GLOSSARY

Manpower Definitions

All definitions taken from the “Manpower Determination Methodology (The Process) for ships, submarines and afloat staffs dated December 2003.

ACCOUNTING CATEGORY CODE (ACC):  A code that identifies billets that are Additional Duty Billets (ADDU) (ACC "N") and billets that support ADDU billets (ACC "S").  Also identifies ACC "E" billets under Commercial Activity (CA) study.

ACTIVATE: 

    a.  To put into existence by official order a unit, station, base, or shore activity which has previously been constituted and designated by name or number or both, so that it can be organized to function in its assigned capacity. 

    b.  To place in active service a naval ship, craft, or organization which has been in an inactive or reserve status. 

ACTIVE DUTY (ACDU):  Full‑time duty in the military service of the U.S. (other than active duty for training purposes). 

ACTIVE DUTY FOR TRAINING (ACDUTRA):  Full‑time duty of inactive duty reserve personnel for training purposes in the military service of the U.S., usually for a limited number of days or months. 

ACTIVE DUTY STRENGTH:  The total number of commissioned officers, warrant officers, midshipmen, officer candidates/aviation officer candidates, and enlisted personnel serving on active duty. 

ACTIVITY (ACTY):  A unit, organization, or installation performing a specific mission or function and established under a commanding officer, officer in charge, etc.; e.g., naval air station, naval shipyard, naval station, a specific air squadron, ship, etc.  (See also SHORE (FIELD) ACTIVITY AND INSTALLATION.)

ACTIVITY CODE:  A 10‑digit number identifying each activity in the Manpower, Personnel and Training Information System (MAPTIS).  The first four (high order) digits identify type of activity; the next four identify the number of all numbered activities, such as the hull number of ships and the squadron number for aviation squadrons; for shore activities, an arbitrary numerical identifier.  00 in the last two digits denotes the "parent" activity; 01 through 99 in the last two digits denote a component thereof.  (See also Unit Identification Code (UIC)).

ACTIVITY GROUP/SUB-ACTIVITY GROUP (AGSAG):  Describes similar types of activities for budget justification and accounting purposes.

ACTIVITY MANPOWER DOCUMENT (AMD):  The qualitative and quantitative expression of manpower requirements/authorizations for a naval activity.  It has the following uses and applications: 

    a.  As an expression of manpower needs of an activity, it is the authority used by the Chief of Naval Personnel (CHNAVPERS) and the applicable Enlisted Personnel Distribution Office to provide requisite military personnel distribution and Naval Reserve recall. 

    b.  It is the basic document for current and future peacetime and mobilization Navy military manpower planning in the areas of personnel strength planning, recruiting, training, promotion, personnel distribution, and Naval Reserve recall.

    c.  It is the single official statement of organizational manning and Billets Authorized.  Billets Authorized are the billets approved by CNO for current operating conditions and may, depending on the mission of the activity, represent full organizational manning, i.e., Ship Manpower Document (SMD) or Squadron Manpower Document (SQMD).

ADDITIONAL QUALIFICATION DESIGNATION (AQD):  A code identifying the occupational qualifications of an officer and the occupational qualifications required by a billet, which are not included in other classification subsystems.

ADMINISTRATION (ADMIN):  The management and execution of all military matters not included in tactics and strategy, primarily in the fields of logistics and personnel management. 

ADMINISTRATIVE CHAIN OF COMMAND:  The normal chain of command as determined by the administrative organization. 

ADMINISTRATIVE CONTROL:  Direction or exercise of authority over subordinate or other organizations with respect to administrative matters, such as personnel management, supply, services and other matters not included in the operational missions of the subordinate or other organizations.

AMD CHANGE REQUEST: The automated packet used by activities to request changes to the AMD; manpower requirements/authorizations data in the Total Force Manpower Management System (TFMMS). 

Annualized Cost of Leaving (ACOL) Model:  This model forecasts the impact of compensation and other economic factors on the retention of enlisted personnel. It also analyzes the effect of pay/compensation policies on retention as well as the impact of changes in the civilian economy and retirement systems.
AUTHORIZATION (AUTH):  A billet for which funding has been provided (manpower space) and for which the quality has been authorized by CNO as a requirement to perform the billet functions.  The Manpower Resource Code (MRC) assigned on the AMD identifies authorized billets; it should be noted that the upper paygrades may not be authorized or funded by higher authority to fulfill all billet quality requirements.

