated title
ACCOUNT of the Functional Account con-
ABBREVIATION tained in FUS00, AFM 300-4,

Volume XII.

FUNCTIONAL 29-46 Enter the abbreviated title
ACCOUNT of the Functional Account
SHRED Shred which describes the
ABBREVIATION function or additive cate-

gory which is being identified.

If there is an entry in card
columns 8 and 9, this field
must also be completed.

b. WORKLOAD FACTOR TITLE CARD. This card identifies
the title of the workload factor and work units applicable
to the work center being studied. As explained in paragraph
3.1.4, the DACS provides for the collection of historical
and actual workloads for each Workload Factor Number entered
in the system. The LTAS will perform correlation and regres-
sion analysis using the workload data entered in the DACS
Historical Workload Count Card (W4). Correlation and regres-
sion analysis using only actual workload data in the LTAS may
be obtained by assigning two separate Workload Factor Numbers
for each Workload Factor Title. For example, correlation and
regression analysis is desired using actual workload data for

the workload "Number of Tons Shipped". The WORDS should assign

a Workload Factor Number 01 to Number of Tons Shipped and a
Workload Factor Number 02 to Number of Tons Shipped - Actual.
Workload Factor Number 02 can then be used in the DACS to
enter an actual workload figure in the Historical Count Card
(W4), and thus have the LTAS use this record for correlation
and regression analysis. Other information such as personnel
assigned or personnel authorized can be recorded by identify-
ing each with a Workload Factor Number and Title. It may be
advisable to establish several extra Workload Factor Numbers
in a study in the event that some workload unit counts were

not taken into consideration in the WORDS.

I TR T T i e

e o e

———————————eeet SRR



AFM 25-212 1 December 1976

DATA NAME
CARD TRANSACTION

ACTION FILE
MAINTENANCE

SERIAL NUMBER

WORK SEQUENCE
NUMBER

CARD

COLUMNS

1-2
3

4-9

10-11

3-9

SPECIAL INSTRUCTIONS

Enter W1 (numeric one)

A - Add
C - Change
D - Delete

Leave blank on the initial
build action. After the
build action has been taken,
enter the appropriate Serial
Number as follows: When add-
ing, enter the Serial Number
of the line above. When
deleting or changing, enter
the Serial Number of the line
being deleted or changed.
Delete actions require com-
pletion only to card column
17.

Leave blank on initial build
unless there is more than one
card used to define the Work-
load Factor Title. After the
build action has been taken,
enter the '"SEQ" number assigned
by the computer, which appears
in the column before the Serial
Number on PCN SES515-121-XX,
"Standard Task § Workload
Description Register'. When
more than one card is being
added to define the title, an
ascending number is assigned
to each card. Example: Three
cards are required to define
the title of Workload Factor
#1. The Work Center Sequence
nunber of the first card would
be #1, the second card #2, the
third card #3.

R SR LR e L
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CARD

WORKLOAD FACTOR 16-17
NUMBER

WORKLOAD FACTOR 20-62
TITLE

SEQUENCE NUMBER 76-80

CARD

CARD TRANSACTION 1-2

ACTION FILE 3
MAINTENANCE

DATA NAME COLUMNS

DATA NAME COLUMNS

- - vy

AFM 25-212 1 December 1976

SPECIAL INSTRUCTIONS

Enter @#1 through 99 to identify
and control the individual
workload factors applicable

to the work center under study.
Workload Factor Numbers must

be numbered consecutively
beginning with @#1; or a miss-
ing Workload Factor error will
result in the WORDS Final Edit
List.

Enter the title of the Work-
load Factor. If necessary,
up to 99 continuation cards
may be used per workload fac-
tor number to provide a clear
workload title.

