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OPTIONAL FORM NO. 10
5010-104

UNITED STATES GOVERNMENT ; 53
Memorandum I

TO : Mr. Kato DATE: 12/11/70

0
FROM Charles A. Schmltzxﬁy,

SUBJECT:  COkinawa Reversion: SCFA labor

Re: "Section XV. CIVILIAN PERSCNNiL", Colonel Jacobson informs the
Embassy as tollows: The yardstick codes indicate a varying ratio depending
upon the function being performed. <+or example, in the civilian pay office
you may have as few as 15 people servicing 5500 accounts or individuals while
in the personnel office you may have 50 people servicing 5000 or 4 serving
300, 1 am advised that the overall average is 1 to 110. The actual ratios
of on-the-job personnel in Okinawa to employees being serviced is as follows:
Army: one personnel office employee for 109 records of individuals being
administered; Navy/ilarine Corps: one personnel office employee for 115 rec-
ords or individuals being administered; Air Force: one personnel office’

employee for 110 records cr individuals being administered.

REPRESENTATIVE OF THE COMMANDER IN CHIEF PACIFIC
IN THE RYUKYUS
JOINT SERVICES LABOR COMMITTEE
APO SAN FRANCIS(]:O 96331

RIJC-L ; il
: Il

j);
|

SUBJECT: Summary of Cost per Local National Employee

7 December 1970

- ‘
1. Okinawa LN payroll cost - per LN perimonth - average $l.517.

LN Pay Pers  Cost othe’ix Operation

Service Accts Cost than lab"o# Support Total

US Army 1435  1.247 0.0T ; ‘ (0.22)*  $1.538

USAF 3346 1193  0.194 | k 0.151 $1.538

USN . 43 0.910 0.040 | { 0382 $1.332

USMC 2352 1.500  0.03l ’f (0.22)* $1. 751

ORE 2167 0.700 0.290 | Incl in $0. 990
Other cost

*Support operation cost not provided - $0.22 established by Subcommittee

- No 7 as average Service wide operations support cost.

NOTE: Centralization of US Forces payroll functions into USG owned com-
puter (no machine rental) is anticipated to reduce payroll costs by $0.60
per account/month. Thus, the $1.57 average figure will reduce to appro-
xXimately $0.97.

2. Personnel administrative costs on Okinawa (19'70) are as follows. Average
total cost $5.07. .
/i

Service Total Cost US Personnel LN Personnel
USA $4.70 2.63 2.07

USAF $5.95 3.60 2.35
USN/MC  $4.67 2.54 2.13

ORE NOT REQUESTED




v ~ . am 20-551 ‘ 12 November 1963
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Section XV. CIVILIAN PERSONNEL—Continued ‘ -
RIJC-L 7 December 1970 ' L -~ - N
SUBJECT: Summary of Cost per Local National Employee Y“dmd‘ Codo 851-150: Civilian Personnel 3
. Clvilian population served. .....coeueeconenancn 200 800 1500 l 000 ' 8000 g

3. USFJ Administrative cost over and above MLC provisional fee.
Average cost for all Services per LN per month is $4.5775.

¥ . ? n ul ® /

SOexa )
.

Interval Rate.........nennenena..n 018 .01t l <0003 . 009
4. The current MLC provisional fee (based on 1967, the latest settled
figure) 18 $4. 3:?- Historically the provisional fee has l?een adjusted o Personnel authorized under this yardstick represents the total personnel allowance for the functions .
at the time of final settlement $0.35 to $0.50. Averaging these latter _ . shown below. Stafing tables for these funclions are indicated in parentheses. N b
figures and using straight line pro;egtlons the final fees for 1968, 1969 Office of Civilian Personnel Officer Vi (Tublo 551-151) , i
and 1970 will approximate the following: ' , , Personnel Management Assistance P (Table 551-152) . _ .
Position snd Pay Management o - (Table 551-153) ‘
MLC Final Fee Employment and Services L (Table 551~154)
1967 - $4.33 ‘ Training and Development L (Table 551-155)
1968 - $ 4.33 + $0. 43 = $ 4.76 A ) .).vou, :Local'apprnisal may be necessary to dc_tcrminc persom‘lel requirem;cnts for such factors as: servicing tenant
_ & itics; dispersion of the civilian workforce; serving on local or joint boards'and committees; operation of career pro- [
1969 - $4. 76 + $0. 43 = $5. 19 groms for functions other than civilian personnel; reactivation or rapid expansion of an installation; significant reductions . . b
1970 - $5.19 +$0.43 = $5.62 ’ in f(;‘roe b:cw:cd of;:e clo;t.nres and transfer of functions; and the performance of functions which are not included in the b
' ' work performed statemen Lo ) S
. . _ Table 561-151: Office of Civilian Personnel Officer ,
5. Cost comparisons are as follows based on 1970 costs and estimates. : bt : ‘ . i
| ‘ N _ Yardatick code 861-141 A : : ‘
\ Jagan v . Line 'Duty position or job title cllléilgn .‘3‘.3%’3. Qrade Im"m . L
| ctegory |11 S
MLC Administrative Fee $5' 62 ) ' ' 1 | PERBONNEL OFFICER._..__... ...l as I ; ; 200 |eeeeenennn o ‘
USFJ Costs -~ $4.58 o 2 |[FCRETARY sTENO.... " | o8 AT RELTY E
TOTAL ~ ¢$10.20 R : o R 51 K °
. Nole 1. Personnel allowance is included in the joint yardstick which‘bx?'ewdes this table. Positions shown here
Okinawa ‘ iindicate the type of personnel which may be required. ' o o
. —_— . Note 2. Workload data in terms of strength of Civilian Persunnel Section (Yardstick Codes 551-152 through 551~ o
. . : . : 155) should be recorded in Schedule X, :
Administrative Fee ' $0. 00 ’ » : . Vork Performed. Advises commanding officer and staff on all matters pertaining to civilian personnel administra- b
USFO Costs $6. 64 tic... .Acts for the commanding officer in developing activity civilian personnel policy, and in planning, programing, L
exccuting, and evaluating a comprehensive civilian personnel program, in accordance with Department of the Arm o
TOTAL 6 64 At . ! 8T ’ P rmy, i -
$ R : Cw‘xl Scr\?co Comn‘ﬁsaxon, and othér applicable rules, regulations, and procedures in the areas of recruitment, placement, ’ BDANE
' an’ ‘lect])on; position m;;l pay ngmagement ; training and development; equal employment opportunity; and relationships ft .
\ : wi... cmployee organizations. Other arcas of responsibility include mobilization planning; utilization of women, elder o
JO%NA“ZS%%AL glg ' 22 : < :ortl;ef © ta'nd tlhe hnndi“pt’ed‘ t{is;;ip}ine and grievances; employee services and working conditions; informing employees; SR
. articipation in community relations programs; personnel actions, records, and reports; leave; counselling; financial b
DIFFERENCE $ 3.56 us{stfnn(':e; and career management. Supervises and directs the provision of. central civili;m personnel servic'ea for the .. b
:ﬁgvt];i'fm i:;iﬁlzigni;t:e::i;n oti l:f:]' r_cgul;toxg, and g;owdunl co;;trols eatlat;Iiahed within the Federal personnel system; K E§7
" Di : TP b : : ausistance on effective civilian personnel management to all levels of management and super~ o
- Difference when centralized payroll system is installed (reduction of . vision. o - ge Pe b
approximately $0.60) _ . Pertinent Publications. AR 10-20; Civilian Personnel Procedures MT““ No. 1. : , . - f
i '
JAPAN TOTAL $10.20 ans
OKINAWA TOTAL $6.04 ' ) [
DIFFERENCE $4.16 B ' EE g
."l.K ". .
/ ‘ '
A N
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- c 12, Pam éo-am R 26 December 1968 . '« T
L4 .