AUTHORIZED STRENGTH:  The number of members authorized to be in any of the Armed Forces in a component, a branch, a grade, or in any other category of the Armed Forces on 30 September.

BASELINE:  A point of reference, which is used as a benchmark for comparing manpower requirements/authorizations to present conditions.  For example, the officer and enlisted manpower authorizations reflected in the most recent AMD will serve as the baseline for military manpower.

BASELINE ASSESSMENT MEMORANDUM (BAM):  An assessment, which considers the total cost of resources required to achieve or maintain a stated level of capability.  It represents the absolute funding required to reach the level of capability identified for a particular topic/sub‑topic.

BILLET:  A specific military manpower space, which is assigned qualifiers, that define the duties, tasks and functions to be performed and the specific skills and skill level required to perform the delineated functions. Also referred to as “RQMT”.

BILLET ANALYSIS:  The critical examination and the interpretation of tasks, functions, and responsibilities of a military billet to determine its staffing and performance requirements. 

BILLETS AUTHORIZED (BA):  A funded military manpower space, which has been authorized by CNO.  (Authorized billets are identified in the MRC block of the AMD). 

BILLET IDENTIFICATION NUMBER (BIN):  Sequential seven-digit number generated by TFMMS when a new requirement is entered into TFMMS.

BILLET FILE:  Manpower database containing all quantitative and qualitative information on all requirements/authorizations including those required during mobilization months (MOB BEGIN MONTH/MOB END MONTH).

BILLET SEQUENCE CODE (BSC): A five digit number assigned to organizationally structured billets (manpower authorization) and notes within an individual AMD; used as an Automatic Data Processing (ADP) control to sequence entries and to administratively identify the specific billet and organizational notes.

BILLET TITLE:  A descriptive title, which indicates the primary function of a specific billet.  Organizational titles and billet titles conform to the organization structure approved by the cognizant command, bureau or office.

CAPABILITY:  The ability to execute a specified course of action.

CEILING:  A numerical limitation imposed by the Congress, the Office of the Secretary of Defense (OSD), CNO, and the manpower claimant on the number of military manpower spaces authorized to each service.

CHAIN OF COMMAND:  The succession of offices from a superior to a subordinate through which command is exercised. 

Civilian Manpower Integration Project:  Integrates military and civilian manpower data for better management of military inventory.
CNO PROGRAMMING AND FISCAL GUIDANCE (CPFG):  Interpretation and elaboration of the OSD Planning and Programming Guidance Memorandum (PPGM) with specific application to the Navy.  It provides the final program and fiscal guidance to be used by Navy sponsors in developing their final program recommendations.

COLLATERAL DUTY:  Duty to which an individual is assigned by the commanding officer and which is in addition to the primary duty.  These duties are normally performed at the individual's permanent duty station.  (See also ADDITIONAL DUTY and PRIMARY DUTY)

COMBAT READINESS: 

    a.  When applied to organizations or equipment it means availability for combat operations; or

    b.  When applied to personnel it means qualified to carry out combat operations in the unit to which they are assigned. 

COMPONENT:  A sub‑unit of a parent activity established to permit separate accounting and management due to remote location, a different program element, or to support special personnel management.  Identified by last two digits of the activity code and a separate UIC. 

CONSOLIDATED PLANNING AND PROGRAMMING GUIDANCE (CPPG):  A document which outlines and amplifies the strategy contained in the Defense Planning and Programming Guidance (DPPG) as it relates to naval forces and threat assessment, estimates the effectiveness of programmed forces in carrying out their strategy, provides force planning guidance for the Program Objectives Memorandum (POM) year, identifies CNO high‑priority programs and incorporates the extended planning guidance.

CONTINUOUS SHIFT WATCH:  Continuous shift watches are those required on a 24‑hour‑per‑day, 7‑day‑per‑week basis, such as watches associated with communications, control tower and switchboard operations.  Personnel standing continuous shift watches are not part of a duty section.

DEACTIVATE:  To disestablish or inactivate an activity, organization, base or unit.  (See also DISESTABLISH and INACTIVATE.)