Use for the initial build

only, if desired, as explained
in the Sequence Number instruc-
tions for the Activity Level
Title Card.

c. FUNCTIONAL ACCOUNT/WORKLOAD CARD. This card matches
the workloads described in the Workload Factor Title Card that
are applicable to the functional accounts in the Functional
Account Card. Card entries are:

SPECIAL INSTRUCTIONS

Enter F1 (numeric 1)

A - Add
D - Delete

Change actions will not process
in this card. Workload Factors
may be revised by submitting a
delete action. Example: Work-
loads @1, #2, g3, P4, and #5
were put in for a Functional
Account Shred. It is desired

e M e L@ g e e AR .. 1nt
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i
CARD
DATA NAME COLUMNS SPECTAL TINSTRUCTIONS

v

B3
s
v

co delete factors @4 and PS5
only. A delete action should
be processed with 0405 in card
columns 10 through 13. Con-
versely, factors 06 and 07
may be added by entering @6
and #7 in card columns 10 to
13 with an add action.

FUNCTIONAL 4-7 Enter the Functional Account
ACCOUNT reported in the Functional
Account Card.
FUNCTIONAL 8-9 Enter the Functional Account ‘
ACCOUNT SHRED Shred reported in the Func-
tional Account Card.
WLF-NR 10-11 Enter the Workload Factor Num-
WLF-NR 12-13 bers assigned in columns 16 and
WLF-NR 14-15 17 of the Workload Factor Title
WLF-NR 16-17 Card, which are appropriate to
WLF-NR 18-19 each Functional Account or Shred
WLF-NR 20-21 shown in card columns 4 to 9 y
WLF-NR 22-23 above. Up to 26 different Work- :
WLF-NR 24-25 load Factor Numbers may be
WLF-NR 26-27 entered on one card. Additional
WLF-NR 28-29 cards may be used when more than
WLF-NR 30-31 26 Workload Factor Numbers are
WLF-NR 32-33 applicable to a Functional
WLF-NR 34-35 Account.
WLF-NR 36-37
WLF-NR 38-39
WLF-NR 40-41
WLF-NR 42-43
WLF-NR 44-45
WLF-NR 46-47
WLF-NR 48-49
WLF-NR 50-51
WLF-NR 52-53 ; ‘
WLF-NR 54-55 3 !
WLF-NR 56-57 . »
. WLF-NR 58-59
: WLE-NR 60-61
»
1 3
2
:
y.
&
SN -

— o m—pgy——




3-12 AFM 25-212 1 December 1976

d. ACTIVITY LEVEL TITLE CARD. This card contains the
titles of the basic categories, tasks, sub-tasks, elements, .
and sub-elements which are to be introduced into the system
for each Functional Account/Shred within a work center and
should follow the pattern of the category titles reflected
in AF Form 1110, Work Center Description. Slack variables
can be established just as any other category except that
the Title in card columns 20-49 will in some way identify it
as an extra category. See paragraph 3.1.3. These cards will
form the data base upon which all measurement statistics will
be collected by the Collection Teams in the Data Collection
Subsystem. Each category level within a Functional Account
should receive an 01 Card Transaction. Each task within a
Functional Account should receive an 02 Card Transaction, etc.
The system will assign the Line Number paragraphing based on
the sequential order of the input or in the order of the
assigned Sequence Numbers. All direct and indirect tasks for
a Functional Account/Shred must be grouped together. Dif-
ferent Functional Account/Shreds should not be interspersed
among each other or between direct and indirect tasks. A
review of paragraph 3.7.5 and Attachment 12 will aid in under-
standing the intent of this card file.

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS

CARD 1-2 Enter @1 for each category.

TRANSACTION Enter @#2 for each task.
Enter #3 for each sub-task.
Enter @#4 for each element.
Enter #5 for each sub-element.
Insure that all categories are
assigned @1, all tasks @2, etc.
Proper paragraphing will result !
by maintaining proper sequence ]
either by the use of Sequence
Numbers described below or by ;
manually maintaining the proper {
card sequence for the initial ;
processing.

ACTION FILE 3 A - Add
MAINTENANCE D - Delete ‘ !
C - Change

e — .




AFM 25-212
CARD
DATA NAME COLUMNS
SERIAL NUMBER 4-9

1 December 1976

3-13

SPECTAL INSTRUCTIONS

The initial build will be made
with "A" actions. Subsequent
delete actions are required to
be completed only to card col-
umn 9. Once study initiators
and terminators have been
entered in the file, an add
action cannot be taken immedi-
ately following the study
initiator or terminator. How-
ever, the desired action can

be taken by changing the first
Serial Number following the
initiator or terminator to what
is desired to be reflected on
the first line and adding to
the subsequent line what was
originally on the first line;
or, by resubmitting the cards
for another build action. A
"change" action will not change
a Functional Account or cate-
gory. Functional Accounts may
be revised by the submission of
a delete action and an add
action, or by the submission

of a Master Control Card. Cate-
gories are also changed by a
delete action and an add action.

