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1.  Tab 1- Office/Branch/Div –Identify whether you are a Directorate, Separate Office, MSC, or FOA.

2. Tab 2 - Identify the 2011 USAMMA Form 3, Work functions by Work center Activity for your Pilot Organization.

3. Tab 1- Populate the Work Center Activity Workload (Work packages) along with workload counts and workhours.  Since this data was already captured during the 2011 USAMMA study,   extract the 2011 USAMMA work activity data from the final Manpower report in 2011 and paste it to the appropriate columns.

4. Tab 1- All of your workload activity (work packages) will fall under an organizational function(s).  The workload counts will be annotated by each workload package and then summarized at the function level.

5. Tab 1- Next take the form entitled “Current Organization”, same form, different name, and populate form with Work Center Activity Workload (Work packages) along with workload counts and workhours with current data from period 1 October 2013 to 30 September 2014.

6. Tab 1- Identify the ceiling workload counts and ceiling hours which is based on the number o authorized positions * 1740 hrs per each authorized position IAW the Integrated Manning Document (IMD) most recent IMD.  This number is considered your ceiling.  

7.   Tab 1- The below Ceiling number is based on a on a 5% decrement to the Ceiling.  In the attached example, ceiling hours were based on 9 employees times 1,740 (Unburdened labor rate) hrs which equals to 15,660.  A 5% decrement to the number of work hours results in a below ceiling number of 14,886 hours.  

8.   Tab 1- In this sample, the decremented work hrs total is 3,443.  This includes 5% decrement, overtime and additional workload requirements over and above the ceiling amount.  

9.  Tab 1- The priority column identifies the listing of Decrements in priority listing order of Work Packages by priority.   Nb. 1 is the highest (decremented last) to the largest number (decremented first).
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10.  Tab 1- This IPL is then briefed to leadership.  Leadership integrates all of the work center’s  decremented hours into one integrated priority list product is approved by the HQs Directorate/ Division Commander/ Director.  
11.   Tab 1-Priority (1-n) - each decremented activity (Ceiling-Below Ceiling 3%) will be prioritized from each level of leadership, starting with the HQs/MSC/FOA division level and director’s level.    HQs, MSCs, FOAs, will prioritize in accordance with their organizational structure authority levels.  All levels of leadership will be involved in the prioritizing of activities.
       12.   Tab 1 - HQs Management Group will review and/or realign the Integrated Priority Decrement List and make recommendations to the Steering Committee.
13.   Tab 1 - Steering Committee will review and/or realign the Integrated Priority Decrement List and make recommendations for the DCW.
14.  Tab 1 - DCW will approve the balanced Program (that allows for labor activities to operate optimally..
15. Tab 1- Document will used to pay for decremented labor as funding becomes available.
Definitions: 
· Allocation – number of FTE that an organization anticipates using to accomplish assigned missions in a fiscal year.  For Executive Direction and Management (ED&M) the annual Allocations (917 Expenses) = Authorizations
· Full Time Equivalent (FTE) – 2080 hours, i.e., 895 FTE; amount of time attributed to a full time person (includes paid holidays and all types of leave).  Productive time equivalent is 1740  hours
· Utilization = actual FTE used and recorded in CEFMS (regardless of the number of personnel on board) Expectation is to achieve 895 FTE Expenses
· Management Group - Expenses Management Working Group (1 mbr from ea pilot org) meets and prepares an Integrated prioritized  Decrement List (IPDL) and cutline.
· Steering Committee -  Expenses Steering Committee (SESers) Meets/Reviews/Realigns/ and/or Approves the IPDL and cut line.



