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What is JIMIP?

The Joint Financial Management Improvement Program (JEMIP) is a joint and cooperative
undertaking of the U.S. Department of the Treasury, the General Accounting Office, the Office of
Management and Budget, and the Office of Personnel Management, working in cooperation with
each other and other agencies to improve financial management practices in government. The
Program was given statutory authorization in the Budget and Accounting Procedures Act of 1950
(31 USC 65). Leadership and program guidance are provided by the four Principals of the JFMIP--
Comptroller General of the United States, Secretary of the Treasury, and the Directors of the Office
of Management and Budget, and the Office of Personnel Management. Each Principal designates a
representative to serve on the JFMIP Steering Committee, which is responsible for the general
direction of the Program. The JEMIP Executive Director, and a program agency representative
(who serves for 2 years) are also on the Stccring Committee.

The Program promotes strategies and guides ﬁmnc1al managcment improvement across
government; reviews and coordinates central agencies' activities and policy promulgations; ‘and acts
as catalyst and clearinghouse for sharing and disseminating information about good financial
management practices. This information sharing is done through conferences and other
educational events, newsletters, meetings with interagency groups and agency personnel, and -
through FinanceNet, an electronic clearinghouse on the Internet.

The JEMIP has worked on interagency projects that developed a financial systems framework and
financial systems requirements. For the future JEMIP plans to assist Federal agencies in improving
their financial systems through its Program Management Office. The Office will work on revising
the Federal government's requirements definition, testing and acquisition processes, the first tar; gct
of opportunity is core financial systems. The objectives of the Office are to develop systems
requirements, communicate and explain Federal and agency needs, provide agencies and vendors
information to improve financial systems, ensure that products meet relevant system requirements,
and simplify the procurement process.

Information on JEMIP can be found at its website at ‘ »
www .financenet.gov/financenet/fed/jfmip/jfmip.htmor call (202) 512-9201.
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Foreword

This is a functional requirements document for human resources and payroll systems for U.S. civilian personnel.
Functional requirements for non-civilian personnel, such as military personnel and foreign nationals, are agency
specific and therefore will be developed by agencies having such personnel. It is one of a series of functional
systems requirements documents published by the Joint Fmancnal Management Improvement Program (]'FMIP) on
cheral financial management systems requn’ements

The Human Resources Technology Council (HRTC), addressing a long-standing requirement to define core -
functionalities of a Federal human resources system, prepared a report to the President’s Management Council
(PMC) in November 1997. That authoritative document provides guidance and direction to the hiiman resources
community for the development, maintenance, and enhancement of such systems. The study can be found on the
Office of Personnel Management’s (OPM) world wide web site at www., opm. gov/hrtc , :

Thls ]PMIP document reflects financial systems requu‘ements assoc1ated with human resources .and payroll systems.
In order to establish a comprehensive understa.ndmg of the full range of Federal human resources and payroil
systems requirements, this JEMIP functional requirements document must be read in conjunction with the HRTC’s
Governmentwide Human Resources Information Systems Study. The HRTC Study will be updated periodically

and shared with the JEMIP so that applicable modifications can be made to th]s ﬁmctlonal requlrements document |

All of the JEMIP Federal Financial Management System Requlrements (FFMSR) series of documents should be .
considered together when determining how best to use information and suppomng services to meet the ﬁnanc1al
management needs of a Federal agency. SRR L SARICE

The FEMSR series addresses the goals of the U. S. Government Chief Financial Ofﬁcers (CFO) Councﬂ the
JEMIP, the HRTC, and others, to promote the efficient management of assets, and to improve financial -~ -
management systems governmentvwde to prov1de useful ﬁnancml mformanon on Federal govemment operanons

Agenc1es may develop additional technical and functional system requirements as necessary to support unique .
mission responsibilities. Agencies must also develop strategies for interfacing or mtegratmg human resources and
payroll systems with the agency’s core financial system.

We want to take this opportunity to thank agency officials and others in the financial, human resources, and pn};toll
management communities who contributed to this document. -We value their assistance and support. With~ ~
continuing support such as theirs, we can confidently face the financial management challenges in the next century.

?:Cleary Aldeg;

Executive Director
April 1999
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Introduction

As the world’s largest and most complex enterprise, the U. S. Fedéral government faces tremendous challenges in
the employment and payment of a large civilian workforce including hundreds of thousands of people worldwide. - -
These enormous responsibilities involve the management of billions of dollars of resources, and pose tremendous
challenges as we rapidly approach the twenty-first century. : '

The Federal govcrnment has consistcntly recognized the importancc of having high quality financial management

systems to support improvement of government operations and provide financial and related information. to.

program and financial managers. In response, the JEMIP began the process of defining financial management

system requirements. by publishing the FFMSR series of requirements documents, beginning with the Core . ,

FEinancial System Re_qmremmts document in January 1988. Since then JFMIP has 1ssucd several other’ pubhcatlons‘ ~
_in the FEMSR series.

In addition to the basic JEMIP systems requirements documents, several Federal organizations and agencies

* recognized the need for a comprehensive document describing a variety of general systems requirements, e.g.,
system integration, data stewardship, and internal controls. As a result, JEMIP published the Framework for Federal
FEinancial Management Systems document in January 1995.

The Federal Financial Management Improvement Act (FFMIA) of 1996 mandated that agencies implement and
maintain systems that comply substantially with Federal financial management systems requirements, applicable
Federal accounting standards, and the U.S. Government Standard General Ledger (SGL) at the transaction level.
The FFMIA statute codified the JEMIP financial systems requirements documents as a key benchmark that agency
systems must meet, in order to be substantially in compliance with systems requirements provisions under FFMIA.
To support the requirements outlined in the FEMIA, JEMIP is updating publications which are obsolete and is
publishing additional requirements documents. This is an update of the May 1990 JEMIP Personnel-Payroll System
Requirements document, which is being renamed as Human Resources & Payroll Systems Requivements document.

This Human Resources & Payroll Systems Requirements document is intended for human resources and payroll
financial systems analysts; system accountants; and others who design, develop, implement operate, and maintain
financial management systems. This includes buymg or building systems. The primary purposes for this update are
to reflect: , _

1. changes in statutes, regulations, and technology that have occurred since the document was originally published
in May 1990, e.g., passage of the Chief Financial Officers (CFO) Act of 1990; FEMIA of 1996; and
Information chhnology Management Reform Act (ITMRA) of 1996;

2. changes in personnel practices brought about by the National Performance Review (NPR); and
3. increased availability of commercial off-the-shelf (COTS) software packages.

The CFO Act strengthened the government’s efforts to improve financial management by:

1. assigning clearer financial management responsibilities to senior officials;
2. establishing new financial organizations; and

3. requiring enhanced financial systems, audited financial statements, and improved planning. The Govcrnment
Performance and Results Act (GPRA); Government Managcment Reform Act (GMRA); FEMIA; ITMRA;
and others further enhanced these responsibilities and requirements.

The Secretary of the Tréasury, Director of OMB; and Comptroller General of the United States established the
Federal Accounting Standards Advisory Board (FASAB) in October 1990, to recommend Federal accounting
principles and standards. After the FASAB sponsors decide to adopt recommendatlons standards are published by

Human Resources & Payroll Systems Requirements 1
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Introduction

OMB and GAO, at which time the standards become effective. The Statements of Federal Financial Accounting

Standards (SFFAS) are published by OMB as the official standards for the Executive Branch of the Federal government.

However, agencies may engage in transactions that are not addressed by these standards. In that event, the Board has
agreed to, and the Office of Management and Budget has published in its Form and Content of Agency Financial
Statements (OMB 97-01), a hierarchy that will be viewed as providing sources of generally accepted accounting principles
for the Federal government. :

Increasingly, integrated financial management systems are necessary to support program managers, financial
managers, budget officials, and others simultaneously. Data and information supplied by systems to these
individuals are expected-to be accurate, timely, and consistent across organizations, agencies, and the Federal
government. Systems and data are shared more and more by multiple organizations, agencies, etc:, with common -
needs. ‘ SR ‘

2 ‘ ' Human Resources & Payroil Systems Reqbirements
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Federal Fmanelal Management Framework - B

¢

This document prov1des hrgh level functlonal requlrements for human resources and payroll systems that will
provide the capability for financial managers and others to control and-account for human resources and payroll
salaries and expenses as defined in governmentwide and agency specific statutes, regulations, and guidelines. This
document is one component of a broad program to improve Federal financial management, which involves the
establishment of uniform requirements for financial information, financial systems, reporting, and ﬁnancral
organizations. Appendix A contains a listing of relevant statutory and regulatory references.

As shown in Illustration 1, standards and systems requrrements assist agenc1es in developmg eﬁ'ectlve and efﬁcrent
systems and provide a common framework so that in-house programmers or outside vendors can provide software
more economically. Each'agency should integrate its unique requirements with these governmentwide standard
requirements to provide a uniform basis for the standardization of financial management systems as reqtured by the
CFO Act of 1990, FEMIA of 1996, ITMRA of 1996 and others : ‘

Financial management systems in the Federal government must be des1gned to support the vision artrculated by the
government’s financial management community. This vision requires financial management systems to support the
partnership between program and financial managers and to assure the mtegrlty of mformatlon for decmon makmg
and measuring performance. This includes the ability to: ‘ Y .