Leave blank on the initial file
build. Serial Numbers are
assigned by the computer based
on the initial sequencing of
cards by manual means or by the
use of the Sequence Number.
After the initial build has
occurred, the Serial Number
becomes the base upon which add,
delete, or change actions are
taken. To add a line after the
initial build, use the Serial
Number of the line just before
the location that the added line
is to appear. When adding more

fra b 'ﬂﬂﬂ%m,gj R
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DATA NAME

ASSOCIATED WORK-
LOAD FACTOR
NUMBER

FUNCTIONAL
ACCOUNT

CARD

COLUMNS

10-11

12-15

AFM 25-212 1 December 1976

SPECTAL INSTRUCTIONS

than one line under a Serial
Number, either (1) use the same
Serial Number for all entries,
or (2) enter the Serial Number
on the first add card of the
group and manually place the
cards in back of the add card
containing the serial number.
In either case, assign a
sequence number in card column
76 through 80 to depict the
order in which lines are to
appear. A sequence number in
card columns 76 to 80 must also
be assigned to all update add
actions.

Use the Workload Factor Number
assigned in the Workload Factor
Title Card which is applicable
to the individual category 1level
that is being defined in this
card. Leave blank if not appli-
cable. The association of a
workload factor with a category
level has the result of provid-
ing the correlation of the spec-
ified workload factor with the
associated category level man-
hours in the initial run of the
LTAS. However, such correla-
tion may be obtained for any
workload factor entered into

the system by exercising request
options after the LTAS initial
run.

Use the Functional Account
defined in AFM 300-4, Vol XII,
FU500 that is applicable to the
work center being studied.

Each Functional Account used
must be defined in a Functional
Account Card.

2] _.F'ﬂt_s,'\-’_:'f TNpA % - TN, FVIEN
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3-15

SPECTAL INSTRUCTIONS

Use a 2-character code which
further defines a Functional
Account or work center. This
entry is also used to identify
additive categories, if required,
by assigning an arbitrary 2-
character code which will dis-
tinguish the account from the
Each shred is considered
a separate Functional Account
and must begin with an #1 cate-
gory identification in card col-
umns 1 and 2. The field can be

Leave blank for a multiple point
Use one of the follow-
ing for a single point standard:
This indicates that
the workload factors are not
expected to show a direct rela-
tionship to categories. V -
This indicates that
there is a direct relationship
between the workload factor and
the category. P - personnel
This indicates that
there is no direct relationship
between workload factors and
category; however, the total
manhours are related to total
fixed and variable manhours in
the work center. The use of this
field is optional. However, if
it is not used for single point
standards, the system will not
provide fixed, variable, or
personnel -generated manhours
applicable to each category.

Each line must have one of the
D - for direct cate-
gory through sub-element, or I -
for indirect category through

AFM 25-212 1 December 1976
CARD
DATA NAME COLUMNS
FUNCTIONAL 16-17
ACCOUNT
SHRED
others.
blank.
STANDARD 18
TYPE standard.
F - fixed.
variable.
generated.
WORK CATEGORY 19
following:
&‘_
&
: ARRTA—
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CARD
DATA NAME COLUMNS
TITLE 20-49

SEQUENCE NUMBER 76-80

AFM 25-212 1 December 1976

SPECIAL INSTRUCTIONS

sub-element. All direct cate-
gories must be listed first
within a Functional Account
followed by the indirect cate-
gories. The system will add
the following indirect non-
productive categories at the
end of each Functional Account:
nonavailable, unavuidable
delay, personal/rest and idle
when the first update action is
taken.

Assign a descriptive title to
all categories. Only one 30-
character line in permitted
for each category. Therefore,
titles must be clear but con-
cise.

