STUDY TITLE

STUDY DATE:  5 Mar – 13 Apr 2007

 ANALYST: Ivan Right

1.  WORK CENTER TITLE :
2.  UIC/PARAGRAPH NUMBER/CCNUM:

3.  PERSONNEL:  In this section, provide a narrative description of the personnel on-board in the work center and discuss vacancies (length of time), details, developmental assignments and deployments of assigned personnel.  Account for on-board strength (military, civilian, contractors, and others.)  Obtain a copy of and identify the contract number / statement of work that contractors are performing under.  Include Active Guard and Reserve (AGR) code 89 and 92 in the appropriate military category below.  Other Service (Air Force, etc.) are code 91 and will be captured under “other.”  “Other” also includes contractors and borrowed military manpower.  
	
	OFF
	WO
	ENL
	TOTAL MIL
	CIV
	TDA TOTAL
	OTHER
	GRAND TOTAL

	TDA Required
	0
	0
	0
	0
	0
	0
	0
	0

	TDA Authorized
	0
	0
	0
	0
	0
	0
	0
	0

	On-Board Strength
	0
	0
	0
	0
	0
	0
	0
	0

	USAMAA Validated
	0
	0
	0
	0
	0
	0
	0
	0

	Delta from Required
	0
	0
	0
	0
	0
	0
	0
	0


4.  MISSION, FUNCTIONS AND DIRECTIVES:


a.  MISSION STATEMENT:  Provide mission statement as outlined in General Orders, Army Regulations, etc. (AR xx-x, dated 7 Feb 05).   (The preference is to use Army directives where appropriate that govern the mission of the work center).   

b.  FUNCTIONS: Bullet entries, try to limit them to no more than 5 to 7 major functions, and again cite specific directives, i.e.:

· Provides cradle to grave Officer Personnel Management support to the headquarters (AR 600-XX)
· Provides limited Enlisted Personnel Management support to the Command and attached FORSCOM units (AR 600-XX)
· Manages the Efficiency Report Program for the Command (AR xx-x)
· Manages the Military Awards Program for the Command (AR-xx-x)
5.  WORKLOAD: Must relate to the primary functions must be measurable and output oriented; identify frequency; identify man-hours you validated for this workload.  The workload is often described in a functional manner.  These hours will directly tie into your recommended staffing. 
Supervision and Administrative Support.  The XX Division is composed of two branches (XXX and XXX).  General supervisory functions are performed by the XX Division Chief and XXX Branch chiefs, accounting for 3,480 man-hours per year.  Additionally, administrative support is provided to 28 personnel in the XX Division, accounting for 1,680 man-hours per year.

Military Personnel Support.  The XXX Branch provides records management support for the following personnel.  This includes scheduling microfiche reviews, preparation for promotion board packets, and XXXXX.  

· 237 Officer supported, review and updated records twice a year (2,830 man-hours)
· 1,359 Enlisted personnel supported, review and update record annually (5,870 man-hours)
Processing Actions.  The XX Branch provides efficiency report and awards processing or all Soldiers assigned to the XX BDE, and the XX BN (a separate reporting unit).  This includes reviewing reports and award nominations for correctness, and coordinating errors with the submitting official (15% of the time).  

· 7,689 efficiency reports processed annually (8,020 man-hours)
· 4,506 award packets processed annually (2,050 man-hours)
6.  WORKLOAD PROCESS FLOW & ANALYSIS:  Present either a graphic depicting the process or write a short description of the process flow of the major function(s) performed in the work center.  Graphically explain inputs into the work center, what actions are taken within the work center on these inputs, and what ultimately, becomes an output to a follow-on customer.  This should be done for the key work center workload drivers.  The Input-Process-Output form from the baseline package, and your analysis is critical in developing this section.  Specifically comment on improvements to be made, redundancies or unnecessary steps to be eliminated, etc. 
7.  ANALYSIS:  The most important part of the report.  You must provide rationale/justification for change/no change using analytical tools such as quantitative/qualitative methods, comparative analysis, logic investigative skills, fact/data/information to support your staffing recommendation, as ell as the manpower not recommended.   Directly address in your analysis what, if any, part of the workload being performed is inherently governmental in nature, and for any military positions you are recommending below, the Manpower Mix Criteria under which this recommendation will be made.  Clearly state if contractors are performing enduring workload or surge/temporary/project specific workload.  
A table with a corresponding requirements computation should be used to depict the resultant requirements of the work center, based on the validated workload (by function) for the work center.  An example of this is provided below: 

[image: image1.emf]FUNCTION WORKLOAD DRIVER # MANHOURS

Supervision Support NA - Fixed  3,480

Administrative Support 28 assigned personnel 1,680

Military Personnel Spt (for Enlisted) 1,359 assigned enlisted 5,870

Military Personnel Spt (for Officers) 237 assigned officers 2,830

Processing Actions (Efficiency Reports) 7,689 reports per year 8,020

Processing Actions (Awards) 4,506 awards per year 2,050

TOTAL NA 23,930






        23,930 / 1740 = 13.75 = 14 Requirements
8a.  MANPOWER RECOMMENDED.  State the number of personnel you are recommending based on your analysis.  Your analysis above must support your recommended mix of military, civilian, contractors, etc.

8b.  MANPOWER NOT RECOMMENDED.  State in enough detail which positions are not recommended.  You must tie your narrative here back to the workload, man-hours validated, and analytical tools described in the report.  This section, along with above, will be your basis for resolving any reclamas.   
9.  Organizational Design Recommendation.  State whether there are any recommended changes or not, and if so, your rationale (consolidate small branches, etc.). 

10.  PROPOSED TDA:
	PARA
	LN
	TITLE
	GR
	POSCO
	TYPE
	RECOMMENDED
	RMKS

	053
	
	FIN ACCT DIR
	
	
	
	
	

	053
	01
	DIR PERS DIV
	O6
	42A00
	AG
	1
	

	053
	02
	BR CHIEF
	O5
	42A00
	AG
	2
	

	053
	10
	SECY (OA)
	NA
	00318
	CC
	1
	49

	053
	04
	SR PERS SP
	14
	00510
	GS
	2
	

	053
	05
	PERS SP
	07
	00510
	GS
	8
	

	
	
	
	
	
	
	
	

	
	
	TOTAL
	
	
	
	14
	


Table instructions:

· Use ARIAL 10 for everything

· Only use remarks code for AGR (89, 92), contractor (49), and other Services (91)

· Use ALL CAPS for Titles  

11.  ISSUES/CONCERNS: If none, state none.

Additional Guidance:

· Do not delete a paragraph or subparagraph.  If there is no data, state so.

· Use caution with cutting and pasting, as it may affect the report format.

· Consult with team leader if you have any questions.












































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































TAB G

2

_1245573870.xls
Sheet1

		FUNCTION		WORKLOAD DRIVER		# MANHOURS

		Supervision Support		NA - Fixed		3,480

		Administrative Support		28 assigned personnel		1,680

		Military Personnel Spt (for Enlisted)		1,359 assigned enlisted		5,870

		Military Personnel Spt (for Officers)		237 assigned officers		2,830

		Processing Actions (Efficiency Reports)		7,689 reports per year		8,020

		Processing Actions (Awards)		4,506 awards per year		2,050

		TOTAL		NA		23,930

				23,930 / 1780 =  13.44 =>		13 requirements
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