!
| N
< . Table 551~102.2; Military Pay—Continued . y -
@ b. Military pay voucher cé:n;mtution (PPMP and Army Rescrve persounel ordered to active duty for training). B 4 8 December 1970
Military pay vouchers and other -
individual panyments puted ¢ 1120 | 2800 | 8400] 14,000] 20,000
" Yardatick Code :
Y sbl-102,22¢ Manpower Requirement .ovoooeeeee| 2 3 15 25 3% ; : R UAN GEN AL S EDU (RGS)
Interval Rate J 018 | 0012 .oou] 0017 K '
*The allowance derived from this yardstick is to be combined with that derived from Yardstick 551-102.21 . * | .gw ARMY AIR FORCE NAVY/ MC B ORE - TOTAL
above for stafling the total military pay function. . o N . : : ‘ )
. .9 . - ’ . i . .
#*Totul of all military pay vouchers and other individual payments computed for permanent party mllitary. . il 1 4 1 ‘ 0 ) 0 5
: personncl and Army Reserve personnel ordered to active duty for training. o : T ! ‘ ‘ : : ,
o - Pertinent Publications. DODPM (DOD Mil Pay & Allowances Entitlements Manual). AR 37-101 and AR H 2 437 79 S 79 680 1268
. 87-104-2. . . : . i . : o .
¢ . . i H \ i
. * o i : .
. . E N ‘- ‘- o ! l I ' . : "‘ . . . .
l Manpower Requirement ... l ‘ l 10| 2] [ S L 3 - 1852 535 ; 566 . 318 32171
-0t s T : 1 .
- v i . i . : : ’
E b 4 912 418 Il 356 216 1902
Military positions se .. . i o i
’ MOS §§ Number of positions Cloilian positions i | ‘, i
_Jdne Duty position title BR | code | Grade] & Job title Code N I ! : 5 551 . 124 v ", | 133 111 o : 919
1 | MIL PAY SUPV ........._..| NC|13Ct0] E-7 C | | e 1 1 1} MIL PAY SUPV GS-343 ¢ ; | ;l B S
2 |[MILPAY SUPY .| NC]13C40}] E-6] © [.... V| e | e | ——.| MIL PAY SUPV _____|GS-345 o , I .
8 | MIL PAY SUPV __. | Nc|racw| EBs| ¢ | | e | 2 ] MIL PAY SUPV _ . | GS-s4s o 6 79 52 il 36 - 45 212
4 | Sk PAY SPECIALIST ... _..|73c20] E5| © 2 5 12 22 35| MIL PAY CLERK ... | GS-545 ‘L | .
& | PAY SPECIALIST .........| ___|73C20| E—4 ] 1 ‘ 12 22 34} MIL PAY CLERK ... |GS-345 : f 7 949 n , {x 39 , 62 414

t .
Note. Stafiing table indicates appropriate stafling at various- manpower requirement levels. Proper grade of