The assignment of Sequence Num- i
bers is optional. 1If used,

enter #@@P#1 through 99999 in the
order in which the paragraphing
structure is to appear on the
Standard Task § Workload Descrip-
tion Register and the Work Center
Description List. Numbering

must begin with the Workload
Factor Title Card and continue

on through the Activity Level
Title Cards. No other input
cards reccive a Sequence Number.
Sequential order may also be
maintained by preparing the AF
Form 1530 in proper order and
maintaining this order until

the cards are processed into the
system. The first time the cards
are read into the system, the
Sequence Number loses its iden-
tity to the Serial Number
assigned by the computer. If one
card has a Sequence Number, all

- bk T > > " o
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CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS

Workload Factor Title Cards and
Activity Level Title Cards must
be numbered from P@@P1 through
99999. Should you elect not to
use Sequence Numbers, the field
must be left blank on all cards.
If for some reason sequential
order is disrupted to a large
degree, it is more advantageous
to resubmit cards in their
proper order in a new build
action rather than take correc-
tive action by means of add,
delete, and change actions.
Sequence numbers must also be
assigned to all update add trans-
actions. If only one line is
being added under a serial num-
ber, enter #@PP1 in card columns
76 to 80. If more than one line
is being added under a specific
serial number, number in sequen-
tial order. Example: Three
tasks are to be added under
Serial Number @#@@ll. All three
entries would be coded with Card
Transaction @2, Serial Number
#8d11. The line which is to
appear first is coded with
Sequence Number @@@@l in card
columns 76 to 80; the second
line receives @#@@pPp2 and the
third line @9983.

e. LOCATION CARD. A Location Card is to be prepared
for each installation whose work center or function is to
be studied. A maximum of 40 Location Cards may be submitted
for each work center study. The data to be punched in each

card are:
CARD

. DATA NAME COLUMNS SPECIAL INSTRUCTIONS
i
; CARD IDENTITY 1 Enter C.
b
S 4
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DATA NAME
ACTION FILE

MAINTENANCE

PERSONNEL
ACCOUNTING
SYMBOL
NUMBER

OPERATING
COMMAND

INSTALLATION
LOCATION
NAME

ORGANIZATION
NUMBER

CARD

COLUMNS

AFM 25-212 1 December 1976

SPECIAL INSTRUCTIONS

8-10

11-27

28-31

A - Add
D - Delete
C - Change

Use an "A" in the initial build
or when adding a new Personnel
Accounting Symbol (PAS) Number
in an update action. A '"D"
action, completed to card col-
umn 7, will delete the entire
line. Use a '"C" action to
change any element of informa-
tion except the Personnel
Accounting Symbol Number. The
PAS Number can be changed only
by delete and add actions since
the PAS is the controlling item
upon which the computer bases
its action.

Enter the PAS Number of the
unit being studied. The PAS
Number may be obtained from the
PAS monitor in the CBPO, or
from the PAS Directory. The
last four characters of the
8-character PAS Number shown

in the PAS Directory should be
used.

Enter the Operating Command
of the unit being studied, such
as TAC, SAC.

The Installation Location Name
is limited to 17 characters.
More than 17 characters will
result in an error condition.

Enter the four numeric desig-
nation assigned to the organi-
zation under study, if appro-
priate. Begin entries in card

}
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CARD 3
DATA NAME COLUMNS SPECIAL INSTRUCTIONS -
column 28; unused spaces may é
be left blank. E
ORGANIZATION 32-34 Enter the appropriate Organi- f
KIND zation Kind such as LOG, SUP, £
etc., in accordance with OR265, ;
AFM 300-4, Volume XII. ¥
ORGANTZATION 35-36 Enter the appropriate Organiza-
TYPE tion Type such as WG, DT, etc.,

in accordance with OR293, AFM
300-4, Volume XII.

f. WORDS PARAMETER CARD. This card establishes the
study parameters for each Functional Account/Shred that is
to be used by the Collection Team in the Data Collection Sub-
system. A WORDS Parameter Card must be submitted for each
Functional Account/Shred established in the WORDS, or the
system will reject the attempt to process the data to the

Collection METs.