DEFENSE ACQUISITION EXECUTIVE (DAE):  The DAE is the principal advisor and staff assistant to SECDEF for the acquisition of defense systems and equipment.  The DAE shall be designated by SECDEF and shall serve as the permanent chairman of the Defense System Acquisition Review Council (DSARC).

DEFENSE GUIDANCE (DG):  The DG culminates the Department of Defense (DOD) planning process.  The DG serves as an authoritative statement of the fundamental strategy, issues and rationale underlying the defense program.  The DG consists of the following:  (1) Threat assessment and opportunities; (2) Policy and strategy guidance; (3) Force planning guidance; (4) Resource planning guidance; (5) Fiscal guidance, and (6) Unresolved issues for further study. 

DEFENSE OFFICER PERSONNEL MANAGEMENT ACT (DOPMA):  Congressional legislation controlling military officer communities.

DEFENSE PLANNING GUIDANCE (DPG):  Document in which SECDEF issues broad guidance to the services, describing the defense objectives to be supported by the forces required to counter that threat.

DEPARTMENT OF THE NAVY (DON):  DON is composed of the Office of the Secretary of the Navy (SECNAV); CNO; the Headquarters, Marine Corps; the entire operating forces, including naval aviation, of the Navy and the Marine Corps, and the reserve components of those operating forces; all field activities, headquarters, forces, bases, installations, activities, and functions under the control or supervision of SECNAV; the Coast Guard when it is operating as a Service in the Navy.  (Public Law 99‑433) 

DEPARTMENT OF THE NAVY PLANNING AND PROGRAMMING GUIDANCE (DNPPG): The DNPPG provides guidance for DON activities participating in the DOD planning process and also provides guidance, which is considered in the development of the DON POM.  

DEPARTMENT OF NAVY FUTURE‑YEARS PLAN (DNFYP):  The Navy's official programming document.  This publication consists of volumes or booklets and displays the Navy's portion of the Future Years Defense Plan (FYDP).  SECDEF approved forces; manpower and financial data are given for each Navy Program Element for the current budget and program years.  (See also FUTURE‑YEARS DEFENSE PLAN (FYDP).)

DESIGNATOR:  A four digit number used to group both billets and individual officers by categories, for manpower and personnel accounting, for administrative purposes, and to identify the status of the officers within the categories.

DETACHMENT (DET): 

    a.  A part of an activity geographically separated from its main organization for duty elsewhere.  (See COMPONENT)

    b.  A temporary military or naval unit formed from other activities or components of activities. 

DISESTABLISH:  To eliminate an activity from DON.  In this sense, the term is usually applied to shore (field) activities, which are eliminated and thus cease to exist as separate activities.  (See also DEACTIVATE and INACTIVATE.) 

DOWNGRADE:  To lower the paygrade assigned to a billet.

DUTY STATUS WATCHSTANDERS:  Individuals who stand watches while in a duty status and whose presence is required.

EDUCATION:  Instruction, which provides the learner with

general abilities and attitudes required permitting the individual to cope with tasks, which may occur, but are not specific or well defined. 

EDUCATIONAL LEVEL:  Formal education attainment identified by a certificate, diploma, or degree.

EFFICIENCY REVIEW (ER):  A process that implements effective and efficient operations with minimal resource consumption.  The ER process reviews and assesses workload in terms of the activity's missions, functions and tasks; objectively reviews and determines the equipment, processes, and skills necessary for the activity to efficiently and effectively discharge those missions, functions, and tasks; determines the number and defines the mix of military, civilian, and contractor manpower required; and implements a resulting plan to improve the activity's ability to accomplish its mission.

EFFICIENCY REVIEW (ER) STATEMENT OF MANPOWER REQUIREMENTS (SMR):  See Statement of Manpower Requirements (SMR).

END STRENGTH:  The number of active‑duty military and civilian personnel in the Navy on the last day of the accounting period.  This number includes those Navy military personnel serving with the Marine Corps, and those for whom reimbursement is received from other agencies or foreign nations.  It does not include Navy military personnel paid from RPN appropriation funds.

ENLISTED DISTRIBUTION VERIFICATION REPORT (EDVR):  The EDVR is a monthly statement of the activity's personnel account, reflecting all individual assignments.