Rk mewrct wimnin f 6 LN

* collect accurate; timely, cOmplete,‘ reliable, and consistent information;
* provide for adequate agency management reporting; ‘
* support goVermneﬁwide and agency-wide policy decision-making;

* support the preparatlon and execution of agency budgets;

* facilitate the preparanon of financial statements and other ﬁnancml reports in accordance with Federal
accounting ‘and reporting standards; R ,

e = v o

» provide information to central agencies for budgetmg, analysw and govermnentw1de reportmg, including
consolidated financial statements; and v ‘ :

. provrde a complete audit trail to fac:htate audits.

In support of this vision, the Federal government must estabhsh governmentwide ﬁnancral management systems
and compatiblé agency systems, with'standardized information and-electronic data exchmge to support program
delivery, safeguard assets, and manage taxpayer dollars.

It is critical that financial management systems plans support the agency’s mission and programs, including planned
changes to them, and that financial management systems plans are incorporated into the agency’s plans for.
information technology infrastructure and information systems as a whole. Further, systems design efforts should
include an analysis of how systems improvements, new technology supporting financial management systems, and
modifications to existing work processes can together enhance agency operations and improve program and
financial management. Reassessmg information and processmg nieeds and redesrgmng processes, procedures and
policies are essential steps to meeting user needs. :

Integrated Financial Management Systems

Financial management systems must be designed with effective and efficient interrelationships between software,
hardware, personnel, procedures, controls, and data contained within the systems. To be integrated, financial .
management systems must have, as a minimum, the following four characteristics:

Human Resources & Payrall Systems Requirements 3 -



Federal Financial Management Framework®
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Fe’derfaIc:Financialv Management. ~Fr‘am‘ework

1. standard data classﬁicatlons (deﬁmnons and formats) estabhshed and used for recordmg ﬁnancml events
2. common processes used for processing similar kinds of transact1ons,

3. internal controls over data entry, transactlon processmg, and reportmg apphed con31stently and E -

4. a design that ehmmates unnecessary duphcatlon of transaction entry

The financial management systems policy described in OMB Circular'A®127, “Fmancral Management Systems
requires that each agency establish and maintain a single integrated finanicial management system. Without a smgle,
: mtegrated financial management system to ensure timély and accurate financial data, poor policy decisions are more
r likely to occur, due to inaccurate or untimely mformatlon, managers are less likely to be able to report accurately to-
’ the President, the Congress and the public on government operations in a timely manner; scarce résources are’
more likely to be directed toward the collection of information rather than to delivery of the intended programis;
and modifications to financial management systems necessary. to keep pace with rapidly changing’ leglslatlon
regulations, and user requirements cannot be coordinated and managed properly. The basic requirements for a’
single, integrated financial hanagement system are outlined in OMB Circular A-127, “Financial Management
Systems.” Other financial and information systems requirements are included in OMB Cifcular A-123;
“Management Accountablhty and Control,” and OMB Crrcular A 130 “Management of Federal Informatlon
Resources.” : ‘ . .

TR

Having a single, mtegrated ﬁnancral management system does not necessanly mean havm g only one software ,
application for each agency covering all financial management systemis needs. Rather, a smgle integr ated financial
management system is‘a unified set of financial systems and the finaricial portions of mixed systems encompassmg
the software, hardware, personnel processes (manual and automated), procedures, controls, and data necessary to
carry out ﬁnancml management functions, manage financial operatlons of the agency, and report on the agency’s

ﬁnancxal status to central agenc1es Congress and the public. : - Gl P TR AT £ o

bl

Unified means that systems are planned and managed together operated in an mtegrated fashlon and llnked
together electronically in an efficient and effective manner to provide agencywide financial system support necessary il
to carry out the agency’s mission and support the agency’s ﬁnancral management needs ;

Integratlon means that the user is able to have one view into systems such that at whatever level the mdr\'ldual is -
using the: system, he or: she can get to the information needed efﬁcrently and effectwely through clectromc mearis.
However, it does not imean that all information is physically located in the same database PR

Interfaces, where one system feeds data to another system following normal busmess/n ansactlon cycles such as-
salary payroll charges recorded in general ledger control accounts at the time the payroll-payments are made; may
be acceptable as long as the supporting detail is maintained and accessible to managers. In such cases, mterface
linkages must be electronic unless-the number of transactions is so small that it is not cost-beneficial to automate
the interface. Easy reconciliations between systems, where mterface hnkages are approprlate must be malntamed to
ensure accuracy of the data b : o '

e R

. (.‘!

_ To develop any mtegrated mformatlon system itis crrtlcal that's semor systems analysts and systems accountants
identify: . . R STRNE ORI : :
» the scope of the functions to be supported (processes), o e o C =
* how data quality will be assu‘red‘ (data stewardship), | — o ', ) ‘
* the information to be processed (imanagement information), | _ ' ‘ ' i
* how systems fit together to support the functions (systems architecture), and
* safeguards needed to ensure the integrity of operations and data (internal control).

Human.Resources & Payrefl Systems Requirements ] —



Federal Financial Management Framework

All of these pieces must be brought together in a model such as the one shown in Illustratmn 2. These pieces must -

work together to form an efficient integrated information system. A change to any part of the model will require
determination of the implications on other parts of the model. For example, a new reportmg requirement may,
require changes throughout the entire model. . ‘

Agency Financial Management Systems Architecture

Agency ﬁnanc1a1 management systems are mformatlon systems that track ﬁnancml events and summarize
information to support the mission of an agency, provide for adequate management reporting, support agency level
policy decisions necessary to carry out

fiduciary responsibilities, and support S lntegrated M_odel for
the preparation of auditable ﬁnancml ... . . FederalInformation Systems
statements. ; '

Agency financial management systems
fall into four categories:

Processes.
1. core financial systems; .

2. other financial and mixed systems,
including human resotirces and
payroll systems,

3. shared systems, and

Systems
Architecture -

Management
4. departmental executive information Information
systems (systems to provide

management information to-all

levels of management).

These systems must be linked together
electronically to be effective and
efficient. Summary data transfers must
be provided from agency systems to
central systems to permit summaries of
management information and agency
financial performance information on a governmentwide basis. -

, lntetnal Control

_ Hustration 2

Subject to governmentwide policies, the physical configuration of financial management systems, including issues
of centralized or decentralized activities, processing routines, data, and organizations, is best left to the
determination of the agency, which can determine the optimal manner in which to support the agency mission.
The physical design of the system, however, should consider the agency’s organizational philosophy, the technical
capabilities available, and the most appropriate manner to achieve the necessary single, integrated financial
management system for the agency. S

The agency systems architecture shown in Illustration 3 provides a logical perspective identifying the relatlonslnps
of various agency systems types. Although this does not necessarily represent the physical design of the system, it
does identify the systems types needed to support program delivery/financing and financial event processing for
effective and efficient program execution.

6 Human Resources & Payroll-Systems: Requirements
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Human Resources and Payroll Systems

As shown in Illustratlon 3, human resources. and payroll systems are an mtegral part of the total financial-
management system for v1rtually all Federal agencies. Human resources and payroll systems support programmatlc
objectives and interact with core financial systems to validate funds availability; update budget execution data;
record human resources and payroll salaries and expenses; and record other personnel and payroll related
transactions. : : :

- - 'Age‘hcy Systems Arehiteeturef_

“;Serzedg ‘
\ Prope
Fo?felrttzd. ‘:

- Guaranteed

| Loan ‘

B , # Human Resources
Benefit Payment NG - —— L. 4 .. &Payroll
‘System - | o ‘ T o Systems

Financial
" Reporting -
System L

Insurance Claim
System

~. Non-financial

" Financial
Sys ems

System

Formu ation -
System

Inventory

System Property Revenue ™\
Management Acqunsrtlon System

System y Sys em

Do "
P s\e
U!mental Exgcutive Information S .

Workstation Support Tools ___

lllustration 3
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sten Dniew

The complexity, d1vers1ty, and size of the employee populauon in Federal government agencres place umque
demands on managers of human resources and payroll operations. The constantly changing requirements of
human resource management has led management to look not only at the functional capabilities of human =~
resources and payroll systems, but also the managerial environments in which these systems are supported and/or .
operated. : A ; : '

All human resources and payroll systems that are being desngned and nnplemented or are in use, must operate in .
accordance with laws, regulatrons and judicial decisions. It is the responsrbrlrty of each agency to be knowledgeable
of the legal requirements governing its human resources and payroll operatrons. _‘ ‘

All human resources and payroll systems must provrde asa mmunum, the followmg quahtres

. Complete accurate and prompt payment of pay and deductlons

. Complete accurate, and prompt generation and maintenance of human resources and payroll records and
' tLansactrons, '

* Timely access to complete and accurate mformatlon wrthout extraneous ‘mater 1al to those mternal and
external to the agency who require the mformatron, : ‘

. _Trmely and proper interaction of human resources and payroll systems with Core ﬁnancral systems; and

. Adequate mternal controls to ensure that human resources and payroll systems are ope1 ating as lntended
This document identifies ﬁ1nctronal requnements for human resources and payroll systems Although the
document may be used when developing new human resources and payroll systems, or improving or evaluating
current systems, the document does not provide a specific model for such systems. ‘Functional requirements not -

mandated by law, regulation, directive, or judicial decision must result in cost-effective systems'that are in the '
_ mterest of the government: All possrble alternatwes for meeting the requrrements should be considered.