om, €Nlisted positions at levels other than those shown should be determined by refcrence to AR 611-201 and con- =~ __.° = 8 9 i } 4 i 2 .
£ . L : | 12 { 1 : 21 56
. sideration of local orgamizational structure. R i }
‘ o | . 9 133 22 133 25 213
Tcble 551-102.8: Civilian Pay / » o ‘ ' i b : : . .
S . . ik
Work Performed. Processes vouchers for civilian pay and maintains individual carnings and deductions rec- i 10 2 ' 3 f 2 1 18
ords. Receives and codes personnel action documents and time and attendance repuris. Compu'2s and posts . ; C '
earnings and dnductions to individual earning records. Maintzins payroll control registers and individual leave ) : 11 67 17 b 5 8 97
records. Maintains and when required closes and forwards individual retirement records. Prepares and certi- ‘L g i i‘ i o
s quarterly and annual Civil Service retirement reports, Prepares statements of cumulative earnings and de- . S C R
ductions, bond schedules, and tax statements. Prepares special rgc:ords and reports in connection with separated ' - - 12 10 0 .! f 0 8 18
employces. il S ; ' il , '
‘ . , ; 13 2 0 o0 9 1
Accounts Serviced 500 | 2000 | 3500 | 6500 / . , o - : } ..
Y‘;:::"‘:’.?d' | Manpower Requirement e | 2 s 10| 1 't LT ' | , | ‘
Interval Rate [00er T047 ] “ors | | L TOTAL 4303 1331 || 1256 1514 8404
n rma Vo ‘ i ! . C
' 5 ;)‘ o : ‘ : L
Military positions e o ' P!
&ae - . Civilian positions !
0s ? !
Line Duty position title BR ’:‘od? Grads 52 Numbef‘ °} positions Job title Code . ) i
1 | CIVILIAN PAY SUPV ___| NC|73c40| E-6] o¢C |__. 1 1 1 .| PAYROUL SUPV ___.| GS-544 . o -
2 | SR CIV PAY S§P —-|73C20 | E-p o] 1 2 4 € || PAYROLL CLERK .._| Gs-54¢ ’ ; ' DR
s |avrayse . —|mc| B4| o 1 e | l¢ ¢ |-—— | PAYROLL CLFRK ___| GS-544 : _ _ S
¢ | FINANCIAL : PAYROLL CLERK ..| GS-544 f ‘ ’ 3 ;
ANCIAL CLERK .| __.l70A30| B3| o |__ 1 : 1 Y { GLERK TYPIST - | 0S.822 o i
‘ e i
. 20 N s o
Pertinent Publications. AR 37-101, AR 37-105 and AR 37-10541. - ™
i : G
4.6 Pt AGO 645eA : ’
. v ,, . |
i \ . i
s . ¢ | i
) & 1 (v /-
( ) | INCL 3 |

INCL 2




8 December 1970
8 Dec 1970

RYUKYUAN WAGE FOREMAN (RWF) ‘A ,
R o RYUKYUAN WAGE BOARD (RWL)

' GRADE ~ ARMY  AIR FORCE | |NAVY/MC ORE  TOTAL

s GRADE 'ARMY  AIRFORCE = NAVY/MC ORE TOTAL

1 5 2 F O T T 1 5 R 5
60 2 '] s 5 70 2 | 1 3. 24 . 54

28 3 50 om 47 | 3 5 °o B 39

o W N

21 13 e 8 5l 4 23 1 4 28

(3]
[=2)

25 14 | 22 67 5 1 Y 18

e 5 8 w 6 18 | 6 12 22 68

. 45 13 64 ? 7 ‘ 43 | 9 9 61

X g O

i 9 8 67 10 Y 10 114
124 35 23 5 187
10 3 3 - 10 201 48 47 13 309

1 0

©
w

© © © © o »
(I

© © © o © N o
o
©

| Iss TOTAL 561 144 | 188 52 945
_TOTAL 252 43 . . 84 33 412 | |

ineL s () | s !‘ | | |




? e . A £ r ;
1 5
! 3 | 8 December 1970
i 8 Dec 1970 |
| ) !
i ’Y AN WAGE: ?OARD (RW) ; INVENTORY OF DOCUMENTS PREVIOUSLY FURNISHED GOJ
. ! |
RAD A FORCE | NA C ORE  TOTAL
G E , RMY AIR FOR /’-,, , VY/M o RE o OT , | ' 1. Civil Administration Ordinance 116.
1 88 | JWro19 110 118 , ,
| , S A R o ; 2. Service Personnel Regulations.
2 270 171 J/ 244 281 . 946 |
o RO e 3. United States Civil Administration Ryukyu Islands Manual.
3 199 169 ] 1] 38 ’ , - 146 ' ‘
~ T - L 4. Service Organization Manuals.
4 - 866 - 97 ) j 81 : 30 - 1074 A
, , N 4 , 5. Ryukyuan Employee Strength.
5 ' 1274 " 123 ‘ 223 ' 25 - 1645 |
' ' ' : o IR f 6. Employees by Age and Sex.
6 306 - 206 53 - 147 712 ; e
: - | : o o 7. Pay Schedulés' (Manual, Non-Manual, Maritime).
- 7 941 - 296 - 188 89 1514 !
v \ o _ L 8. Separation Allowance.
8 1003 460 32T . 139 1929 :
- ' : ;‘ 9. Wage and Allowance Schedules for 1969 and 1970.
9 8717 356 221 61 1515 i
, | , S 10. USAF 34 Item Headings, Input in Computor Tape
; 10 - 1013 - 385 299 98 1795 ;
‘ , . ~ ; 1I. Okinawa Job Definitions.
11 341 49 ’ 65 : 455
\ o o ; 12. Uaited States Civil Administration Ryukyu Islands ORD 42 and
12 29 . ' 29 : Compensation Act.
{,  TOTAL 7207 2312 2098 861 12478 13.  Line of Command Charts. |
; \ _ o 7 S 14. Personnel Administration Organization Charts.
O | . | ‘ 15. Policy Manuals for Administration of LN Employees.