ENLISTED PROGRAMMED AUTHORIZATIONS (EPA):  A recurring, published document summarizing enlisted authorizations contained in TFMMS.  The EPA projects planned authorizations for current and future fiscal years (budget and program years).  Planned authorizations are summarized by rating and paygrade within rating groups for each fiscal year and controlled precisely to the approved end strength for each of the fiscal years. 

ENLISTED RATING/NEC PRIMARY ADVISOR:  Command or office having primary responsibility for the functional or mission area within which a rating/NEC is principally employed.  When necessary this may be a shared responsibility with another primary advisor.  The primary advisor is concerned with all aspects of the rating and associated NECs. 

ENLISTED RATING/NEC TECHNICAL ADVISOR:  Command or office having cognizance over the technical areas in which a rating/NEC is primarily involved.  The technical advisor is concerned with manpower/weapon system relationships, development of occupational

standards and training requirements related to technical aspects of the rating or NEC. 

EXCESS MANNING:  Manning assigned in excess of billets authorized. 

FACILITY:  A physical plant, such as real estate and improvements thereto, including buildings and equipment, which provides the means for performing a function; e.g., base, factory or installation.  (See also ACTIVITY and INSTALLATION.)

FLEET MANPOWER DOCUMENT (FMD):  Issued by DCNO (M&P) (Nl), the FMD displays, in detail, quantitative and qualitative manpower requirements of a sea duty activity or a sea duty activity with shore duty component(s), which are operationally dependent upon one another and the rationale for determination of manpower requirements.  Requirements are predicated on a ROC statement under a POE, specified operating profile, computed workload and established doctrinal constraints.

FORCE:  An aggregation of military personnel, weapon systems, and necessary support or combination of such elements. 

FORCE LEVELS:  The numbers of aircraft, ships, or other forces that are required to accomplish assigned tasks or missions normally identified by specified aircraft model, ship type, Marine divisions, etc. 

FORCE SPONSOR:  The CNO/CMC official (normally at the DCNO or OPO level within Office of the Chief of Naval Operations (OPNAV) designated as responsible for the preparation, substantiation, and justification of a Navy position on the level, composition and related direct support for a force category.

FORCE STRUCTURE:  The aggregation of units and personnel 

associated with the fleet and shore establishment required for sustained performance of the defense mission.  Force structure does not include manpower associated with Transients, Patients, Prisoners and Holdees (TPP&H), students, midshipman and officer candidates. 

FULL MOBILIZATION:  Expansion of the active Armed Forces resulting from action by Congress or the President to mobilize all units in the existing approved force structure and all individual reservists, and the material resources needed for these units.  (See also TOTAL MOBILIZATION.)

FUNCTIONAL AREA CODE (FAC):  A one‑position alphanumeric code used on the AMD to identify billets requiring special consideration in personnel detailing. 

FUNCTIONAL SPONSOR:  An official at the OPNAV, claimant, or subclaimant level having technical knowledge of or cognizance over specific mission/functional areas.  Functional sponsors provide assistance in manpower requirements determination. 

FUNCTIONS:  The appropriate responsibilities or assigned duties, responsibilities, missions or tasks of an individual office or organization. 

FUNDED BILLET:  (See Authorization). 

FUTURE YEARS DEFENSE PROGRAM (FYDP):  The official program, which summarizes SECDEF approved, plans and programs for DOD.  The FYDP is published at least once annually.  The FYDP is also represented by a computer database, which is updated regularly to reflect budget decisions and reprogramming actions.

Global Sea/Shore Rotation Model  A flexible tool that calculates the shore footprint by rating and paygrade (E5-E9) for a specified composition of sea duty activities. It merges published Navy sea/shore rotation policy with the current TFMMS sea-duty billet data, and is utilized by Manpower managers at OPNAV and major claimancies. Inherently Governmental and Commercial Activities Inventory: This project originated in the Defense Reform Initiative Directive (DRID) #20 and affects all services. It involves deciding which billets must be filled by a military member or a DOD civilian (inherently governmental), and which billets may be opened up for competition.
GROUND OFFICER STAFFING GUIDE (GOSG):  A CNO approved staffing matrix for aviation squadrons that reflects non-aviator support billet requirements not defined by crew/seat factors or instructor calculations.  It establishes requirements that are incorporated into the SQMD development process.