A similar parameter card is also prescribed

for use in the Data Collection Subsystem to be used only when
Lead Team approval is obtained by Collection METs. The pre-
determined factors described below are written into the pro-
gram and will be used unless other factors are specified.
Each Functional Account and Shred requires a WORDS Parameter
Card prepared as follows:

DATA NAME

CARD
COLUMNS

SPECIAL INSTRUCTIONS

:
%
*
#
5
i
3
4
¥
Ry

%

CARD TRANSACTION 1-2 Enter §$I.

ACTION FILE 3 A - Add

MAINTENANCE D - Delete
Only one WORDS Parameter Card
can be deleted during each
update action.

SERIAL NUMBER 4-9 Must be zero filled.
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3-20

DATA NAME

FUNCTIONAL
ACCOUNT

FUNCTIONAL
ACCOUNT
SHRED

AVAILABLE
TIME

PERSONAL AND
REST ALLOWANCE
FACTOR

ACCURACY

FREQUENCY OF
PERFORMANCE

CARD
COLUMNS

AFM 25-212 1 December 1976

SPECTIAL INSTRUCTIONS

10-13

14-15

17-19

21-24

26

28

o i e

o ——————— R

Enter the Functional Account
for which the parameters are
being established.

Enter the Functional Account
Shred for which the parameters
are being established.

Enter the number of hours
available to the work center
each month. 1If left blank,
144 will be assumed.

Enter the Personal Rest
Allowance Factors to be used,
expressed to three decimal
places. The decimal is assumed
and is not to be entered in the
card. A factor must be more
than 1.9f9 and less than 1.5p0.
If left blank, 1.116 is assumed.

Enter the degree (1 to 9) of
accuracy required in work sam-
pling reports. If no value is
supplied, 3% is assumed.

Enter one of the following to
indicate frequency of operation.
If no value is supplied, 1 (a
5-day workweek) will be assumed.
This data is used to compute the
adjustment factor for work sam-
pling data.

1 for 5-day workweek
2 for 5 1/2-day workweek
3 for 6-day workweek
4 for 6 1/2-day workweek
5 for 7-day workweek

M R AR T -
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AFM 25-212 1 December 1976 3-21
CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
NUMBER OF 31-32 Enter the Number of Sampling
SAMPLING Days included in the study.
DAYS 1f no value is supplied, 21

is assumed. This entry is for
information only. The DACS
will compute and use the Num-
ber of Sampling Days for which
the Collection Team provided
work sampling input.

g. WORDS CONTROL CARD. A control card is required for
each batch of input to be processed. It is to be placed in
front of all other input transactions when submitting the
input card deck to the Data Processing Installation. The
purpose of the WORDS Control Card is to provide instructions
on the type of action to be taken and to describe the file
that is to be updated. The first input processing of a work
center will always be a file build. Subsequent changes to
the file build are to be processed as update actions. Build
and update actions cannot be taken at the same time. There
is no limit as to the number of individual update actions
which may be taken. When build or update transactions are
processed, the Standard Task § Workload Description Register,
PCN SE515-121, and the Work Center Description List, PCN
SES515-151, are automatically provided. If it is desired to
obtain these listings without update actions, this control
card provides the means to do so. The WORDS Control Card

format is:

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
CARD TRANSCRIPT 1-2 Enter §C.
OPTION KEY 1 10 Enter one of the following in
card column 10. If a second
OPTION KEY 2 15 option is being requested, enter
it in card column 15; and the
OPTION KEY 3 20 third option, in card column 20:
B for Build
U for Update
EERERNSS S st O A SRS, YR K o . e cm——
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CARD
DATA NAME COLUMNS SPECTAL INSTRUCTIONS

R for Standard Task & Workload
Description Register, PCN
SE515-121.

D for Work Center Description,
PCN SES515-151.