/2)
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hdvicos the Comanding Generel, his staff, and cross-cerviced activity
eommandors and thelr stafls, on matters portaining to the sdninistrge.
 blon and sanagenent of e¢lviliun esployees., Directs the development

Clvildon Personnal Drector

dcte for the Comonnding Tenoral in developing activity eivilisn POr QT
fed pelicy, amd in plamalng, prograuing, executing, and eveluating &
esiprehoncive eivilicn porsonnel program, in accordance with Ii

of Lhe Army, Civil Hervice Conmisslon, and other gpplicable rles, %
regulations, and prosedures. Suporvises and directs the provision of

- eeatral civilisn perzemmwl esrvices for the activityy the sdwinistrat

- of lagal, rezulatory, amd provediral controls entabdlished within the
Noderal personmel systess snd the fwniching of staffl assistance om
effsotive civilian perscrmel mansgzement to all levels of manegesent and
supervision. - : _

4

Assists the Civilian Forsonael Directer in acccuplishing hla assignad
responsibilitive, cparating with 211l deleguted authority to act farr

tho Director in all aspects of the operation of the Ofiice of the

Civilian Forsonnel firector, _ _

- Lsber Hommmswant Branch : _
. Mvises the Civilian Pore.eﬁml Plrostor, OUFD Stalf, TSAUYYD gomgnd

aud mansgavent offlelals on dabor policy regulations and procedursl

matieors which affect the U, 8. eitinem and Ayukyuan work-forces.

|, 8. Tepposents the Civilian Personmsl Divector in mezotistions :
and conwultations with both U. 5. ¢itizen and iydigyuan enployes groups.

R B. Lavelons polieiss, procedurss, and regulations pertalining to
the aduinlstration of Ayukyusn scployves.

“ 8. Frévidea staff svpervision ever the tochniesl azpeets of lsbor
zaracentat as dwplomented by Avca CPOts insuring cauparability in
adninisiration of euployees.

d. Jpprises the Clvilian Pervonnel Director of libor trents,
varest and iwponding strike activities,

 of aad evalustes an imtegrated operating eivilian persomtel progrume 3

B o o

Arey,

Fesition and Fay Henagenent Uranch

Covslons & comprehensive fntorrated W.S. eitizen and fyukyuan employes
peatilron ard oy managazsal, propran for USARYIS and chosecervived
activities. |

&, advises on yelaiionchip of position and puy munageusnt to
effect accomplishuont of sssigned missions. 3

b. Toviews the mumror in which dolepation of sutbority for job

evaluatien is exsreised at swordinate eivilian perscnnol offices
through surveys and other weana, ;

¢. Trovides evaluation doclsions as required on controversial
oF wnpracedanted Jobs, Zxercises pre-audit authority for pesitions

- recommended for evalustion to GS-1k and higher grade levels.

d. Fepresents the Civiliaa Fersommel Director in negotistions
with rerrosenptatives of cther wilitery sorvices, ond the U. 8. Civil
Adpinistration, Eyukywn Jelands, concerning developuent and Admine
istration of loeal national pay systeme and 4z tha resalution of
controversial elassification ard pay probleme, :

o. Frepures comments mnd vecorswendations on propozed DA and Civil

Sexvies Comnizsion publications portaining to position and PuY managse
ment., : ;

Program Monseorent Dranch

Davelops a eorprehensive program to nest the noeds of the command for
guldanoe sl eounsel to supervicers In the exccution of their personnal
Fanspvwent snd personnel aduinistration responsibilitiss; program
analysie and evaluation of the effectiveness of the civilisn
ansgemanl prograny evalustion of peroonnel sarvices furniched to

z;gggimrs by all elesents of (CFDy and Command~wides use of Incentive

a. Coordinstes:

(1) Cividlan perecnnel adzinistration functions dirocted toward

providing cervices to supervisors and
ares of }esmibuity.m § and exployess within the USANYIS

(2} Comsandeide and erganizational civill ' progran
OZAT 2 an parscunol
plans, fncluding portions of mobilicetien plans pertalning to civilian

- personnel.

b, ivslustes:

(1) The managassnt and wtilization of the eivilisn pers

forco | ™o % : e
£ *fnﬁm Froperes and subaits pericdic progran a;t:gsr_rggcrta w%thfzx;k”

[T TRa

and to Headquarters, U, S, iray, Pacific




 offic

. aetivities, including the coniuct of

-4 vailab and use of ¢ sorvices facilities in
t.amg gf gam m% &wﬁuaﬁﬂ manazers and/or concerred stafl
ors

g3 to possible changes and advises as to posaidle aﬂditimal
sorvices or improveneonts in services and faclilitlss required.

Ce Preuutswriodiahrmmgatewmmﬂmmmw :

ing the status of the cowmsad civilian parsonnel mmmmm:? !
P :g eivilion poresommel programs within major argmintiom elaments et
© the comusnd,

d. Doveleps, in eonjuncticn with other staff merlsrs of the Office

 of ths Civilian Persomel Dirdetor, oemzand nivin.an personnel Menagee

m policies and procediros.
- Prm and monitory publicati.m of poliei« and prrocadural

—

~ directivos relsting to eivilian psranml mammt. and m::istuuu.

Xe Praviﬁu Exacutive Secretary seyvice to the ISARTIS Incentive

L Awvards Zeview Cormitios which comsldurs pocesendstions for Federal and

non-Federal honurary aswards, wrmmmmm for 8. 5,

: - eitizen suploynes.

1’_131111:5 and Development Pranch o : /
Pirects the IDATYIS Training and Bevolopment Program for U. 8. citi.m

and fyokyean exmployess, and their military musgers and unpem:sm.