GRADE:  A step or degree in a graduated scale of military rank or civilian grade that has been established by law or regulation. 

INACTIVATE:  To place in a non‑operating condition while needing physical protection of the property, personnel necessary for fire protection, and periodic inspections by local representatives of the primary support headquarters organization.  (See also DEACTIVATE and DISESTABLISH.)

INCUMBENT:  The individual assigned to a particular billet or position. 

INDIVIDUALS ACCOUNT:  A Defense Planning and Programming Category of manpower which includes military personnel who are not considered force structure manpower and consist of TPP&H and students, trainees, and cadets.

    a.  TRANSIENTS.  This category contains only the transient program element, which consists of active duty military personnel in travel, leave in route, or temporary duty status (except for training) while on Permanent Change of Station orders. 

    b.  PATIENTS, PRISONERS, AND HOLDEES:  This category contains only the Personnel Holding Account program element that consists of active duty military personnel who are dropped from the assigned strength of an operational or training unit for reasons of medical, disciplinary, or separation non‑availability.

    c.  STUDENTS, TRAINEES AND CADETS.  This category contains active service officer students, active enlisted students, active enlisted trainees, Service Academy Cadets/Midshipmen, and active officer accession students not assigned to a specific unit or activity. 

INSTALLATION:  A group of facilities, located in the same vicinity, which support particular functions.  Installations may be elements of a base command.  (See also FACILITY and ACTIVITY.)

Installation Management Accounting Project:  An N46 initiative which ties programmed manpower and budget by functions. It identifies military and civilian manpower costs for performing a function
JOINT MANPOWER PROGRAM (JMP):  A document which reflects the joint or international activity mission, functions and organization (Part I), current and projected manpower (Part II), and, when applicable, the required mobilization augmentation (Part III).  A recommended Joint Manpower Program also identifies and justifies any changes proposed by the commander/director of a joint activity for the next 4-years. 

JOINT STRATEGIC PLANNING DOCUMENT (JSPD):  A document prepared annually which provides the advice of JCS to the President and SECDEF on the military strategy and force objectives for attaining the National Security Objectives of the U.S.  In addition to recommendations on major forces, it includes the rationale supporting the forces and assessment of risks associated there with, costs and manpower estimate, and other supporting data. 

JOINT TABLE OF DISTRIBUTION (JTD):  Part II of the JMP.  The JTD identifies each billet in a joint or international activity by title, service, grade, skill and quantity authorized for a specific fiscal year (authorization year) and the 5 subsequent fiscal years (program years). 

LIMITED DUTY OFFICER (LDO):  Original appointment from enlisted or warrant officer status as an officer of the Navy in grade below lieutenant commander (LCDR) in the Line or Staff Corps, Regular Navy and Naval Reserve, for the performance of duty in the technical field in which they are proficient. 

LINE OFFICER:  Of the two major naval officer categories (Line and Staff Corps) an officer of the line performing duty in either a restricted status or unrestricted status.

LINE RESPONSIBILITY:  The ultimate responsibility of an employee for effective and efficient performance, including making executive decisions, planning, supervising and testing operations, conducting inspections, and maintaining discipline. 

M‑DAY:  The day SECDEF, based on decision by the President and/or Congress, directs a mobilization.  All mobilization planning (e.g., alert, movement, transportation and deployment/employment) will be based on that date.

MAINTENANCE MANPOWER:  The manpower necessary to perform planned, corrective, and facility maintenance (housekeeping).  Planned maintenance manpower requirements are determined through the analysis of maintenance actions generated through the Navy Maintenance and Material Management (3‑M) System, which provides the numbers and skill levels of personnel and time for individual equipment installed.   Corrective maintenance manpower requirements are determined through the application of ratios of planned maintenance to corrective maintenance.  These ratios are empirical in nature and are based on data gathered by the appropriate systems command. 

MAN‑DAY:  A unit of work equal to the productive effort of one person working one normal, 8‑hour workday. 

MAN‑HOUR:  A unit of work equal to the productive effort of one person working one hour. 

MAN‑YEAR:  A unit of work equal to the productive effort of one person working eight hours per day, five days per week for a period of 1 year, adjusted to include paid leave and holidays.

MANNING:  The specific inventory of personnel at an activity in terms of numbers, grades, and occupational groups. 