Human resources and payroll management functronal requirements presented are those requ1red to initiate and
maintain the compensation of employees. The full spectrum of human resources and payroll’ management functlons
would include planmng, pohcy, programmmg, budgetlng, accountmg, operatlons and controls

Human resources management actwrtles mclude
* ' position management and classification;
* recruitment and staffing;
¢ personnel action admrmstratron,
* benefits adrmmstratlon,

* labor, management and employee relat1ons and

* work force development
Payroll management_,activities inclUde:

* time and attendance processing;
* leave processing; and

* pay processing.

8 ' Human Resources & Payreli Systems Requirements
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Other management actlvmes mclude

. labor cost drstnbutlon, |
. reportmg, reconcrlratron and 1ecords retentlon, and

* gener al systems I'CqUJICantS

The followmg discussion 1llustrates the relatlonsh1p between human resources and payroll activities. When an
individual is hired, human resources establishes salary, grade, entitlements, etc. This information is then passed to
payroll to affect leave'and pay processing. Any changes to the basic authorrzatrons and entltlements must be made '
by the human resources act1V1ty before being reﬂected in the payroll system. - o r

Functional requrrements of the Federal government’s human resources and payroll systems can be segregated into -
two general categories, mandatory and Value added. Following are deﬁmtlons for these two categorles of -
requirements: RN e SR o

* Mandatory - Mandatory requirements describe what the system must do and-consists of the m]mmum
acceptable functronalrty, necessary to establish a system or are based on Federal laws and regulations.
Mandatory requirements are those against which agency heads evaluate their systems to-determine -
substantial comphance with systems requirements under the FEMIA. These: requlrements apply to emstmg
systems in operation and new systems planned or under development ; '

il T ]

Value-added Value added requrrements descrrbe features or characteustrcs and may consrst of any
combination of the following: (1) using state of the art technology (2)- .employing the preferred or best

- business:practices, or (3) meeting the special management needs of an individual agency. V: alue-added,
optional;and other similar terminology may be used to describe this category of requirements. Agenues
shouild consider value added features when judging systems options. The need for these value- added featur es
in agency systems is left to the discretion of each agency: rhead. . A

Human resourcés requirements'in this,,document are grouped by the functional areas commonly found as separate work - -
units in human resources offices. These functional areas are further categorized under the headings: 1. Primary Use or
User (Manager Self-Service; Personnel Action Processing, Personnel Action Tracking, Official Personnel Folder, .
Employee Self-Service, and Case Management and Administration); 2. Regulatory Compllance and Admmlstratlon
and 3. Functional Requirements. Under the category Primary Use or User, the use of the word “must” denotes that .
item described is mandatory. Whereas, the word “should” indicates that the system would have increased “value added”
functionality if these items were part of the system. Requirements that are found under Regulatory Compliance and
Administration all include the direction of “must™ and are therefore required in any information system. Functional -
Requlrements outline the subparts of the functional area with a description of what that subpart entails.” This descnptlon'
is given to further enhance the reader’s understanding of the complexity of the system. These functional. requlrements ‘
must be present in human resources systems. However, the Federal statutory and regulatory environment governing the
human resource system supports 1ncreas1ngly flexible and vairable management practices under broad guidelines. This
human resources requirements environment is more fully presented in the HRTC’s Governmentwide Human Resources .
Information Systems Study that can be found on the OPM web page at: www.opm. gov/hrte. Recogmzmg that there are
many statutory and regulatory requirements in the Federal sector applicable to human resource systems and that the
current statutory and regulatory environment permits a range of ﬂeubnhty and experimentation, the Agencies, in
consultation with OPM, are responsible for identifying and exercising exceptlons to mandatory requirements. Value
added requlrements are identified by the use of “should.”

Payroll requirements in this document are mandatory system requirements. They are identified with bold headings,
Functional Requirements and Regulatory Compliance and Administration While there are many potentlal value
added features for Payroll systems, they are not presented in this document.

Human Resources & Payrol! Systems Requirements 9



System Overview

~ The burden of demonstréting that value added features are cost effective and clearly in the interest of the

government rests with agency heads. Further, each égcncy must develop an efficient, effective, and economical
strategy for interfacing or logically integrating its human resources and payroll systems (or subsystems) with each
other and with other systems (or subsystems) that provide information to, or utilize information from, standard
human resources and payroll systems.. ' o

Human resources and payroll activities can be further categorized based on types of activities. The remainder of
this document provides functional requirements based on these categories as follows: "

Position Management and Classification: Provides for position management and classification including the .

collection and editing of data.

Recruitment and Staffing: Provides for recruitment and staffing.

Personnel Action Administration: Provides for personnel action administration.

Benefits Administration: Provides for benefits administration.

Labor-Management and Employee Relations: Provides for labor management and employee relations matters.

Work Force Development: ' Provides for work force development.

Time and Attendance Proceésing: . Collects time and attendance and labor distribution data to be used with:
entitlement data on a pay period basis, as required. ' '

Leave Processing: Processes and controls leave advances, accruals, conversions, transfers, usages, and forfeitures for
each employee. | '

Pay Processing: Calculates gross pay and allowances, deductions, employer contributions, and net pay for each
employee. ‘ ‘ ‘ "

Labor Cost and Distribution: P:g\{ide;‘i for the collection, maintenance, and management of labor costs based on |
classifications and coding structures specified by the agency, for the purpose of reporting data to other systems,
€.g., cost accounting systems. ~

Reporting, Reconciliation, and Records Retention: Accesses, manipulates, and formats data as required to satisfy
internal, external, and management requirements, e.g., payroll system data for comparison and reconciliation with
disbursing and accounting systems to ensure accuracy and completeness. Maintains current and historical
personnel; pay; leave; time and attendance; and retirement data for each employee. Supports both payroll-related
data and human resources-related data in logically integrated databases and/or interfaced systems. .

General Systems Requirements: Includes a variety of general data stewardship, interface requirements, and other
hardware and software related requirements. ‘ '

The following sections define uniform core functional requirements and creates a framework for designing effective
and efficient human resources and payroll systems based on the foregoing categories of human resources and
payroll activities. -

The identified standard core requirements, when integrated with agency unique requirements, will move the
Federal government towards a higher degree of uniformity in the design and capabilities of human resources and
payroll systems while, at the same time, support the special information management needs of individual agencies.
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Introduction to Functional Requirements

The following core funct10nal requirements have been identified by key human resource and payroll functional
areas and are expected to be integrated with agency unique requirements in a manner that best supports the
agency’s programs, operations, technical environment, and management philosophy. The requirements listed for
each functional area are not intended to be exhaustive, but are aimed at providing a high-level dcscnpuon of the
major information and: processing capabilities needed to have modern human resources and payroll systems.

o w154 i W . F
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Position Management and Classificaton =~

Primary Use or User:
Manager Self Serv1ce

. The system should facrhtate ﬁlll manager.empowerment of delegated posrtlon classification authori 1ty

* The system should allow managers to structure organizations under their control and quickly develop
classification documents through the use of standard position descriptions or generation of new
. classification determinations through the use of expert or decision support systems as approprnte to their
requirement. | ,

* The system must also provide the capablhty to produce pertment mformauon in response to classification
appeals.-

* An important aspect which the system should support is full identification of position requirements. For
" example, managers should be able to annotate'a position’s unique requirements such as mobilization
responsibilities, drug testing requirements, position sensitivity, financial disclosure obligations,
position-based skill and competency requirements, and a wide variety of other position-based
requirements that emerge and change over time. :

* The system should also automatically generate documents which facilitate. related human resources
management activities (e.g., recruitment, performance management, and training and development).

* A related functionality that must be provided is organizational decision support for managers that will
simplify their organization and posmon design decisions (e.g:, budget and Full Time Equivalent (FTE)
management activity based costmg, ‘work effort as related to performance measures and indicators).

« Further, the system should provrde sufficient flexibility to enable management to account for total work
force utrlrzatlon that can encompass the efforts and associated costs of contractors, military members, and
volunteers.

Regulatory Compliance and Administration: The system must be designed to comply with statutoq and
regulatory requirements when processing transactions and providing decision support capabilities for position
management and classification activities. ‘This includes documenting regulatory determinations that are derived
from the position and applying appropriate classification standards. For example, Fair Labor Standards Act
(FLSA), competitive level, bargaining unit status, and applicable classification determinations (title, series, and
grade) Appendlx A contains a listing of relcvant statutory and regulatory references. : :

Functional Requirements'

Analyze Organization Structure. Provide the analysis, recommendatlons and marntenance of posmon structures
supportmg an ass1gned task. '

Evaluate Duties and Responsibilities. Describe the work of a position and apply standards, pohues 1nd gurdehnes

* to determine the type and level of work, to include identification.of knowledge, skills, abrhtles and competencies.