, a. Vorks with and through training commitiess and m:bordmtn
ACPO'z in promoting a elear wrlerstanding of the (G, WAYIS+s objective
on enployes trainineg and developments mansger responeibilitics for

 tralaing and the OCPD support role in achieving wbiectives.

b. Coordinates gll zaspects of training and developsent and sppreises

. niur nethoda for paanihle applicstion,

€. Provides:

(1) Direciion to and assists in sansrer ond oupervisoer developsent '
gpecifis cowrses ou a contralized
bazis as preguired for U.S. citivon emplayess (e.g., Fersonnal lﬁmzm

b far Executbives).,

{2} wrmmmwmmwm,mmmmam

and dovelopnent activitiss, and in the sclection and developmsnt of

1)) ..-pacm support t.ommgm mmmﬂuwmcﬁmﬂ
trdninsmﬁdtvmmnt

P T .

o

T N SN e ———

{4} Technical guidanse Lo sudordinats Am‘i}'a enzaged in mvﬁ.!ng i
staff am.;.atance on training and development activitiss, et

(5) For the conduct of en srmual evrvay of training moeds ab bhﬂ
beginuing of each fiseal yzor and cocrdinates plans for neo*i.im %
raguirezonts with rasponsible aotivities.

‘&, Ivalustes the meroer in which trainming and developmsnt
activitios are being conducled by subordinats ACPO's through sw
aw.‘; othsr means.

firon Civilign Topsormal Offices

Sultiran Area Civilian Perzonnal Offise
Hachinato Aren Clivilien Fersonnel Cfflce

Frovides cordralized elvilien Pérsomel suvicas t.o explayses and
dctivity commanders and management officials in the geographic srea
serviza, furnishing the full range of personnsl sanagemert and
aduiniztrative gervices, including'the incentives prosrsm, persosasl
manareneut assistance, pesition ad pay mamagement, training and
developrant and suggestion progran services.

2. Furnlch guidance and sesiztance to manspoment officials and SSEEl
supmrvisors in the adalnietration of eivilian persomnel programs
desigrad to oblain, develsp, utilize and mtain a gualified and

elficient wvorkforce,

b. Adzinisters established lezal, ravnlatm, and procedural
eontrole governing esployment systens for the U. 5. citizens and
Syuliyuan workforce.

6. Iffects coordination with the Civilisn ?aracmnal Diractor and.
stafl, ol olher Avoa Civillaa Porsonnsl Gfficers to insure that plam,
profrans, and odjectives aro corpatidle with overall USANYIS roguire-
wents.

EOTir  In pddiiien to the Area Parscnml (ffice functions indicated
ghove, the Suldran ACPO (only) provides contralized recrultment end :
aduinistrative servicos for a1l Ryukywan employess of unit labor funds,
clubs, opon mpsses and other approved U, S. ,ﬁngr nenappropristed fm:d
activities,




e e s+ i st o8 ek

CENTRAL CIVILIAN PERSONNEL OFFICE
824TH COMBAT SUPPORT GROUP
APO SAN FRANCISCO 96239

CIVILIAN PERSONNEL OFFICER

Is responsible for the management, control and direction of the Air Force
civilian personnel program on Okinawa. The specific responsibilities include:
developing regulations, standards, and procedures as necessary to implement
higher authority directives and to insure effective administration of the
program which encompasses U. S. citizen, third country and local national

employees of appropriated and non-appropriated funds; evaluating and appraising

the effectiveness with which supervisors discharge their inherent management
responsibilities and in fostering effective personnel management processes

and activities; appraising the needs of the work force and the special require-
ments put on the work force by missions and environment; servicing as a point
of contact in civilian personnel policy matters, both internally within the
Air Force and with other Federal agencies in the area; and providing positive:
leadership and direction of the activities of the Civilian Personnel Office.
Serves as AF representative on Joint Services Labor Committee and in coordina-
tion with USCAR and other DOD activities on Okinawa on labor matters. ,

CAREER DEVELOPMENT SECTION

Plans, organizes, develops and administers an employee and career
development program; advises and assists management, operating officials and
employees in determining training needs, development of training materials,
conduct of group training, and 'special training courses. Coordinates activities
with other functions of the civilian personnel program and operating staffs
of the installation. Evaluates the employee and career development program
and adapts it to meet local needs.

CLASSIFICATION AND WAGE ADMINISTRATION SECTION

Plans, organizes, develops and administers classification, job evaluation.
and wage administration program. Advises and assists management, operating
officials, and employees on these functions. Develops and reviews allocation
standards; participates in annual locality wage surveys; analyzes and allocates
positions; evaluates appeals; maintains files of position descriptions,
organization charts and related records, and devises local procedures;
indoctrinates supervisors in classification principles and use of CSC and AF
standards with a goal toward eventually increasing military and civilian
supervisors' participation in the classification process; evaluates supervisors
progress, status and requirements for increased participation of subordinate
supervisors through SEED reviews or surveys.

.