W for Workload Factor Descrip-

tion only, which is part of the .
Standard Task § Workload Descrip- 3
tion Register, PCN SES515-121. :

IN-STUDY 25-26 In the first build action, enter

IDENTIFIER two characters to identify the
file being established. Lead
teams should establish unique
In-Study Identifiers for each
individual study they are per-
forming in order that the Data
Processing Installation may
distinguish one file from the
other. For subsequent update
actions, enter the Study Iden-
tifier against which update
action is taken. This Study
Identifier will appear as the
last two characters of the PCN
number in the most recent out-
puts.

e Y TR 3 e, AR Soge SO+

OUT-STUDY 27-28 This field may be left blank
IDENTIFIER unless it is desired to change

the identity of the file, in
which case, the desired 2-
character identification should
be entered. When this field is
left blank, the system assumes
that the Out-Study Identifier
is the same as the In-Study
Identifier entered in card col-
umns 25 and 26 above.
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h. STUDY INITIATOR AND TERMINATOR CARDS. These cards
are entered into the svstem to identify the Functional
Account/Shreds which will be mcasured by work sampling, time
study and/or operational audit. Since work sampling data
are collected at the catecgory level only, no further data
i collection boundaries beyond Functional Account are required.

The system will select only the categories within a Functional
Account and produce worksheets at category level. Opera-
i tional audit and time study techniques require the collec-

tion of data at the very lowest category established; there-
fore, it is necessary to further specify the beginning and
ending points for data collection purposes. This is accom-
plished through the assignment of operational audit and time
study data collection initiators and terminators, in addi-
tion to study initiators and terminators. Each Functional
Account must therefore have appropriate study initiators
at the beginning of each Functional Account and appropriate
terminators at the end of each Functional Account. In addi-
tion, operational audit and time study must have data collec-
tion initiators and terminators within each Functional Account.
The card format is:

SR RO TITO-APE O

CARD
DATA NAME COLUMNS SPECTAL INSTRUCTIONS
CARD TRANSACTION 1-2 Enter 20 for a Work Sampling

Study Initiator Card.

Enter 29 for a Work Sampling
Study Terminator Card.

Enter 30 for a Time Study
Initiator Card.

Enter 39 for a Time Study
Terminator Card.

Enter 31 for a Time Study

Data Collection Initiator Card.
Enter 38 for a Time Study Data
Collection Terminator Card.
Enter 40 for an Operational
Audit Study Initiator Card.
Enter 49 for an Operational
Audit Study Terminator Card.
Enter 41 for an Operational
Audit Data Collection Initiator
Card.

Enter 48 for an Operational
Audit Data Collection Terminator
Card.

A SR e m e
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CARD |
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
ACTION FILE 3 A - Add
MAINTENANCE D - Delete
SERIAL NUMBER 4-9 The initiator Serial Numbers

should be the Serial Number
appearing above the line where
the initiator is to begin.
Terminator Serial Numbers are
Serial Numbers which appear

on the line where the termina-
tor is to end.

P

i. OPERATIONAL AUDIT PARAMETER CARD. This card provides
the Lead Team with the ability to enter pre-established stan-
dard per accomplishment times or frequencies to be used by
the Collection Team in the DACS. These times or frequencies
will appear on the operational audit worksheets furnished
the Collection Teams at the beginning of a study. The pre-
established times and frequencies will not be activated in
DACS until an operational audit transaction is submitted by :
the Collection Team for a specific Serial Number. Operational :
Audit Study Initiators and Terminators must be entered into
the system prior to or at the same time the Operational Audit
Parameter Card is used.

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
CARD TRANSACTION 1-2 Enter 42.
ACTION FILE 3 A - Add
MAINTENANCE C - Change
D - Delete .
SERIAL NUMBER 4-9 Enter the Serial Number of the :
line to which it is desired to
add a pre-established frequency
or time. The Standard Task §
Workload Description Register

will indicate the pre-established
values immediately below the

line to which the pre-established
values are applicable. There-
fore, when changes or delete
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CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS ¥
actions are taken, the serial ?
L number should be that shown on ‘
ﬁ the line immediately above the '
pre-established values.
b OPERATIONAL AUDIT 11-15 Enter the pre-established fre- :
_ FREQUENCY quency that is the number of

times an activity is performed
in accordance with the frequency
which is entered in card column
17. One decimal place is
allowed. Example: @@#@5¢ would
be entered for a task performed
five times.

N

FREQUENCY OF 17 Enter one of the codes to indi-
PERFORMANCE cate the frequency of the activ-
ity performance reported in card
columns 11 to 15 above.