Classify Positions. Classify positions accordmg to OPM standards.

Process Associated Human Resources Data Update posrtron and manpower information in the appropnate
personnel files and produce the necessary documentation.
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Recruitment and Staffing'

Primary Use or User:
Manager Self-Service:

" » The system should enable managers to electronically initiate the full range of recruitment-based actions
.. (e.g., internal and external recruitment actions, reassignment actions, details) and flow these actions to
the appropriate individuals and offices for approvals and processing, .. =

~+ "Using position-based requirements, the system should provide expert or decision support capabilities to
 generate documentation needed to complete the recruitment process. This includes preparation of
vacancy announcements which contain specific selection criteria (e.g., knowledges, skills and abilities
(KSAs) and competencies, and conditions of employment). i IR

*. The system should also have the flexibility to allow managers to electrbnically receive and.act upon
referral lists, resumes that contain appropriate candidate qualification information, and fully take into
account regulatory requirements. - TR IR '

* The system should also provide a means for applicants and employees to apply as either external or

. internal candidates for vacant positions. I S AT R

. The system shdtild ‘also pro_Vide; the capability to process reduction ivn‘f{)_rcc actions including the

" determination of retention rights, issuance of notices; and generation of required documentation.

Regulatory Compliance and Administration: The system must be designed to comply with statutory and
regulatory requirements when processing transactions and providing decision support capabilities in accomplishing
recruitment, staffing, and reduction in force activities. This includes, for example, priority placement entitlements,
time-in-grade restrictions, and minimum qualification criteria for processing recruitment and staffing actions,
veterans preference, type of appointment, length of service, and performance data for processing reduction in force
actions. Appendix A contains a listing of relevant statutory and regulatory references. - ‘ e

Functional Requirements:

Prepare Staffing Plans. In conjunction with managers, process historical’ information to identify both short and'
long term staffing needs. N o : o : s - :

Recruit Applicants. Includes all activities involved in‘acquiring applicants and recording them in an automated
system.- Major tasks include job analysis, soliciting applications, evaluating candidates, and notifying applicants of
status. o :

Assign Employees. Includes those actions necessary to process requests by mmagemeht or the employee that affect
employees during Federal employment. This involves actions that promote, reassign, detail, and voluntarily ~ ~
separate employees.

Issue Referrals. This involves referring candidates to the selecting official, monitoring the status of the issued -
referrals, and documenting the entire process. o ST ‘ it TN e

Apply Rccomincndcd Pay Scal\cs.v Determinc and apply the appropriite pay scale for the employee.

Document Recruitment and Staffing Actions. Maintain historical files documenting the recruitment and staffing
process, including delegated examining authority, in a manner that provides a complete audit trail of all actions.
This is particularly important in responding to data calls associated with grievances, appeals, and equal employment
opportunity complaints. | ) : S D
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Personnel Action Administration

Primary Use or User: o | = BT ;
Personnel Action Processing:

# The system must preclude duplicate data entry by automat1cally accessing pos1t10n and employee :
information already residing within the system. : . -

* The system must process (with both current and future effective dates) the full range of individual and |
mass personnel actions such as appointments, reinstatements, transfers, promotions, separations,
retirements, terminations, furloughs, change to lower grades, reassignments, pay changes (including

+ locality and national ad]ustments allowances, differentials, premlum pay, movement between pay plans
or schedules, and pay and grade retention), and details. e .

* The system must fully document the associated personnel action wrth all regulatory requ1red mformatlon
such as legal authority and nature of action citations. o - :

* Incumbent-related information such as date of hire, service computation date, retirement service date
severance pay date, Civil Service Retirement System Federal Employees Retlrement System, Federal
Employees Group Life Insurance and Thrift Savmgs Plan ehgrbrhty dates, Federal Employee Health
Benefits enrollment date, step increase and prior military service mformatlon must also be recorded.
There is also a need for the capability to correct or cancel these actions, and provide the necessary audit
trail. :

‘ s

Personnel Action Tracking: ,

* The system must enable managers and human resources staffs to track past, current, and pendmg personnel
actions. .

e It mustalso automatically generate personnel action reminders that will prompt management decisions on
such actions as w1thm-grade increases, completion of probationary period and temporary appomtments and
any similar time-sensitive actions. :

* The system should enable on-line approval or disapproval of such recurring actions.
Official Personnel Folder:

* The system should support the conversion of the - paper Oﬁicml Personnel Folder (OPF) to an electromc
medium.

s An electronic OPF system would help agencies reduce the significant operational burden of maintaining
paper OPFs while affording human resources professionals, managers and employees easier access to
historical employment information.

Regulatory Compliance and Administration: The system must ensure that statutory and regulatory authorities
that authorize the processing of the action is correctly cited and documented. This includes, for example, entering
the prescnbed remarks, retained grade expiration date, career-conditional conversion date, probanonary period. .
expiration date, and leave accrual category. Appendlx A contams a listing of relevant statutory and regulatory
references. : ‘

Functional Requn'ements

Finalize Personnel Actions. Tlns involves the consummation of management and employee requested personnel
actions by either the generation of a paper SF-50 or the electronic storage of data associated with the SF-50. Also

included in this process are those actions ancillary to employment, such as requesting security investigations,
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arranging physical examinations and 1dent|fymg drug testmg requlrements requestmg and prowdmg SF 75 .
information, and the administration of the in-processing activities. - =~ oy i o D e

Records Upkeep. All activities associated with establishing, updating, purging, storing and disposing of a variety of
human resources documents and records. This also includes miscellaneous record maintenance activities such as -
corrections, employee record validation, and record keeping personncl action processing. The requircments
presently bemg developed in support of an electronic OPF by the interagency ngltal OPF project must also be
planned for a.nd supported by agencxes mformatlon systems

i - o

}
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Beneﬂts Admmlstratlon

Prnmary Use or User

Employee- Self-Serv1ce:

* The system should have the capability to énable maximum employee access to self-service personal
benefits information and automated transaction processing, The intent of this requirement is to allow
employees to manage their own benefits, such as requesting information and initiating actions, with a
minimum exchange of forms or other paper documents.

* The system coverage should, for example include:

Federal Employees Health Benefits Life Event and Open Season Electlons
Thrift Savings Plan Life Event and Open Seasons Elections. '

* Federal Employees Group L1fe Insurance Life Event and Open Season Electlons

Retirement Calculatlons for all categones of employees under all apphcable retlrement programs to
the agency. :

Miscellaneous Changes (e. g Address name, emergency contact mformauon)

Alternative data and processmg entry pomts for mdlvldual w1th d1sab1ht1es in comphance with the
Amencan D1sabll1ty Act

Regulatory Compliance and Administration: The sys'tem must ensure that'employree initiated transactions are
authorized by law or regulation; are accurately effected and documented, and are confirmed-in a timely manner to
the employee. Appendlx A contains a hstmg of relevant statutory and regulatory references

Functlonal Requu'ements

Prowde Basic Information. Explain requlrements beneﬁts and procedures related to. employee beneﬁts

Determine and Process Employee Entltlements Determine employee eligibility for entitlements and process and
document the action.

Flow of Informat10n Any new mformat10n system should have the capab1l1ty to allow for the paper less ﬂow of

information directly from the system to benefit providers (i.e., health care and insurance providers).

16
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Labor-Management and Employee Relations

Primary Use or User:
- Manager Self-Service: _Y
* The system must preclude duplicate data entry by electronically producing position-embedded

- performance criteria necessary to. generate 1nd1v1dual performance appraisal plans. -

" The system should be sufficiently flexible to allow for multiple performance ratmg conﬁgurations and
evaluation methods. RR Y PR i
+ The system should provide for electronic routing; completion, approVal'and" recor'd'in‘g of the
~ performance plan and result:ng rating from managemient to the human resources office. ‘
* The system should also. provrde for support capabihties tOfelectromcally generate approve and process

the full range of monetary and honorary awards for employees and be flexible enough to tallor to
individual agency needs.

"o The system should have the capabili'ty to create, monitor and maintain performance ‘imp'rovement plans.
Case Management and Administration: S Co T e e

* The system must prov1de the capabihty 6 track and record the full range of employee management, or
third-party generated appeals and grievances. This includes events such as performance and conduct cases,
Unfair Labor Practices, and labor contract administration. . :

o The trackm functionah .must mclude such mformatlon as.case. mture case date case steps and resolutlon.
g P

Regulatory Compliance and Administration The 1abor and management employee relations functlonal
activities and processes performed by the system must comply with statutory and regulatory requrrements and the
guidance provided by the Executive Order on Management-Labor Partnershlps Appendlx A contains a listi ng of
relevant statutory and regulatory references. Lo SR :

Functional Requirements: -

Administer Incentive Programs Assure eligibility edits obtam necessary approvals and process necessary
~ documentation for incentive awards : . :

Conduct Emplovee Relatrons Includes the abihty to track employee relations actrons from Lmtiation through
completion.

Administer Performance Management. Includes all tasks involved in administering a system for evaluating
employee performance and probationary periods.