MANAGEMENT SECTION

Advises’'and’assists management, operating officials and employees on -

C:)environmental and personnel matters affecting employee moral and working

e

1 —r-o

e e

O

efficiency; advises management and operating officials on employee group
proposals or complaints; reviews and determines, for the Commander, whether
proposed disciplinary actions comply with laws, policy, regulations and proce-
dures; advises and assists employees regarding formal grievances and appeals
procedures. Promotes, administers and provides assistance in connection with

incentive programs. N

ADMINISTRATIVE SECTION

Responsible for the administration program; applies prescribed proceduies
for personnel processing and record keeping; prepares, processes and routes
forms and records required to complete personnel actions; establishes and

maintains required civilian personnel and manpower records and files; completes

statistics and prepares reports. Determines eligibility of employees for
allowances and differentials. Determines eligibility for civilian travel
and prepares travel orders. Responsible for administrationi of local national
and third country national nonappropriated fund programs and advises and
assists on U. S. nonappropriated fund positions.

s

PLACEMENT SECTION

Advises and assistS management and operating officials on matters per-... ' ..

taining to recruitment, placement, evaluation and separation of employees.
Applies Air Force policies and regulatory requirements to promotion, place=-
ment, reduction in force, performance ratings and other phases of the person-
nel program. Recruits evaluates, selects and assigns applicants from within
and without the installation.
and placement purpose.

Scope of the program includes U. S. citizen, local national and third
country citizens for positions in the 313th Air Division and attached tenant
organizations located on Kadena Air Base and at outlying installations and of
all U. S. citizens and third country citizens for positions at Naha Air Base.
Program further includes the DOD school system positions on the island.

NAHA SECTION

Plans, develops and administers a personnel management program for Naha
Air Base. The program for appropriated fund positions includes administrationm,
placement, staffing, employee-management relations and employee services.
Serves as a contact point for all civilian personnel activities and acts as
advisor and consultant to the local commanders on all personnel matters.
Participates in community relations projects and contacts local governnment
agencies, schools, and civic organizations in discussing and coordinating
matters relative to procurement, payment, and utilization of local national
employees. Provides assistance and advice to supervisors and employees on . .
routine or difficult job related problems. Administers a similar program
for nonappropriated fund employees which includes the above areas as well as
training and classification and wage administrationm. . c.

Develops qualification standards for promotion S
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PERSONNEL BRANCH (50200)

Title of Individual in Charge; Chief, Personnel Branch .

Summary of Functions:

STAFF RESPONSIBILITY: Is responsible for ORE personnel management
activities.

PIANS, POLICIES, PROGRAMS , AND PROCEDURES: Develops,
formulates and implements locally required, departmental, command,

-BATES, and PACEX plans, policies, programs, and procedures for

personnel management activities, to include employee utilization,
training, development, wage administration, and fringe benefits.

STAFT SURVEILIANCE AND TECHNICAL ASSISTANCE: Exercises staff
surveillance and provides field assistance to ORE activities in all
aspects of personnel management. Provides labor relations guidance
and assistance to the ORE Commander. Coordinates labor relations
matters with local commands, labor unions, government and host
country officials as required. Is a member of the U,S, Forces Joint
Services Labor Committee.

EMPLOYEE & PAY MANAGEMENT SECTION: Administers the ORE
personnel management programs for U,S, Citizen, Third Country
National, and Local National employees to include recruitment, place-
ment, reasSignment, separation, fringe benefits and wage & salary
administration programs .

TRAINING SECTION: Administers the ORE ‘tlaining and development
program for all employees and public relations and information programs.

Functional Statements:

EMPLOYEE & PAY MANAGEMENT SECTION (50210)

1. Employee Management:

a. Supervises the recruitment, placement, reassignment,
and separation action of all employees consistent with established
policies and procedures.

b, Provides testing services for new applicants; maintains
employment registers; processes and conducts orientation for newly
hired and transferred employees. :
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c. Administers the preparation and maintenance of appropriate
employee records and files; issuance of identification and privilege cards;
preparation and issuance of travel orders; review of travel expense vouchers;
and administers the living quarters allowance program. ‘

d. Arranges transportation and billeting for assigned and visiting
personnel. Assists in acquisition of appropriate housing for assigned
personnel. Processes passports and visas.

e. Administers the retirement and management incentive programs.
Identifies employees eligible for service awards, and prepares requests

for the procurement of these awards .

f. Processes requests for background investigations and personal
security clearances, and effects coordination with the appropriate govern- -

ment agency.

g. Provides technical assistance visits to ORE activities; assists
in all phases of labor-management relations. .

h. Responsible for the control and issuance of Temporary Exchange
Cards to military organizations. :

2. Waqe & Salary Unit:

a. Administers the ORE manpower management and wage and .
classification programs for U,S, Citizen, Third Gountry National and
Local National and position control in accordance with policies and
procedures of HQ, AAFES, PACEX, local command, and host country.

b. Conducts or participates in the conduct of locality wage
surveys and other studies related to the revision or adjustment of local
wage structures and position classification procedures.

c. Reviews, evaluates, and recommends changes to ORE
organizational and manning requirements,

d. Maintains the ORE Organization and Functions Manual and
approved Manning Document. Evaluates, certifies , and approves
organization charts for official publication. '

e. Conducts periodic job audits of all ORE positions and recom-
mends classification as appropriate. Develops, reviews, and revises
job description sheets as appropriate.

f. Reviews personnel requests/actions to insure correct job title,
grade,., job codes, or job numbers, and if within the authoriz ed manning.

13
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TRAINING SECTIQN (50220)

1. Develops, formulates, implements, and administers progi‘ams
for the training and development of ORE personnel,

2. Maintains statistics, reviews records and reports, and
recommends ORE training needs.

3. Develops and distributes technical training manuals and
materials for use throughout ORE,

4. Conducts and administers specialized training courses and
seminars. Administers the AAFES Education Plan, which provides
formal education to employees either on a gratis or tuition assistance

basis.