1 for vaily - 5-day workweek
2 for Daily - 5 1/2-day workweek
3 for Daily - 6-day workweek
4 for Daily - 6 1/2-day workweek
5 for Daily - 7-day workweek
W for Weekly
M for Monthly
Q for Quarterly
Y for Yearly
MANHOURS ALLOWED 20-25 Enter the pre-established
PER ACCOMPLISH- allowed manhours per accomplish-
MENT ment, three decimal places are

allowed. Example: It takes one
hour to accomplish a task; entry
would read "@g@1@#@@" in card
columns 20 to 25.

]
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j. MASTER CONTROL CARD.

AFM 25-212 1 December 1976

The Master Control Card may

be used when it is necessary to change Functional Account/
Shreds or direct and indirect designations for categories.
Once a Master Control Card is initiated, appropriate “'M"
actions must be continued to the end of the Serial Numbers
reflected in the Standard Task § Workload Description Regis-
ter, even though the remaining data does not require a change.
The break in start and stop Serial Numbers will occur between
Functional Accounts and direct and indirect categories within
a Functional Account.

DATA NAME
CARD IDENTITY

START SERTAL
NUMBER

STOP SERTAL
NUMBER

FUNCTIONAL
ACCOUNT

FUNCTIONAL
ACCOUNT SHRED

CATEGORY

CARD

COLUMNS

SPECIAL INSTRUCTIONS

+
F3

4-9

10-15

16-19

20-21

22

Enter M.

Enter the Serial Number of the
line where the action is to
begin. Serial Numbers are
found in the Standard Task §
Workload Description Register,
PCN SES515-121-XX.

Enter the Serial Number reflected
in the Standard Task § Workload
Description Register where it is
desired to stop. The subsequent
Start Serial Number should be

the number following the Stop
Serial Number used.

Enter the Functional Account
which you want to appear on
the subsequent listing.

Enter the Functional Account
Shred which you want to appear
on the subsequent listing.

D for direct

I for indirect

which you want to appear on the
subsequent listing.

Enter:

Netipsm

:
4
:
K
i
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k. WORDS SPECIAL DELETE CARD. The WORDS Special Delete
Card is used to delete a volume of records from the Standard
Task § Workload Description Register.

CARD
DATA NAME COLUMNS SPECTAL INSTRUCTIONS
CARD IDENTITY 1 Enter Z.
START SERTAL 4-9 Enter the Serial Number appear-
NUMBER ing on the line where the
delete action is to begin.
STOP SERIAL 10-15 Enter the Serial Number of the
NUMBER last record which is to be

deleted.

3.4.2 ADDRESS EXTRACT CARD FILE, PCN SE515-830. This file
consists of two card types, the Identity Card and the Address
Extract Card. The purpose of the file is to prepare for the
WORDS file for transmission to the Collection METs.

a. IDENTITY CARD. One Identity Card must be prepared
and must be placed in front of the Address Extract Cards.
This Identity Card provides the Data Processing Installation
with the identification of the basic file which is to be used

to select the appropriate Functional Account data to be trans-

mitted to each Collection MET:

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
CARD TRANSACTION 1-2 Enter 1ID.
IN STUDY 4-5 Enter the Study Identifier which
IDENTIFIER identifies the tape file which

is to be used to select the
Functional Account data for
transmission to the Collection
METs. This number should be

the same as the last Out-Study
Identifier assigned, which is
reflected as the last two char-
acters of the PCN in the Stan-
dard Task § Workload Description
Register, PCN SE515-121-XX.

g
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b. ADDRESS EXTRACT CARD. The purpose of this card is
to associate the PAS Number and Functional Accounts of the
activities to be studied with the MET that will perform the
data collection phase (covered in Chapter 4) for that specific
PAS; and to create an Address File, PCN SE515-912, which is
the tape that will be transmitted to each MET. A separate
card is prepared for each Functional Account/Shred appropri: .
to each PAS as follows:

CARD

DATA NAME COLUMNS SPECIAL INSTRUCTIONS
CARD IDENTITY 1 Enter X.
PAS NUMBER 2-5 Enter the PAS Number indicated

in the Location Card.
FUNCTIONAL 6-9 Enter the Functional Account.
ACCOUNT
FUNCTIONAL 10-11 Enter the Functional Account
ACCOUNT SHRED Shred.
INPUT KEY 19-20 Enter a 2-digit number for each

MET. The assignment of numbers

is left to the discretion of the
Lead Team. Each Collection MET

should be advised of their input
key number which is required for
the preparation of the MET Iden-
tity Card explained below.