Administer Labor Relations. Gather and store data in support of negotiations or other labor-management
discussions, contract administration and to resolve disputes. Data on the dollar value of time spent by union
employees on representational activities including travel and per diem and the dollar value of services provided to
unions (telephones, office space, computers, etc.) should also be tracked and reported by human resources or
financial management systems. '

TR
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‘Work Force Development

Primary Use or User:
Manager and Employee Self-Service: -

* The system must provide the capability to use position and personal data already residing within the
system to facilitate on-line initiation of the full range of work force development activitics. These
activities include; nomination, approval, enrollment, evaluation, and personnel record documentation.

* The system must also record essential data relative to the cost and source of devi elopmental activities and
enable analysis of such activities to determme ﬁlture budget 1 needs and return on mvestment

Regulatory Comphance and Admrmstratlon ' The work force development functronal activities and processes .
performed by the system must comply with statutory and regulatory requn'ements Appendlx A contains a hstmg
of relevant statutory and regulatory references.’ EET

Functional Requirements:

Administer Employee Development Program. Support the planning, dev elopment and dehvery of training and
career development programs to meet agency and employee needs. Track completron of trammg by employees

Develop Trammg Budg_t Support the preparatlon of financial pro]ectlons and unplementanon of controls wlnch
maximize the unhzanon of training funds. : :

Evaluate Develogment and Tralmng Activities. Support the evaluation of the effectweness and quahty of course

desrgn program content, delivery methodology and mstructronal value :
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Time and Attendance Processing

The system must capture time and attendance information on workschedule hours worked, units of pay, and leave
taken which are necessary. For computing pay, leave, and allowances the prmmpal input is the time and attendance
record, accountlng for time in a pay or non-pay status. L . «

. The system must capture mformatlon on. trme or units of measurement worked to determine gross pay.

o The system must be flexible enough to capture muluple types of work units and all types of leave earned and used.

Regulatory Compliance and Admrmstratlon The system must be desrgned to comply w1th statutory and
regulatory requirements when processing transactions and pr ovxdlng decision support capabilities in accomplishing
activities associated with the time and attendance function. Appendrx A contains a listing of relevant statutory and
regulatory references : : : ‘ S

Functional Requirements:

Collect Time and Attendance (T&A) Data.

Collect work and leave hours on an established tour of duty, mcludmg alternative work schedule and flexitime
hours information. This requires pre-approved or positive acknowledgement from the approving ofﬁcral that the
employee worked the established tour and that time and attendance data is approved

Collect actual hours or days worked and other pay-related data, e.g., precew ork, fee basis umts/dollars and
differentials for each employee.

Collect T&A dataon a pay period basis, e. g.,'daily; weekly, biweekly; semimonthly, and/()r monthly basis.
Capture T&A data in days, fractions of hours; or other units of measure as requlred.

Collect T&A ’d_ata on employees who work temporarily in other or multiple pay classifications. .

Accept T&A data through various processmgmodes e. g, automated time ent'ry or internet.

Calculate and adjust weekly, brweekly, or pay peuod hours based on FLSA Title 5, and other statutory and
regulatory requirements. .

Determine premium pay entitlements based on scheduled tour, actual hours worked, and leave data.

Report and Release T&A Data.

Accept electronic, or other apprdpriately documented, approvals from authorized approving officials.
Release T&A data for further system processing.
Generate reports to monitor T&A data.

Edit and Correct T&A Data.

Edit T&A data at the earliest time to ensure that the data are complete accurate, and in accordance with legal
requirements.

Support the correction of current-pay period and prior-pay period T&A records.

i a1
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Leave Processing:
* The system must provide for the performance of all activities associated with determination of proper leave
balances for all types of leave, leave advances, accruals, usages, forfeitures, limitations, and transfes.

* The system must apply current period leave accruals and léave chargés to each employée’s available leave
" balances, leave transfers, donations to'leave banks or individuals; and adjustments to-leave: balances for -
restored leave, EEO settlements, and similar after-the-fact situations. ' S

_.* The system must piqqccés leave forfciuircs&aqd carryovers for each employee.
Regulatory Compliance and Administration: The system must be designed:to comply with statutory and |
regulatory requirements when processing transactions and providing decision support capabilities in accomplishing
leave transactions. Appendix A contains a listing of relevant statutory and regulatory references.
Functional Requiréments:

Accrue Leave,

Accrue each type of leave to which an employee is entitiéd, including partial accruals and carryovers. Special accrual
rules for employees using donated leave, etc., must be accommodated. '

 Accrue leave for part-time employees. Leave accruals for part-time employees are based on actual applicable hours
in a pay status. -

Process leave accruals and units for Spccial category employees, e.g., firefighters, etc.

Process Leave.,

Process leave for each réPOrte.d leave type at the end of each effective pay f)éribd. Process advances, aécrua_ls, and
restored leave before usages are applied to the appropriate available balance. ’
Offset advanced sick leave balances against subsequent pay period accruals of sick leave.

Process current period and prior-period leave transactions on an effective pay period basis.

Determine compensatory time or credit hours to be forfeited or paid as appropriate based on predetermined
elapsed time limits; maximum carry over limits; and maximum earning ceilings.

Maintain detailed audit trail and control data to ensure that all reported leave hours have been processed accurately
and that the hours used in pay calculation are correct. '

Provide for fiscal-year-end, leave-year-end and calendar-year-end processing and forfeitures in accordance with
established Governmentwide and agency specific guidelines. ’ '

Ensure leave without pay (LWOP) or furloughs for retirement, Office of Workers Compensation Program
(OWCP), education, and military purposes is separately designated and does not affect Within Grade Increase
(WGI), etc.
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_Leave Processing

Adjust Leave.

Modify leave accruals, limits and/or balances for employees who change either leave systems or work schedules (1 e,
full-time to part-time, etc.). .

TR

Automatically convert leave taken in excess of available balance, based upon an estabhshed leave prlorlty pohcy _
When appropriate, provide, for management review (e g., to determme advance leave,. leave w1thout pay, or.absence
without leave). _ : N

Recompute leave balances due to prlor-penod hour ad]ustments of retroactive entltlement changes for each peuod
subsequent to the effective period of the change (leave, benefits and payments) in the followmg order (1)
_retroacnve enntlement changes and then (2) pnor penod hour ad]ustments , .
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Pay Processing
Manager and Employee Self Service:

. The systcm must calculatc gross pay, deductlons net pay, ernployce and cmployel contr 1but10ns for each
employee on an effective pay period basis. .

¢ The system must compute gross pay as the sum of each rate of | pay times the number of units related to it,
minus retirement annuity offsets, if applicable, plus all appropriate allowances and/or other gross pay
components, classify and total deductlons subtract total deductions from gross pay, and apply formulas or
utilizc tables to dcterminc employer contributions requircd for certain payroll taxes a.nd bencﬁts.

Regulatory Comphance and Admlmstratlon The system must be designed to comply with statutory and
rcgulatory requirements when processing transactions and providing decision support capabilities in accomplishing
~ activities associated with calculating and paying employees. Appendix A contams a listing of relevant statutory and
regulatory rcferences ,

Functional Requirements:

Calculate Gross Pay.

Calculate pay at the end of each pay period after properly authorized inputs have been received from the Time and
Attendance Processing Function, and after personnel action processing is completed.

Process prior period, current, and future period pay actions, based on effective dates.
Process current-period and prior-period adjustments as an integral part of the payroll cycle.

Make retroactive calculations based on prior-period hour ad]ustments changes to an employee’s entitlement (for
earnings or deductions) or mass table changes.

Compute various types of pay entitlements, e.g., foreign and nonforeign allowances, differentials, awards, and
premium pay.

Compute pay for various types of cmployecs €. g firefighters, law enforcement officers, emergcncy medical
technicians, teachers, etc.

Compute earnings amounts or rates for pattial pay periods when entitlement dates do not coincide with pay period
beginning and ending dates. Process earnings adjustments on a begin-date/end-date basis.

Calculate overtime based on either FL.SA or Title 5, as appropriate.
Calculate differentials based on applicable hours that are certified by an approving official.
Accommodate information requirements to support supplemental pay actions and recertified checks.

Calculate allowances, premiums, and differentials as defined by law or regulation. These may be set dollar amounts
or computed as a percentage of pay, applying caps or other limitations when applicable.

Process and compute pay and deductions for multiple positions under different appointment authorities, and
different pay, leave, and benefit entitlements. : ‘

Perform statutory limit and reasonableness tests on gross pay.
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Pay Processing

Calculate and Apply Deductions.

Calculate the followmg deduction types for each employee

1. mandatory deductions (e.g., retirement, Federal state, local, and FICA taxes),

2. Voluntary deductions (e.g;, state and local taxes for - multiple taxing authorities, life insurance, health insurance,
thrift savings deductions, allotments, bonds, and pre-tax deductions for transportation beneﬁts), and-

3. involuntary deductions (e.g.; IRS levies, garnishments, and admlmstrattve debt collections). -

Provide for percentage computation of deductions that are subject to annual or regulatory limits (c.g., the current
rate for Federal taxes on supplemental payments Thuft Savmgs Plan (TSP) contrlbutlons and Soc1al Secunty taxes).