5. Coordinates with command training activities, local govern-
ment, and commercial activities to provide appropriate outside training

for ORE employees. :

6. Conducts field visits and assists exchange activities in the
development of training programs and the conduct of training courses.,

Public Information Unit:
a. Administers the ORE public information program.

b. Maintains press relations, and prepares and edits employee
internal publications.

c. Arranges for photographic coveragevof news events and feature
articles.

d. Coordinates facility openings, changes in hours of operation,
etc., with appropriate branch elements to obtain information for the
preparation and submission of news releases, photographs, spot
announcements, and other related materials.

e. Attends various conferences and meetings, as required, to
gather information to be disseminated to appropriate media.

f. Pprovides translation services for all elements of th‘e ORE,

14




SECTION
(50220)
PUBLIC INFOR UNIT
(50221)

TRAINING

(50200)

B

OFFICE OF
THE CHIEF

PERSONNEL BRANCH (50200)

(50210)
(s0211)

WAGE & SALARY UNIT

SECTION

EMPL & PAY MGT

BT ]

CIVILIAN PAYROLL BRAMCH, FINANCE SERVICE CENTER, U.S. ARMY
. e

Administrative Procedure for the Proparation of Civilian Ryukyuan Payrolls

Roforence: AR 47-105 and USARYIS Reg 690~25

i Order of Procedure on Receipt of Dasic Documents
f. Receive documents from Clviitan Personnel Office
2. Prepare Changes

a. Pay action Is audited and verified to ascertaln that
all is in order. L

b. Post action to individual Pay Rocord

1

¢. Propare DA 2515-| . : .
d. Set up Coniro! Rogister

Less old normal

s new normal

B
ot

!
e. FPlate YWork
f. Listing and belancing of 6Id and new normzls
3- Run payroltl listings
h. Set up.new pay rocord for new employess
il Audlt and Verify Time and Attendance Reports
I. Verify signature of authorized timckecper

2. Initials or 5F 71 for lcave taken

5. Discrepancies In time and ceding




R

4. Overtime approval

5. Post all leave taken to SF 1137 (leave rocord) and bring
down accumulative totals

| Compute Payroll

l.. Payroll Clerk

a. Compute wages duo on DA Form 2515-1 from basic
documen?s. Compicute second copy only.

b, Trensfer all documents and original DA Form 25!5-! to -
Control Clerk for independent computation, .

¢c. Verlfy computations of changes with Confroi Clerk

d. Post individual puy records and net salary due on
payroll IIsting on NCR machines

o. Complete page totals and recapffulafion of net.

f. Complete payroll certification showing al! accounts -
and the accounting classification

g. Complete payroll summary cost voucher of accounTnng
project breakdown

- h. Payroll plus cost voucher checked with control clerk S
for submission to Supervisor for sxgnafure

2. Control Clerk

a. Audit all basic documonfs

‘b. Audlt time reports and leave postings to Ieave records T

mado by payroll cierk
" ¢. Compute changes on original DA Fofm 2515-1
d; Yerity compuiation with payroll clerk
e. Set up control for pay perlod totals and‘new norma | fdr;
(1) Less normal pay -
(2) Plus actual pay

(3) Balanco for actual péy this ﬁeriod

I

e Pty

(4) Complote grand and cumulative totals on DD Form
589 (Control Register)

Vérify payroll listing and certification received from

payroll clerk and turn In to Supervisor for signature

Return leave records and time reports to payroll clerk
for filing :

Turn in complete control to Supervisor for maInTenance

of summary control quarterly
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PAYROLL PROCEDURES

RYUKYUAN

taintonance and audit of Leave Records and related Time and
Attendance Reoports to record sick and annual leave accruals
and leave Takon.

Computation of pay including authorizod deductions and with=-
hoidings based on certifled documents. DA 2515-1 (Payroil
Change Slip) utilized.

Maintenance of Payroll Control Rert ter to insure accurate

payments.
Preparation of payrolis and summaries to Ilst individual names
and net amounts and rccap of disbursements and collections. -
MCR machines utilizod.
Malntenance of Individual Pay records to record calendar year
ezrnings awd withholdings. . ‘ .
. Completion of monthly check payroils:
a. Screencd and slgned by Chief, Payroll Branch,
b, Payrolls forwarded to computer machine room for
preparation of pay checks. -
i, Completion of pay chocks:
a. Computer machine rcom {orwards pay chacks to
Disbursing Ofilco,
b, Pay checks are picmcc-up by Class A Agenfs for
distribution to Ryukyuan cmployeces.
‘c. Ryukyuan employees recelved pay checks at workslte.
Vili. Completion of monthly cash payrolli

Screcnod and signod by Chlof, Payroll Branch.
b. Payrolls forworded to Disbursing Office.
Cash payrolis are plcked-up by Class A Agents for

C.
distribuiion of pay o Ryukyuan omployees at worksl?e.

ss A Agents are ossigned in connection with

i X. Fo.ly ninc Class
Ryukyuan pay.

.
L

Y

————_—
A Rt



CIVILIAN PAYRCLY, GRGANIZ! *1ON ("TAFF) b e
> : U.S. ARMY ' '
‘ OFFICE OF THE CHIEF
Position Category Actual

o A . Branch Supv =~ GS~9 1 .
N S Asst Br Supv GS-8 1

Sy . Pay Supv RGS~S 1

B , \

DAG & LN PAY SECTION 1. DAC & LN PAY SECTION 2 : DAC & LN PAY SECTION 3 DAC & LN PAY S¥CTiON L
Pesition Cat Agtual Position Cat Actual Position Cat Actual Position Cat Actual
Pay Supv GS~5 ; Pay Supv G5-6 -1 Pay Supv GS-6 1 Pay Supv 1L65-6 1

