Departmént of Transportation ORDER

Office of the Secretary
Washington, D.C.

DOT 1340.2A

9/21/71

SUBJECT. PERSONNEL STATUS CHARTS.

PURPOSE. This order sets forth requirements for the establishment and

1,
maintenance of personnel status charts for major elements of the Depart-
ment.

2, CANCELLATION. DOT 1340.2, PERSONNEL STATUS CHARTS, of 2/25/70.

3. SCOPE. The provisions of this order apply to the Office of the Secretary
and the operating administrations.

4. BACKGROUND. Charts reflecting the personnel status of major elements of

DOT will provide useful information for top officials of the Department.

5. DEFINITIONS. The terms and definitions contained in thisbparagraph are
intended only for application to the provisions of this order.

a. Major organizational segments or elements. Primary subdivisions of
0ST and operating administrations. 1In FAA, FHWA, and USCG this
includes the first field level (i.e., region ot district) and field
installations which report directly to the headquarters of the
operating administrations.

b. Militarz. Includes all members of the armed forces on active duty
who are a part of or are assigned to the Department. (USCG military
and DOD and PHS military personnel on detail to DOT)

c. FY EQY OMB Ceiling. Office of Management and Budget ceiling for the

- end of the fiscal year.

d. FTP. Full-time employees in permanent positions (as reported on
SF-113).

e. F.T. Consultants. Consultants and experts employeed on a full-time
basis. :

f. Positions Authorized. Positions authorized through the budgetary
process.,

g. Filled. Employees on the rolls in pay status.

h. Employment (Other). Compensated employees who are not full-time in
permanent positions (e.g., part-time, intermittent, etc.)
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i. Requested. Includes all supergrades and above or their equivalent
which have been accepted by the Executive Personnel Board. (This
figure can be obtained from the operating administration office which
is responsible for supergrade actions; or, is available from the
Office of Personnel and Training, Compensation and Executive Staffing
Division, TAD-16.) '

j. Ratio of Clerical to Professional and Technical. The ratio of filled
clerical positions to all other filled positions. Clerical positions
are those of a clerical nature (including secretarial, typing and
stenographic positions) which are classified to particular series in
the following groups: GS-100, 200, 300, 500, 900, 1000, 1100, 1200,
1500, 2000, and 2100. 1In cases where a position is classified to a
series which encompasses both clerical and nonclerical work (e.g.,
GS-301, GS~501), the reporting organization shall determine whether
the position should be included in the clerical grouping. In making
these determinations, factors such as the nature of the work, grade
level, and career progression should be considered.

k. Supergrades. Positions GS-16 through GS-18 and eduiValents (e.g.,
P.L. 313's and Specials paid at equivalent rates).

1. Ratio of Requested Supergrades and Above to Total. The ratio of re-
quested and authorized supergrade and above positions (including
equivalents) to total employment.

RESPONSIBILITIES.

a. Heads of operating administrations shall be responsible for preparing
and periodically updating charts which reflect the personnel status
(authorized and filled positions) of major segments of their
organizations.

b. The Assistant Secretary for Administration shall be responsible for
preparing and periodically updating charts which reflect the personnel

status of major segments of the Office of the Secretary.

REPORTING REQUIREMENTS.

a. Format and content of charts shall be in accord with the sample which
is furnished as Attachment 1 to this order.

b. Data included in charts shall be arithmetically correct (e.g., the
sum of subtotals must agree with summary figures).

¢. Employment data shall be consistent with SF-113 reports.

d. Each chart shall include approval signaturé of the official responsible
for its preparation (see paragraph 6).
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e. 1Initial charts shall be prepared as of the end of September 1971.
f. Updated charts shall be prepared quarterly thereafter.

g. Charts shall be submitted to the Office of Personmnel and Training
(Attention: TAD-15) by no later than the 18th day of each October,
-January, April, and July. '

James M. Beggs
Under Secretary
of Transportation

vertical line denotes change
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