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Instructions for Completing Data Call Worksheets
Attached to this instruction sheet are five MS-Excel worksheets for the NIH [insert name] Data Call: 
· Worksheet (1), Functions
· Worksheet (2), Baseline Cost

· Worksheet (3), Workload

· Worksheet (4), Contracts
· Worksheet (5), Pre-planning Committee Contact List
Worksheet (1), Functions:

The intent of this worksheet is to capture the names of Federal employees performing [insert specifics] functions (and supervision of those support functions) in an IC [insert area/organization] and to identify what fraction of their work time is devoted to particular functions and sub-functions.  The first two columns in gray are examples of the way data should be entered.  Please note the explanatory comments indicated by the red tag in the top right hand corner of a cell.
ACTIONS REQUIRED: 

· Review the [insert functions] functions and sub-functions listed on this worksheet.  If your IC has personnel performing any of these functions, complete the worksheet.  If your IC does not have any personnel performing these functions, please proceed to Worksheet (3), Workload.

· At the top of the worksheet enter your IC name.
· Enter the name and job title/series of each Federal employee who spends at least 10% of his or /her time performing [insert functions] functions or sub-functions.  Each Federal position should occupy one column, whether it is full-time or partial. 
· In each column:
· Under Name enter the name of the person performing [insert functions]  functions, last name first. Enter “Vacant” for vacant positions.
· Under Job Title/Series enter the OFFICIAL job title and series for the employee.
· Under Collective Bargaining enter “YES” if the individual is represented under a collective bargaining agreement (e.g., they are members of a labor union).
· Under Schedule A/Learning Disabled enter “Schedule A” if the employee was hired under Schedule A authority, enter “Learning Disabled” if the employee was not hired under Schedule A authority but has been identified as learning disabled, otherwise enter “No”
· For EACH function or sub-function entry, provide the amount of time the employee devotes to the functional area.  Enter the data as a decimal number of FTE (e.g. 50% of a full time position should be entered as 0.5).  The amount of time for a function should not include supervisory (including quality control) activities.  Enter supervisory (and quality control) time associated with oversight for the functions in the last row, titled Supervision and Quality Control.  For each employee, this should be the total time spent doing supervisory and quality control activities for all the above listed functions, and should include all personnel who provide supervision of [insert function] in an IC [insert organization/office].
· The total for any one employee (which is automatically calculated) should not exceed 1.0.  If the employee has duties that fall outside of the functions listed, the total may be less than 1.0. 

Worksheet (2), Baseline Cost:

The intent of this worksheet is to capture specific cost data so that the actual costs for the [insert functions] under study can be calculated.

ACTIONS REQUIRED:

· Provide costs for the most recent complete Fiscal Year (FY). 

· Enter “n/a” for each entry request that does not apply to that specific employee/position. 

· Enter “n/t” for each entry request that does apply to that specific employee/position but for which the cost is not tracked. 

· Use the “Comment” field to provide any additional details that would be helpful for understanding data entries that were made, and that would assist in calculating baseline cost figures.

BASELINE COST TABLE:

· Name and Job Title:  Automatically copied forward from Worksheet (1). 
· Full-time, Part-time, Seasonal, Intermittent:  Enter the type of employment for each employee.
· Pay schedule:  Enter the pay schedule for the employee (GS, WG, WL, SES, etc.).

· Series:  Enter the series number for the identified employee. 

· Grade:  Enter the grade of the identified employee. 

· Step:  Enter the current step of grade for the identified employee.

· Locality:  Enter the duty location where the identified employee is performing the work.

· FLSA Exemption Status:  Enter the employee’s exemption status for the Fair Labor Standards Act (FLSA).  The FLSA exemption status is typically noted on the cover of the employee’s Position Description (PD Box 7).

· Current Base Salary:

· Enter the employee’s current base salary for an entire year (full FTE). 

· Use the most recent complete FY figure, i.e. if a step increase or promotion occurred in that FY, use that most recent figure. 

· Current base pay should account for the following pay factors:  Series, Grade, Step, Locality (elements that affect base pay). 

· Overtime and pay differentials (night, weekend, environmental, etc.) are supplemental to and calculated from the base compensation an employee receives for performing the duties of the position within the said location and as such are tracked separately.

· Overtime:  Enter the total dollar value of all overtime compensation accrued in the most recent complete FY. Note in the comments column if the employee receives compensatory time in lieu of overtime pay.

· Other Added Pay:  Enter the total dollar value the employee accrued in the most recent complete FY eligible for premium pay, on-call pay, night differential, Sunday pay, holiday pay, environmental/hazard pay, uniform allowance, retention allowance, or any other added pay.  Note in the comments field the added pay types and designate the amount of each pay type the employee received.

· Awards:  Enter the total dollar value of monetary awards/bonuses received by the employee for the most recent complete FY. In the “General Notes” cell or the “Comments” field indicate if the award types are category one, “for special acts that are over and above the employee’s expected annual performance”, or category two, “for awards that are based on an employee’s annual performance rating”.