Provide the capability to process deductlons that apply in various pay penods and/or have spec1ﬁed lumtatlons e. g o
garnishment pay-off amount.

Prorate insurance premlum deductions for part-time, seasonal and 1pphcable access1ons 1nd sepa1 atmg emplo; ees,
using the daily pro-ration rule.

Accelerate deductions for employees paid an annual salary in less than one year (e. g, teachers). .:'

Determine when a bond may be issued given its type, denommatlon per pay deductton, and balance from previous
pay deductions.

Deduct some items in every pay period and others in selected pay periods only, e. g, discr,étlonary allotments.
Ensure that deductions do not exceed 8ross. 'pay‘, as established by appropriate laws and reéulations

Compute the maximum variable deductions for levies, garnishments, and/or offsets based on appropriate
limitations of each type of deduction.

Adjust Pav Calculations.

Electronically compare leave, benefits, and payments, for adjusted time and attendance data vuth prior period data
and automatically compute differences. -

Support payroll adjustments and regular calculations that cross fiscal and/or calendar years, and provide needed
information to the core ﬁna.ncxal and other mformatlon systems.

Subtract deductions calculated in the order of precedence specified by OPM or other laws or regulations, while
ensuring that net pay is not negative. Follow appropriate rules for taking no deductions within a priority level or
partial deductions, if allowed. .

Adjust taxable gross pay by deducting untaxed items (e g Th.l‘lft Savmgs Plan deduct1ons) and ClVll service
retirement annuity offsets. : P , o ;

Offset the dollar amount of advanced leave balances (computed at the rate of pay in effect when the leave was.
taken) against the dollar amount of earnings for pay period of separation and any unused annual leave (based on the
current pay rate) on termination of an employee from federal employment. Calculate indebtedness for leave -
advances upon separation. Accommodate requests for waiver of collections for leave advances.
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Pay Processing

Offset the dollar amount of other receivables owed the agency against earnings for pay period of separatron or, 1f ‘
applicable, lump sum payments. .

Maintain Data

Allow employees to update personal payroll mformatlon at'the employee s drscretron e.g., tax withholding
information, savmgs bond mformatmn electronic funds transfer information, and allotments

Maintain each pay record by the pay perlod in wluch it was caICulated and by the pay penod to which it applres ( the‘

eﬁecﬂve pay PCI‘IOd) :

Record gross pay, deductlons and net pay, generatmg mformat1on to update other functions and other systems as |
appropr1ate mcludlng the Standard General Ledger malntamed in the Core ﬁnancnl system.

Capture the overtime rate in effect when compensatory time is earned for possible ﬁ1ture payout.

Maintain individual retirement data, including service hlstory and fiscal history for each employee Maintain -
separate records for military (post-1956) and c1V111an dep031ts .

: Mamtam data to support preparatron of notrﬁcatrons of employee mdebtedness €.8. health benefits.

Generate Output

Support unemployment compensatlon for Federal employees processing and responding to ES 931 Request for
Wage and Separation Informatron UCFE requests

Generate payment for severance pay, not exceeding the amount authorized for each employee, on a pay period basis
and provide for Department of Defense employees the optlon ofa lump sum payment.

Make electronic funds transfer payments as well as other methods of payments, mcludmg off-cycle and third party.
payments.

Generate payment of unpaid compensation to beneficiaries.

Accommodate information requirements for accounting transactions for accruals of pay and benefits during the
year. This process is to provide for accruing and reversing accounting information relative to pay and benefits on
other than a monthly basis.

Provide a means for correctmg accountmg transactions for an employee for one or more past pay periods, and for
generating adjusting accountmg transactions to reverse the improper charges and record the correct ones.

Make mformatlon avarlable to other funct10ns to generate internal and external payroll reports not created duectly
in the Pay Processmg function.

Use posted trme scheduled tours, and partlal pay penod computatlons for accrual processrng
Provide the capablhty to track and report pay associated with job-related injury time (contlnuatlon of pay (COP))

Provide data to establish recelvables or follow up on types, of leave that may result in an employee indebtedness,
including health and life i insurance prermums for employees on approved leave w1thout pay and certain jury duty
fees while on court. leave '

Provide mformatron to analyze detarled pay transactions and establish each as either a dxsbursement or as a debt due

the government
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“Labor Cost and Distribution

Cost Accumulation:
* The system must accumulaté cost information for use in budgeting and controlling costs; performance‘

measurement; determining fees and prices for services; assessing programs; and management decision S
makmg Labor costs are an integral part of determmmg the cost of doing t busmess S .. :

¢ The systerm must accumulate work units by cost object (e:g., or gamzatlon and actl\'lt) ), and respons1b111ty - t
center and be prov1ded to other systems performmg cost accountmg functlons

Regulatory Comphance and Admmrstratlom Support the collection of labor d1str1butlon hours based on the -
classification code structure defined in the JFMIP Core Requrrements document Appendlx A contams a llstmg of
relevant statutory and regulatory references o , iy . : :
Functional Requirements: e

Accumulate work units by predeﬁned data elements.

Provide ﬂex1b1hty to update data elements dnvmg the cost accumulmon process R o o

Provide electromc output on dlstrlbuted work umts from the l'tbor d13tr1but1on process for use in other systems

Provide electromc output on undrstubuted employer contubutlons and beneﬁts for use in. other systems
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Reporting, Reconciliation, and Records Retention

Information Management Services: The system must prov1de for reporting, reconciling, and retaining records to -

accommodate a number of reqmrements

. The report processmg aspect accesses and formats data as requlred to satlsfy regulatory, manageual and
accounting information requirements.

* This includes the generatlon of reports at specific time mtervals or upon request mcludmg repots that span
fiscal years, calendar years, or other tithe periods. s

* User outputs.produced mclude all vouchers and 1eports necessary to recogmze paymll expenses, and authorme
 related disbursements. ‘ ,

* External reports include those requlred by Treasury, OPM the Department of Labor, the Federal Retlrement‘

Thrift Investment Board, and others

* Managerial reports include control reports used by human resources/payroll ofﬁce staff members as well as
reports used by others such as superv1sors

* The purpose of reconciliation is to compare and reconcxle data between systems

Internal Reportmg ‘
R TR .
~ ¢ The system must provide employees and managers self -service capabilities in obtammg information pertinent
to their needs. For example, employees should have access to their personal employment and earnings data
and managers should have access to their orgamzatlonal and subordinate work force non-personal data.

* Human resources and financial personnel should be able to perform a wide range of or. ganization and work .
force analyses that will facilitate the strategic needs of the1r seerced ‘managers and organizations.

Regulatory Compliance and Administration: Reporting services performed by the. system must comply with

statutory, regulatory and security requlrements Appendlx A contams a hstmg of relevant statutory and regulatory

“references.
Functional Requirements:
Preparing and Evaluating Human Resources Program Plans. Support reviewing and i issuing statistical and narrative

human resources program plans based on goals and management objectives. Inquiries are normally complex and
cover all activities during periods of up to one year or longer when doing compansons

Historical data. The system should maintain the following information in accordance with the statute of limitations:

* An employment history of the employee with information comparable to that in the employee’s OPF.
* A pay history showing gross pay by type, deductions by type, and net pay for each pay period;
* A time and attendance history showing | hours or days worked by type of pay for each pay period; and
e A leax(;e history showmg begmmng balances, leave accruals, leave usages, and ending balance, by type for each
perio

Reportmg Requirements. Provide the capability to generate routine human resources and payroll reports that are
prescribed by the functional users. The system must contain ad hoc reporting, and should also include data
browsing tools with rapid-response, graphically-oriented, and user-friendly access to the system database.
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Rapdrti=ng,~ R,e;con,ciIi,ati_on‘,.a,n.d Records Retention

Produce employee earnings statements detarlmg the composmon of gross pay, deductions, and net pa) for the. pay
period and year to date (electronic and paper copres) ' . s . T N
Produce managerial reports to facilitate monitoring of human resources costs leave authori 1zat10n and personnel
actions by human resources/payroll staff members and by operatxonal SUpErvisors or managers. .

Produce all reports and vouchers necessary to. recogmze payroll expenses,: estabhsh related receivables, and d1sburse
all related payments. Produce supporting detail registers or subsidiary ledgers :

Provide an output matrix of Teports. that descr 1bes report by title, purpose, frequency, drstrrbutron level, and the
media used to distribute. :

External Reportlng:'

¢ The system must provide for automatic data conversion and electromc transfer of requrred data to the OPM
and other recipients of Governmentwrde reportmg mformatron

Regulatory Compliance and Admrmstratron. The external reports fulfll statutory and regulatory mandates, as
well as management reporting requirements of Executive Branch and Administration leadership. -Although
agencies retain the ability to design systems and data structures to conform to their individual business str ategies,
information sharing and data transfer among agencies is essential to the modernization and efficiency.of the human
resources and payroll data collection processes. Appendm A contains a hstmg of relevant statutory and regulatory
references. - . o ,

Reporting Requirements. Produce data requn‘ed by Treasury; - IRS; t.he Socral Securrty Admnustratlon the .
Department of Labor; OPM; Equal Employment Opportunity Commrssron, Federal Retirement Thr rft Investment
Board; Federal Reserve Banks; OMB; Department of Health and Human Services; and state, local and other _—
taxing authorities. Examples include Central Personnel Data File (CPDF) submlssmns, Standard Form 113; W-2 .
Reporting; Renrement Records, and reports on the use of various methods of payments.