3.4.3 MET IDENTITY FILE, PCN SE515-840. This file acts as

an interface between WORDS and DACS. The Collection METs

will prepare the MET Identity Card to obtain the output prod-
ucts described in paragraph 4.4.1 of Chapter 4. Lead Teams
may elect to obtain a copy of these outputs so that a record
of Serial Numbers are available for reference should questions
arise in the Data Collection Subsystem. This may be done by
forwarding an MET Identity Card for those bases for which
outputs are desired, prior to instructing the Data Processing
Installation to forward the tapes to the addresses provided

to them for each Input Key. It is unnecessary
outputs for all bases since the Serial Numbers
only when applicable Functional Account/Shreds
base. For example: The Address Extract Cards
Bases A and B will collect data for Functional

to request
will change
change for a
specified that
Account/Shreds
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2510, 2511, and 251301. Base C will collect for 2510 and
251301, Base D will collect for 2511 and 251301. The
outputs for Bases A and B will reflect the same Serial Num-
bers for each category. Output Serial Numbers for Base C
may differ from A, B, or D. Output Serial Numbers for
Base D may be different than A, B, or C. The MET Identity
Card is prepared as follows:

CARD

DATA NAME COLUMNS SPECIAL INSTRUCTIONS

INPUT KEY 1-2 Enter the Input Key number
established in card columns
19 and 20 of the Address
Extract Card. This field
is numeric.

CARD IDENTITY 3 Enter X.

OUT STUDY 4-5 Collection Teams will enter

IDENTIFIER the 2-character designation

to be assigned to the file.

3.5 SAMPLE INPUT. Figure 3-1 contains several illustrations
of how Punch Card Transcript forms are to be completed for
keypunching of card input.

a. Card input is contained in three input files
described above; namely: (1) the Description Input Card
File, PCN SE515-810, consisting of 20 different types of
card inputs, described in paragraph 3.4.1, (2) the Address
Extract Card, PCN SES515-820, consisting of two card types,
described in paragraph 3.4.2, and (3) the MET Identity
File, PCN SE515-840, consisting of one card type. Figure
3-2 illustrates the assembly of cards for the first build
action processing. The WORDS Control Card must be the first
transaction card in the deck. When keypunched cards are
ready to send to the Data Processing Installation for process-
ing, the PCN will be written clearly on the front of the
deck and the cards forwarded to the Data Processing Installa-
tion together with any other requests for computer service
that the Data Processing Installation may require. Verbal
contact should be made with the BMEDS System Monitor at the
servicing Data Processing Installation to establish local
procedures for BMEDS processing.
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01-05 Activity
Level Title Card
W1 Workload
Factor Title Card
F1 Functiona] Ac-
count/Workload Card
F@ Functional
Account Card

C Location
Card

$1 WORDS Parameter
Card
$C - (Build)
WORDS Control
Card
PCN SEST5-8T0 -

Description Input
Card File

Figure 3-2. Build Actions.

b. The build action will create a file and produce output products
against which update actions may be taken. Each update submission will
create a new file and produce new outputs. Each update file is identi-
fied by a Study Identifier and date. In addition, the update/report
tape number is shown in the upper right of each page of the Standard Task
and Workload Description Register, PCN SE515-121. The Study Identifier
is that shown in the In-Study Identifier field of the WORDS Control Card.
It is Data Processing Installation standard practice to update the most

recent file processed; therefore, the Lead Team is not required to fur= —---——~-—-—-- 51

nish a date or tape number unless a file other than the most recent one
is to be updated. If such is the case, the Data Processing Installation
Monitor should be contacted to determine the method locally used for
providing special instructions. The date of processing is reflected in
the upper left of each printed output. An Qut-Study Identifier appears
in the upper right and lower left of each output page as the last two
characters of the PCN. This becomes the In-Study Identifier for the
subsequent update. Update actions may contain any or all of the trans-
action types shown in Figure 3-3, PCN SE515-810 will be written clearly
on the front of the deck. The WOR