MANNING CONTROL AUTHORITY (MCA):  In the enlisted distribution system, the MCA is the naval authority who is tasked with determining the quality, quantity and priority for assignment of personnel to all billets within activities for which personnel distribution responsibility has been assigned.  This is accomplished by establishing priorities in the requisition system, monitoring assignments, and initiating actions to correct manning personnel deficiencies.  The MCAs are CHNAVPERS, CINCLANTFLT, CINCPACFLT and COMNAVRESFOR. 

MANNING LEVEL:  The number of personnel on board an activity divided by the billets authorized for the activity.  Can be also related to specific occupational classifications, i.e., the percentage of authorized RQMTs which can be filled in various rates and ratings based on current or projected personnel inventories.

MANPOWER, PERSONNEL AND TRAINING INFORMATION SYSTEMS (MAPTIS):  MAPTIS is the aggregate of the separate but interrelated ADP information systems that support the Navy's total force management.  The MAPTIS provides an integrated management approach for systems which have been planned and developed under various management schemes.  The systems have been grouped into two types:  Management Information Systems (MIS) which utilize large‑scale systems of records and process factual data; and Decision Support Systems (DSS) which are model‑based systems for the projection of future trends.  MAPTIS is under the auspices of the DCNO (M&P) (N16). (See TOTAL FORCE MANPOWER MANAGEMENT SYSTEM (TFMMS))

MANPOWER CLAIMANT:  In the Resource Management System, the major commanders or bureaus which are authorized manpower resources directly by the CNO for the accomplishment of the assigned missions and tasks.

MANPOWER MANAGEMENT:  Planning, statistical forecasting, balancing and approving manpower:  i.e., specific number and kinds of military/civilians required by each activity (sea or shore) to perform its assigned mission and tasks, ensuring at all times that manpower requirements/authorizations ashore adequately provide for operational readiness, augmentation of the fleet, maintenance, administration, training, sea/shore rotation, etc.  Planning and control of manpower, and the effective use of manpower to meet such requirements are proper functions of management (command) coordination.  The exercise of these functions includes: techniques for forecasting manpower requirements; statistical analyses, applications, and interpretations; measures of effective use of manpower; development and maintenance of manpower systems and methods of support, including automated capability; the development and the use of productivity measures; development and application of staffing standards, or occupational identification codes, on‑site manpower validation surveys, and related manpower control procedures. 

MANPOWER PROGRAMMING:  The process of translating planned force requirements into manpower authorizations for specified programs to the activity level within the FYDP. 

MANPOWER REQUIREMENTS:

    a.  DOD:  Personnel needed to accomplish specified workloads of organizations. 

    b.  Navy:  The numbers of military and civilian manpower required for each activity, which have been approved for planning purposes by CNO, as representing: 

        (1) A need for manpower by quantities and skills, determined using industrial engineering and management analysis techniques. 

        (2) A statement of the quantity and quality of manpower needed to perform Required Operational Capabilities in a Projected Operational Environment (ROC/POE).  For existing ships, aircraft squadrons and shore activities, these requirements are displayed in the Activity Manpower Document (AMD) as well as Ship/Squadron/Shore Manpower Documents.

MANPOWER RESOURCES (DOD):  Human resources available to the Services, which can be applied against manpower requirements.

MANPOWER TYPE:  Identification of the type of manpower resources that are required/authorized.  

MILITARY ESSENTIALITY CODE (MEC):  A code to denote the reason for military staffing, i.e., combat readiness, law, training, discipline or military background. 

MILITARY PERSONNEL NAVY (MPN):  The Planning, Programming, and Budgeting System (PPBS) account for pay, allowances, and clothing for active duty military personnel.

MILITARY SKILL:  Skill associated with military paygrade as opposed to occupational specialties.  Defined for enlisted personnel under Naval Standards section of Occupational Standards. 

MISSION SPONSOR:  CMC/OPOs responsible for developing the overall goals, objectives, rationale, justification, and resource requirements (including manpower, support and training) for a specified mission area. 

MOBILIZATION:  The process by which the Armed Forces or part of them are brought to a state of readiness for war or other national emergencies.  This includes assembling and organizing personnel, supplies and material for active military service. 