· Overhead Cost:  Enter the cost of overhead attributed to the employee for the most recent complete FY.  Overhead includes costs associated with general administration, facility operation, fringe benefits, etc.  Overhead costs are typically formulated to assist in the development of the following year’s operational budget.  The Administrative Officers may prove to be the best source for this data element if it is calculated and tracked.

· In-Scope Training:  Enter the total of all costs in the most recent complete FY associated with training for the employee, to include instructor costs, books, supplies, and other associated costs.  The costs included should only be for training in support of the technical performance of the function (Employee time spent in training should not be included).
· In-Scope Travel:  Enter the total of all travel expenses in the most recent complete FY that the employee incurred that are associated with fulfilling work requirements.

· General Notes:  Enter any data descriptions relating to Overtime, Other Added Pay, Awards and any other information that may prove to be relevant in the development of the baseline cost.

MATERIAL AND SUPPLY DETAIL TABLE:

· Blackberry/Phone/Pager:  Enter total expenses in the most recent complete FY for mobile communication devices provided to the employee.

· Home Telecom Lines:  Enter total expenses for the most recent complete FY for telephone lines, T-1, ISDN, DSL, and other Broadband Services provided to the employee.

· Desktop/Laptop Computer:  

· Enter the total cost for the most recent complete FY for replacing Desktop/Laptop Computers and peripherals.  In the “General Notes” cell or the “Comments” field indicate if this number is atypically large or small.
· For shared peripherals (ex. printers), determine the per capita cost by dividing the replacement cost for the device by the total number of employees sharing the device.
· General Supplies/Books:

· Enter the total expenses for  the most recent complete FY for General Supplies/Books Office Supplies. Typically these costs are tracked at a higher organizational level than the study labor pool. 

· Determine the per capita supply costs by dividing the tracked expense costs for the organization by the number of the employees in the organization.

· Non-Standard Software: 

· Enter the total annual cost for non-standard software licenses, maintenance, etc.  If there is only a one time cost associated with the software, divide that figure by the number of expected useful years. 

· The expense for shared non-standard software applications should be split evenly by the number of employees that utilize the software.

· Other Materials: If specialized materials are required for the performance of the work and are not accounted for in other material and supply cost categories, include the costs in the “Other Materials” cell.  Include a note in the “Material and Supply Notes” cell or in the “Comments” field describing the specialized materials.

· Material Supply Notes:  Enter any data descriptions relating to Overtime, Other Added Pay, Awards and any other information that may prove to be relevant in the development of the baseline cost.

Worksheet (3), Workload:

The intent of this worksheet is to identify potential workload measures.  For this data call, workload is defined as measurable outputs of [insert function] functions that can be used to determine the volume of work that is performed in a year.  Multiple workloads can be associated with a single function or sub-function. 

ACTION REQUIRED: 

· Review the example workload measures provided entering any additional examples that may not be included. Enter data into Columns D, E, and F where you can.

· Identify workload measures that your IC tracks. Include work performed by Federal employees, by contract personnel, or through other agreements.
· Only the name of workload indicators is required at this time; actual measurement numbers are not required.
DESCRIPTION OF FIELDS:
· Functions and sub-functions:  Automatically copied from Worksheet (1).
· Workload (Examples):  Both workload measures provided and those that you add.
· How the work is measured (i.e. system log, database, spreadsheet, personal log):  Identify how the workload information is stored and how it can be collected.

· Point of Contact:  Identify an IC contact that can provide [insert function] workload data.
· POC E-mail:  Enter Point of Contact e-mail address.  
· Phone #s:  Enter Point of Contact phone numbers (main and cell if available).

Worksheet (4), Contracts:

The intent of this worksheet is to capture [insert function] work performed by other organizations (i.e., contracts, service agreements, Memorandum of Agreement (MOA), Memorandum of Understanding (MOU) etc.).

ACTION REQUIRED:
· Company/Vendor: Enter the name of the company, vendor, or federal entity.

· Contract Number:  Enter the assigned contract number.

· Task Order Number:  Enter the assigned task order number.

· IC Holding contract:  List the NIH Institute or Center that manages the contract.

· Project Officer Responsible:  Enter the name of the NIH Project Officer.

· Contracting Officer Technical Representative (COTR):  Enter the name of the COTR

· IC Contract Officer:  Enter the name of your IC Contract Officer.

· Term/Cost:  Enter term length of contract (if applicable) and/or total amount of contract within scope of [insert function]
· Type of Contract:  Enter the type of the contract (i.e. Firm Fixed Price, Indefinite Delivery Indefinite Quantity (IDIQ), Purchase Order, Memo of Understanding (MOU), Inter/Intra Service Support Agreement (ISSA)).

· In-Scope Function Performed:  Identify the function/sub functions supported by the contract.

· Notes: Provide any extra information as appropriate. 

Thank you for your assistance with the NIH A76 [Insert Function] Data Call.

Please send your completed worksheets via email on or before [Insert Deadline] to the following individuals:
To:
[Insert Recipient(s)]

[Insert e-mail of recipient(s)]  

CC:
[Insert CC Recipient(s)]
[Insert e-mail of CC recipient(s)]
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