ITAY A P . TEAM A TEAM A TEAM A
Pay Cl ¢S-l 1 Pay Clk GS~ 1 Pay Clk GS~5 1 Pay Clk GS-5 1
ay Clk e ;1 Pay Clk RGS~ 1 Pay Clk LGS-5 1
- - 1..-. - -..i.
TEAM B L TRAM B TEAM B TEAM B
Pay Team Ld  ROS-S 1. Pay Team Ld  RGS-S 1 Pay Team Ld  RGS-5 1 Pay Team Ld %G3-5 1
Pay Gl RGOSl A Pay Clk RaS~L l Pay Clk RGS-l L Pay Clk RGS-k h
Pay Clk 8GS-~3 1~ Pay Clk RGS=3 ~ 1 Pay Clk RGS~3 1 Pay Clk RGS-3 1
r DAC & LN PAY SECTION § ,
~ Position Cat — Actual ’
Pay Supv LGS-6 1
TEAM A
Pay Team Ld  RGS~
Pa§ Clk Rc-sng ﬁ
] Pay Clk RCS--3 2
i
™




TEAM #1

TEAM #3

TEAM #L

TEAM #5

b I

bt B

[N Al S

31

RYUXYUAL PERSCRLTL ASSICGNED TO DAC PAYROLLS

DVTATTITA N MVAVDST T TGN T
RYUKYTAN PAVRGLL PIRS0N

PRV
b IRNCA VI8 SR P ¥

Tl
A
N
RG\.) Lood

A
RGS -

w =

bl
e
e
1
W

oy}
o
w2
i

w

]
9]
0
!

W /N

ThA CRIET
PAYROLL CLERKS
PAYROLL CLFRKS

TEAM CHIEF
PAYROLL CLERKS
PAYROLL CLERKS

M AN MY
TEAM CHIER

PAYROLL CLERKS:

PAYROLL CLERKS

TEAM CHIEF
PAYROULL CLERKS

PAYROLL CLERKS

TRLM CHIER
PAYROLL CLERKS
PAYROLL CLERKS

w2

~_**%7 positions work on Ryukyuan Pay

AIR FORCE OKINAWA

CIVILIAN PAY SECTION FC: 151300

*1 Payroll Supervisor
GS-544-8 (67070) AC-99

**] layroll Supervisor
GS-544-7  (67170) AC-113

1 Payroll Clerk (Typing)
GS=544-6  cT-22

T*%11 Payroll Clerk (Typing)
RGS-544-=5 AC-114

1 Payroll Clerk (Typing)

LGS-544-5 AC-114 Kl

*50% of time spent on Ryukyuan Pay
#%60% of time spent on Ryukyuan Pay




COMPTROLLER SECTICH , MCB CAMP EUTLER . T o
ComptrOller e s -
~ Budget \ "
Disbursing Officer Fiscal
Officer - Ass't Compt Officer
: Assistant
Disbursing ,‘ Fiscal Cost
Office e Officer Accounting
Camp McTureous Unit
Disbursing Fiscal e
Office Accounting
Ceup Hauge Unit
*Flant
Accounting
- Unit




;,Q;u/y S C

Camp S. D. Butler Payroll Office
Authorized Billets as of 1/20/71

1 - US Payroll Supervisor GS-8

1 - LW Assistant Payroll Supervisor GS=-7
= RGS-5 Payroll Clerk

RGS=4 Payroll Clerks _

RGS-5 Timekeeping Supervisor

RGS-4 Timekeepers :

W
b

The above billets do not include any disbursing or CCPO effort related to
payroll functions. Figures may be affected by a forthcoming reduction in
force. ' ' ' ‘ : ’
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. LEMDURIRSILY & PEYAQT), S8EGRION (50010) -‘
i. Contvols and verifios branch ret::: rnerchandise, food and services '

repons, fucluwling accounta bility reports and Supply inventory and expense
reporis, ' S

2. Effecis follow-up on me
depot and bianch exXchange 1o a

rchandise~in~transit to the regional excharige
fully accounted for.,

Szure that all merchandise and'supplies are

3. Records

and maintains sccountability conirols
Iixed assets .

of exchange-owned

4, Verifies accounting repovts and Supperting decurents as prescribed
{ov edequacy, accuracy and compliance with regulations; insures that
deficierncies are correcied; submits required Teporis to Headquarters , "HORER,

/ 5. Reviews and controls the ORES~prepared LN Payroll and the FAGEN-
prepared US/TGN payroll {for accuiacy and adherence 1o the directives,
Mainlains related records and reports . : :

~

/ - Prepares, controls, records and initiztes payments of GRI taxes and
insurances; and Summarizes all wage payments oL

CI

{
\
\
\
i

LAEH CONIROL SEGTION (50320) .‘ '

ervices and cash courier servicesg for the

epositing of cash receipts from branch -

1. Provides central cashiers
colle¢tion, saieguarding and
exchanges

o,

<
2. Programs and contiols cash flow, bankin
Teconcilations; verifies cash sales reco

g arrangements, ard
tds, deposiis and reports ,

_ 3. Effects collections and follow-up on accounts receivable and
dishonored checks ’ oo

4. Reviews branch concess lonaire records and prepares consolidated
Statemenis,

5. Cornirols, reviews and reimburses hrunch petiy cash disb
Vertiies and effecis pavment for locelly purchas
authorized, and prepares the woiking {

ulSements,
ed {tems and expenses «y -
und report, ' '

6. Veriffes accounting réports and Supporiing documenis as pPrescribed
for adequacy, ceeuracy and compliance with regulations; insuvies that
b : + Al b I3
deficiencies are corrected; submits required feporis to HQ, PACEX,

17