MOBILIZATION MANPOWER REQUIREMENTS PLAN (MARP):  A four-digit code, which identifies activities into nine functional groupings according to Navy assigned mission.  

NATIONAL STRATEGY:  The art and science of developing and using the political, social, economic and psychological powers of a nation, together with its Armed Forces, during peace and war, to secure national objectives. 

NAVAL STANDARDS:  Skills and knowledge, other than those defined by occupational standards, which are essential to the overall effectiveness of enlisted personnel in the performance of duty.  They encompass military requirements; essential virtues of pride of service in support of oath of enlistment; maintenance of good order and discipline; and basic skills and knowledge pertaining to the well‑being of Navy personnel, which directly contribute to the mission of the Navy.

NAVY DECISION COORDINATING PAPER (NDCP):  The Navy acquisition management document, which supports and issues a CNO or SECNAV decision to initiate a conceptual development program and establish an appropriate, advanced or engineering development line item.  For SECNAV or a principal member of the Defense Acquisition Review Council, the NDCP will serve the same basis as the DCP or the Program Memoranda.  The format is the same as that of the DCP. 

NAVY ENLISTED CLASSIFICATION (NEC):  The NEC structure, of which the NEC coding system is a part, supplements the enlisted rating structure in identifying personnel on active or inactive duty and billets in AMDs.  NEC codes reflect special knowledge and skills that identify personnel and requirements when the rating structure is insufficient by itself for manpower management purposes.  The NEC is a four‑position alphanumeric code. 

NAVY ENLISTED OCCUPATIONAL CLASSIFICATION SYSTEM (NEOCS):  Provides the method the Navy uses to identify enlisted personnel skills and the manpower requirements associated with these skills.  The system forms the basis for actions taken concerning enlisted personnel planning, procurement, training, promotion, distribution, assignment, and mobilization.  NEOCS consists of (1) the enlisted rating structure and (2) its supplement, NEC structure.  Special Qualifications further complement both the enlisted rating structure and the NEC structure. 

NAVY HUMAN RESOURCE SYSTEM – POSITION MANAGEMENT (NAVHRS-PM):  The Navy Human Resource System – Position Management (NAVHRS-PM) system design is comprised of PeopleSoft Human Capital Management (HCM) and Enterprise Performance Management (EPM). The EPM environment includes Budgeting and Business Planning.

The system design considers the future goals of the Navy: a true Enterprise environment that seamlessly functions across multiple organizations within the Department of Defense, functional now and expandable for growth and integration in the future.

HCM will process all of the Navy’s needs with regard to Position management, including Position Assignment, Competencies, Accomplishments, Job Codes, and other position attributes.

EPM will be used to process Manpower Allocation transactions related to FYDP through the use of several products included in the EPM application:

· Performance Ledgers to manage the Levels of Aggregation (LOA)

· Budgeting to manage the allocation of the headcount associated with each of the Levels of Aggregation

Business Analysis Modeler (BAM) to model and process the “what-if” scenarios that surface during the budgeting process

NAVY MANPOWER MOBILIZATION SYSTEM (NAMMOS):  A system used to determine, validate, and document manpower mobilization military and civilian requirements for shore activities.  Employs a top‑down macro approach in which workload factors within given functional categories provide the basis to determine mobilization requirements for various scenarios.  (No longer used – provided for information only).

NAVY MANPOWER REQUIREMENTS SYSTEM (NMRS):  A computerized management information system maintained by the Navy Manpower Analysis Center (NAVMAC) which produces SQMDs and SMDs, as well as other manpower planning system documents.

NAVY OFFICER OCCUPATIONAL CLASSIFICATION SYSTEM (NOOCS):  The Navy Officer Occupational Classification System provides a means to identify the skills, education, training, experience, and capabilities of officer personnel and the Navy's officer requirements.  The system is designed to facilitate efficient personnel and manpower planning, procurement, training, promotion, distribution, career development, and the orderly call to active duty of inactive duty personnel.  NOOCS consists of four major subsystems (the Designator/Grade Structure, the Navy Officer Billet Classification Structure, the Sub‑specialty Structure, the Additional Qualification Designation Structure). 

NAVY OFFICER BILLET CLASSIFICATION (NOBC):  A four digit code representing the functional description requirements of officer billets.  An element of the code structure within the Navy officer classification system which is used to identify the officer billet requirements and the officer occupational qualifications acquired through billet experience.