' Reconcrhatron:

* Agency systems must prov1de for the reconciliation of human resources and payroll data within the systems,
for comparison and reconciliation with that of disbursing, accounting, and other adrmmstratrve
systems/subsystems/modules to ensure accuracy, completeness, and data integrity.

Regulatory Compliance and Administration: The systems must be designed to comply with all statutes, o
regulatrons and guidelines that apply to hardware, software, telecommunications, and internal controls. Appendix
A contains a listing of relevant statutory and regulatory references

Functional Reqmrements:

Disbursing data are reconciled with payroll data’ to provide assurance that all drsbursements authorlzed for p'lvment
by the payroll certifying oﬁ‘icer were drsbursed completely and accurately. R o

Human resource data are reconciled to provrde assurance that all employees on the payroll are bona fide and that all
 earnings, entitlements, and benefits are being computed as authorlzed and recognized in the human resources

Sys tem.

Health insurance enrollment data are made available to carriers so that payroll and carrier records can be verified.

Human Resources & Payroll Systems Requirements ' : . 27

BECiEi




Reporting, ‘R:éd‘(i’nbli'liafti'o'n", ‘and'Records Retention”

Malntaln data that is reconcrled to pass to the Core financial system and cost accountmg modules to update fund
balances with Treasury and other assets, expense and l1ab1hty accounts, approprratlons and other cost centers for the
payroll mcludmg employer contnbutrons ' : SR

Provrde for tax deduction reportrng, reconcrhng, and correction processmg for each taxin g authorrt}

Derive summary totals of ¢ earnmgs, deductrons contrlbutrons, and pa1d hours for control purposes and to facilitate
: reconcrhatron ‘

Provrde for transfers for separatmg or transferririg employees with the next regular payr oll

Generate Monthly Employee Report (SF 113A) and the Monthly Full-Time Fqurvalent ( FTE) Report ( SF 113G)
to OPM.

Provide‘disbursement voucher data for yeriﬁéation'and certification of the payroll process.

' Gene.rate'reports of pay and beneﬁt transac_tions required by the agency Core ﬁnancial system.
Notlfy agency human resources and payroll ofﬁce staff’ of mcorrect or rmssmg data.

Comprle employee data related to health insurance enrollment for validation purposes

‘Store audrt trarl data in the standard human resources/payroll data files.

_ Generate detarl registers or sub81d1ary ledgers whrch support all vouchers accountmg entr ies, and dlsbursements
authorized by the payroll ofﬁce ,

Provide a report for health beneﬁts deductrons not taken (e. g for an employee on leave w:thout pay)

Provrde a report of employee debt, caused by pnor-penod ad)ustments or current-period computation, to be used
in admmrstratrve collection.

Generate retention records for Reduction in Force (RIF) based on compet1t1ve posrtlon tenure, and retentron
requirements.

Records Retention°

. Agency systems must miaintain, store, and permit ready retrieval of employment and payroll data. The time
frames for varying pieces of this requirement differ depending on the subject matter and the system must be
sufficiently flexible to retain and purge data consistent with the varying record keeping requirements.

* Destruction of records created within the Federal government must be approved by the National Archives
and Records Administration (NARA), per 36, C.F.R 1228. Basic payroll records are currently authorized for
disposal by General Records Schedule 2 I’ayrollmg and Pay Administration Records, and General Records

" Schedule 20, Electronic Records. (COPICS may be obtained from your agency’s records officer or from
NARA.) For payroll records not covered by this authorrty, or for any questrons regardlng the disposition of
Federal records, please contact: ‘ v

" National Archives and Records Administration (NARA)
~ 7th Street and Pennsylvania Avenue NW
Washington, DC 20408

i g S
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' R_epnrting,-Reconcifliat'i'on,;and,. Records Retention-

- The telephone number for the Llfe Cycle Management D1v1s1on is (301) 713 7110
Regulatory Comphance and Admrmstratlon NARA and other specrﬁc statutes, regulatlons and gmdelmes )
applicable to all governmentwide, agency, and orgamzatlon specific programs. Appendlx A contains a listing of
relevant statutory and regulatory references. C ‘

Functional Requirements‘

Mamtam and/or dlspose of personnel and payro]l records in accordance w1th governmentw 1de and agenq specrﬁc |

guidelines.
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Gen’eral'sys't'ems Requ"i'rei‘he'nts

For information on mternal controls, systems archrtecture software documentatlon and other related issues relative
to human resources and payroll systems development, operations, and maintenance, reference apphcable sectlons
through the JEMIP Framework for Federal Fmamml Management Sys‘tems document : :

System Interfaces:

¢ The human resources- payroll system, at the standard and/or agency-level must be able to accept, process ‘
and report on transactions with.other internal and external systems, - The system must record and track such
transactions and related information in order to provide the basis for central control. This may require a
custom interface to properly identify and format the transactions. The system must:

Provide system flexibility in accepting data input from multiple media that recognizes the unique data
input requirements of interface systems. :

Subject all transactions from mterfacmg systems to the standard human resources- payroll system edits,
validations, and error-correction procedures.

Provide system capablhty to customize data input, processing rules, and edit criteria. Provide flexibility
in defining internal operational procedures and in supporting agency requirements.

Provide the capability to identify and process transactions from other systems that enter and update the
standard human resources-payroll system.

Provide system capability to allow users to customize output for reporting and providing interfaces to
other systems necessary to meet agency requirements for external processing (e.g., retirement processing,

' general ledger postmg, budget formulatron budget reconciliation, and budget execution).

Other General Systems Issues:

* A variety of general systems requirements, including data stewardship, systems architecture, systems’
integration, internal control, and others are contained in the JFMIP FEMSR -0, January 1995, entitled
Framework for Federal Fmamml Management Systems. The Framework document along with all other JEMIP
requirements documents, can be found at: Www/ﬁnancenet gov/fed/]fnup/]ﬁmp htm
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Appendix A: References

General: _Examples of relevant laws, regulations, and publications.

* United States Code (USC), Title 5, Title 26, Title 42;
* Code of Federal Regu.latlons (CFR), Title 5; -
* OPM’s CSRS and FERS Handbook for Personnel and Payroll Oﬁices
* OPM’s FEHB Handbook for Personnel and Payroll Offices;
* OPM’s FEGLI Handbook for Personnel and Payroll Ofﬁces
« OPM’s Guide to Personnel Data Standards;
* OPM’s Guide to Personnel Recordkeeping;
* OPM’s Guide to Processing Personnel Actions;
* OPM’s Guide to the Central Personnel Data File; | .
e “U.S. General Accountmg Office Policy and Procedures Manual for Guldance of cheral Agenc1es spec1ﬁcally
* Title 2, “Accounting™; .
e Title 6, “Pay, Leave, and Allowances;”
* Title 8, “Records Retention;”
. Treasury Financial Manual;

« Statement of Federal Financial Accountmg Standards No 4 “Managernl Cost Accountmg Standa1ds” July
1995. See GAO/AIMD-21.1.1 May 1997, pp. 331-394 and OMB, GPO S/N 041-001-00457-2;

* Statement of Recommended Accounting Standards Number 5 “Accountmg for Lmbﬂmes of the Federal '
‘Government”, September 1995; F : , ‘ R

« OMB Bulletin 93- 11, “Fiscal Responsibility and Reducmg Perquisites;”

¢ OMB Circular No. A-34, “Instructions on Budget Execution;”: ATPR

* OMB Circular No. A- 123 “Management Accountability and Control;”

* OMB Circular No. A-127, “Financial Management Systems;” Lo

* OMB Circular No. A-130, “Management of Federal Information Resources;”

* Framework for Federal Financial M‘anagement’ Sysfenls; o | |
Position Management and Classification: Examples of provisions related to position management and
classification can be found in:

* Classification Act, Pub. L. No. 92-392 (1949);

e 5 C.F.R. Part 214, Senior Executive Service; : e

* 5 C.F.R. Part 340, Other than full-time career-employment (Part-time, seasonal, 6n-call, and intermittent);

* 5 C.F.R. Part 511, Classification under the General Schedule, -

* 5 C.F.R. Part 532, Prevailing rate systems;, -

Recruitment and Staffing: Examples of provisions related to recruitment and staffing can be found in:

* 5 C.F.R. Part 6, Exceptions from the competitive service;
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Appendix A: References ‘_

5 C.F.R. Part 8, Appointments to overseas positions; .
5 C.F.R. Part 211, Veteran preference; '

5 CER. Part 212, Competitive service and competitive‘ status;
5 C.F.R. Part 213 Excepted service; - | '
5 C.F.R. Part 300, Employment; |

5 C.F.R. Part 330, Recruitment, selectlon, and placement ‘ : S
5 C.F.R. Part 301, Overseas Employment . o | | o “ o | ) i
5 C.F.R. Part 302, Employment in the excepted serv1ce, ' ' ‘
5 C.F.R. Part 304, Expert and consultant appomtments,
* 5C.F.R. Part 307 Veterans readjustment appointments;
* 5CF. R. Part 308, Volunteer service; .

