REF ID:A59225
. DEPARTHERT OF DEFERSE
ARZED FORCES SECURITY AGENCY 0 OT
“m’.mn 25, D. C»
43 Degember 1951 3/

AFSA MEBORANDUM NO. 110-9
SUDJECT: Reoporte based on Mechanized AFSA Civilian Parvonnel Sexvice Racords.

References AFSA Mamo Fo. 110-3/1 dtd. 26 April 1951 and 110-3/1 (Appendix 1)
dtd. 29 Cotober 1951, subject: Procedures for AFSA Reports
Control Program.

1. The following data have besn extractad from the service recoxds of AFSA
civilian employess and pleced on IBM caxdsa;

6. Rams of employee
b. Date of birth (month and ysar)

¢, BService computation date (month, dsy and year) based on total years
of service {civilien and military)

d. The lest personnel sction telken and affective date, for example:
Excepted Appointment (Permanent), (Temporary), (Reemployment after
M¥ilitary Service), (No dreak in service); Prosotion, Reagsignment,
Periodic Step Increase (Classificstion Act), Administrative Fay
Increase (WB); Chenge in Designation; Resignation, or Separation
ior m:u.t;:y Service; Termination; Retirement {Age), (Disabdility),

Optional ).

8. Position

(1) Sexrvice: (General Schedule) (G8), Crafts, Protective, Custodial
s Woze Board (WB).

(2) Series Code: Includes Jobs vhich require clostly relates kinde
Bnd abllities; for example, secretarial series 318.

(3) Title Code: Incluies titles within a specific sexies; for
example, within Series 318 will de founds

318.01 Becretary {Typing)

318-02 Becretary (Stenogrephy)
318.03 Secrotary (Genersl)

£f. Organisation
(1) official Assignmsnt (to section level)

(2) Temporary Assigmment (to branch lavel)
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(3) raysical lLocation (AHB or NavSscSta)
Sex

Rece

Marital status

© Vateran's preference {5 or 10 point)

Fiscal project

Performance matin: dus by month 3
Automatic pay increasa dus, by month and year

The preperation of reports fyom IBM reconds choiild reduce the main.

tsnance of detziled records and the collection of atatistical reports by mnusl
mathods; for examples

b.

Reports such as the following may be prapared from the date in parsgraph
i:

(1) Assigned persomnel in sequence by section, brench, diviaion or
office, or any combination thersof.

{(2) Assisned personnal in sequence by service and saries.

(3) Assignsd pereonnel in sequence by service, _rede, and step
within any desired or. anisational elacent.

(k) Personnel located in the school, by organizetion to which
assi ned.

(5) BSeparations - any time period after 30 June 1951.

Tng following racurring reports aye autamatically prepered for AFSA
153:

(1) y - Total number of civilian employees by section and

(2) Quarterly - Total by grads only.

(3) Aon 88 of 30 Juna - Total by rade and step. Total by
3 siep.
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3. Requazts for soports will be submitted by Offices and Staff Divieions
in accoxdmnce with the reference.

h. Provisions eppliceble to mechanized records of ASA civilian personnsl
will bo published in s separate mimorandum.

FOR TEEX DIRECICR:

GEO “Q MLL
Golon .1 AGC
Adjutant Genersl
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