- 5CFR. Part 310 Employment of relatives; |

[ [ ] [ ] [ ]
e g s

. 5C. F.R. Part 315, Career and career-conditional employment; - ’ : U l

5 C.F.R. Part 316 Temporary and term employment;

5 C.F.R. Part 317, Employment in the Senior Executive Service;

5 C.F.R. Part 319, Employment in senior-level and scientific and professronal posmons |

5 CER. Part 330, Recrurtment selectron and placement

5 C.F.R. Part 335, Promotion and mternal placement o : : o i

5 C.F.R. Part 340, Other than full-time career employment (Part-tlme seasonal on- call and mtenmttent),
5 C.F.R. Part 351, Reduction in force, ' '

-5 C.F.R. Part 534, Pay under other systems; -
5 C.F.R. Part 536, Grade and pay retention;

'5 C.E.R. Part 591, Allowances and differentials; - -

Personnel Action Administration: Examples of provrslons related to personnel acnon adrmmstratlon can be
found in:

* 5 C.F.R. Part 1; Coverage and definitions; » _ _ ,
*5 C.E.R. Part 3, Noncompetmve acqulsmon of status; ‘; _ | e _' o , |
* 5 CFE.R. Part 293, Personnel records; ‘ | |
* 5CFR. Part 294, Availability of official information; -~

~+ 5CF.R. Part 297, Prlvacy procedures for personnel records SEEI IR 4
* 5 C.F.R. Part 581, Processing garnishment orders for child support and/or alimony;
* 5 C.F.R. Part 582, Commercial garnisMent of Federal employees’ pay;

Benefits Administration: Examples of provisions related to benefits administration can be found in:

¢ 5 C.E.R. Part 831, Retirement;
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* 5 CF.R. Dart 842, Federal Employees Retirement System-General Administration;
'« 5CF.R. Part 870-874, Federal Employees Group Life Insurance

* 5 C.F.R. Part 890, Federal Employee Health Benefits Program‘ | .

¢ 5 C.E.R. Part 1600-1699, Federal Retirement Thrift Investment Board -~ -~ . - | o (

Labor-Management and Employee Relatlons Examples of provrsrons related to labor management and
employee relations can be found in: . Lo S Lo

~« 5 CF.R. Part 293, Personnel records;

* 5 C.F.R. Part 359, Removal from the Semor Executrve SCI'VICC guaranteed placement in other personnel
systems; S :

* 5 CF.R. Part 430 Performance management ‘ )
¢ 5CF.R Part432, Performance based reductlon in grade and removal acttons |

* 5CER. DPart451, Awards; - |

* 5 C.F.R. Part 752, Adverse actions; B _

« 5CER. Part 771 , Agency admnnstratwe grlevance system,

i o+ e of

Work Force Development Eaamples of provrsrons related to work force development can be found in:

. 5 CER. Part 410, Trammg, v

Time and Attendance Processmg Examples of provrsrons related o time and attendance processmg can be
found in: : : R L , :
« 5CF. R Part 610 Hours ofduty,
e «Us, General Accountmg Office Pohcy and Procedures Manual for Guldance of Pederal Agencres » Title 6,
‘“Pay, Leave, and Allowances,” Chapter. 3, Time and Attendance; o

Leave Processing: Examples of provisions related to leave processing can be found in:

 5CF.R. Part531 Pay Under the General Schedule,

* 5 C.F.R. Part 532, Prevailing rate systems;

'5 C.F.R. Part 550, Pay administration (general);

5 C.F.R. Part 551, Pay administration under the Fair Labor Standards Act

5 C.F.R. Part 630, Absence and leave; SRR

“U.S. General Accounting Office Policy and Procedures Manual for Guldance of Federal Agencles » T1tle 6,
“Pay, Leave, and Allowances,” Chapter. 6, Leave and Allowanges; ;

Pay Processing: Examples of provisions related to pay proc'essmg can be found in:
¢ Title5, 5514, Tax Levies; = | S | | :
« 5 C.F.R. Part 179, Claims collection standards; ’ SRR ) o e :
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* 5 C.F.R. Part 251, Agency relationships with orgamzauons representmg Federal employees and othe1
organizations; , , ,

* 5 C.F.R. Part 530, Pay rates and systems ' B

* 5 C.E.R. Part 531, Pay under the Gcneral Schedule, . N

¢ 5 CF.R. Part 532, Prevailing rate systenls,

* 5 C.F.R. Part 534, Pay under other systems;

« 5C.FR. Part 550, Pay administration (general); - ’

¢ .5 C.F.R. Part 551, Pay administration under the Fai1 Labor Standards Act;

-+ 5C.F.R. Part 572, Travel and t transportation expenses new appomtees and’ mtervxewees
* 5 C.F.R. Part 575, Recruitment and relocation bonuses retentlon allowances supervnsory d]ﬁ'el entlals
* 5 C.F.R. Part 831, Retirement; ' .

« 5CER. Part 841, Federal Employees Retlrement System-General Admmlstratlon, :
¢ 5 C.F.R. Part 870, Federal employee’s group life insurance program;

* 5 C.E.R. Part 890, Federal Employees Health Benefits Proglam, o

* Treasury Financial Manual, Vol. 1 Part 3, Payroll Deductlons and Wlthholdmgs,

* “U.S. General Accounting Office Pollcy and Procedures Manual for Guidance of Federal Agenc1es > Title 6,
“Pay, Leave, and Allowances,” Chapter. 1, Introduction; 3, Time and Attendance 4, GlOSS Pay, 5,
Deductions; 6, Leave and Allowances and 7, D1sbursements

Lab‘or COSt and Distribution: Examples of provisions reldted to labor icdst'mddis'trib'ution can'be found in: -
» Statement of Federal Financial Accounting Standards No. 4, “Mmageual Cost Accountmg Standards”;

* “U.S. General Accounting Office Policy and Procedures Manual for Gu1dance of Federal Agenc1es » T1tle 6,
“Pay, Leave, and Allowances,” Chapter. 2 Overall Requu‘cments ‘

Reporting, Reconciliation, and Records Retention: Examples of prov1sions related to reporting can be found

e 5 C.F.R. Part 293, Personnel records;

* “U.S. General Accounting Office Policy and Procedures Manual for Gmdance of Federal Agencies,” spec1ﬁca]l) |

* Title 6, “Pay, Leave, and Allowances;”
* Title 8, “Records Retention;”
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Appendix B: Glossary

Off cycle payments  Payments to employees other than during the normal pay process when payments are made for all
employees : : ~

Recertified checks  Replacement checks for lost checks

Requirements JEMIP systems rcqulrcmcnts are elther mandatory or value added. The dcﬁmtlons of these two categorles
are: ~ .

Mandatory Mandatory requirements describe what the system must do and consists of the minimum acceptable
functionality, necessary to establish a system, or are based on Federal laws and regulations..
- Mandatory requirements are those against which agency heads evaluate their systems to-determine
substantial compliance with systems requirements under the FFMIA. These requirements apply to
- existing systems in operation and new systems planned or under development.

Value-added  Value added requirements describe features or charactcrlstlcs and may consist of any‘¢combination of
the followmg (1) usmg state of the art technology, (2) employing the preferred or best business.” -
practices, or (3) meeting the special management needs of an individual agency. Value-added,
optional, and other similar terminology may be used to describe this category of requirements.

- Agencies should consider value added features when judging systems options. The need for-these
value-added features in agency systems is left to the discretion of each agency head.

Tlird party payments  Payments to anyone other than the employer and the employee, e.g,, health and life insurance co‘rh'panies.‘ :

Touré du  Employee work schcdulc e.g., 9 00: a m. to 5:30 p.m., Monday through Fuda ¢ mcludm half an hour
Yy p {? Yh & p- Y & ) g
or lunc

- Undistributed employment benefits  May include: (1) liabilitics associated with employment benefits that have not been
distributed by the agency, €.g;, accrued annual leave liabilities, or (2) expenses not paid by the agency,
e.g., retirement-related pension or insurance expenses recordedt during the active éemployment years of an
employee that are paid by OPM after an employee retires.

R

Units g Pay basis or units on which an em loyee’s rate of pay is based.
oy Yy : ) ploy! pay
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Requests for Publications

JEMIP documents may be accessed electronically on FinanceNet Internet site:
http://www.financenet.gov/financenet/fed /jfmip/jfmip.htm

The JFMIP uses the General Accounting Office's Document Distribution Center to fulfill
publication requests which are made after mail list distribution. The first copy of each
publication requested is free. Additional copies are $2 each. Orders for 100 or more copies
to be mailed to a single address are discounted 25%. Orders should be sent to the
following address accompanied by a check or money order made out to the Superintendent
of Documents, when necessary.

Orders by mail:

U.S. General Accounting Office
PO Box 37050

Washington, DC 20013

Orders may also be placed by calling 202/512-6000, by fax 202/512-6061 or TDD
202/512-2537.
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