NOTAP (Navy Occupational Task Analysis Program):  is the method the Navy uses to collect real-time information describing the work Navy ratings are doing.  NOTAP data forms the basis for rating occupational standards.  The program is designed to gather, assemble, computerize, and analyze occupational data, prepare and publish analysis reports on data collected, and provide appropriate printouts and special studies for use by manpower personnel and training managers.
NAVY TRAINING SYSTEMS PLAN (NTSP):  The principal document for defining manpower, personnel and training requirements for new aviation equipment, system, subsystem or total ship developments; ships transferred to the Naval Reserve; Reserve Programs; area training requirements or mission continuation; and the resources (manpower, training, equipment, military construction, etc.) necessary to support the training requirements.  It controls the planning and implementing action for meeting the requirements for the system, subsystem, or subsystem component or non‑hardware oriented development, to produce trained and qualified personnel required to install, operate, maintain, or otherwise use the same being introduced into the Navy.

OCCUPATIONAL STANDARDS:  Standards that express the Navy's minimum requirements for enlisted occupational skills. 

OFFICER DISTRIBUTION CONTROL REPORT (ODCR) (NAVPERS 1301/5):  A monthly report, issued by CHNAVPERS and updated by each activity, which displays each officer billet authorized by CNO within a given naval activity and indicates the name and other pertinent information concerning the incumbent of that billet.

OFFICER PROGRAMMED AUTHORIZATIONS (OPA):  A recurring, published document projecting planned officer authorizations for current and future fiscal years (budget and program years).  Planned authorizations are summarized by designator and paygrade within designator for each fiscal year and controlled precisely to the approved end strength for each of the fiscal years.

OPERATIONAL MANNING:  A term used in Ship and Squadron Manpower Documents to describe that portion of the qualitative/ quantitative manpower required to man specific watchstations in varying degrees of readiness and to man the time‑constrained stations associated with flight operations or special evolutions.  As used in Squadron Manpower Documents, the term also includes manpower for certain other directed requirements.

OPERATIONAL REQUIREMENT DOCUMENT (ORD):  ORDs provide concise statements of operational needs (not to exceed three pages).  The ORD is the basic requirement document for all Navy acquisition programs requiring research and development effort.  The ORD solicits Development Proposals (DPs) from the Naval Systems Commands or bureaus, as appropriate.

ORGANIZATIONAL MANNING:  The delineation by individual billets of the qualitative and quantitative manpower required to perform the unit's assigned missions in wartime as specified in the ROC/POE statements.  Organizational manning requirements are issued in Ship and Squadron Manpower Documents.

OWN-UNIT SUPPORT (OUS):  The work actions required of personnel which are not within the categories of watch, maintenance, or service diversions, but which are essential to the operation of the unit or activity.  Typical examples for ships and aircraft squadrons are replenishment evolutions, supervision, and working parties.  Examples for shore activities include transient aircraft handling and storm damage removal. 

PEACETIME ESTABLISHMENT:  A table setting out the authorized peacetime manpower requirement for a unit formation activity or headquarters.

PEOPLE SOFT:  PeopleSoft is a commercial off the shelf software that provides powerful eBusiness applications and advance analytical tools specifically designed for the changing needs of any business including human resources management, enterprise performance management, payroll, and financial management.
PERFORMANCE INDICATOR:  A measurable output of a work process that can be compared to standards of performance in terms of quality, quantity, and timeliness.  Performance indicators are included in the ER report. 

PERFORMANCE WORK STATEMENT (PWS):  Identifies what work is to be done to the maximum extent practicable without stating how to do it.  It identifies standards of performance to be met in measurable terms of quality, quantity and timeliness.

PERSONAL NEEDS:  Personal needs include health and comfort needs, mail, leisure, relaxation, uniform changes, etc.

PERSONNEL (PERS):  Those individuals required in either a military or civilian capacity to accomplish the assigned mission/tasking.  In the context of manpower management, personnel connote people or individuals, whereas manpower connotes requirements, billets or spaces.

PERSONNEL ASSIGNED:  A tabulation of all officer and enlisted personnel charged to an activity.  This information is presented in the unit's ODCR and EDVR.

PERSONNEL INVENTORY:  Numbers of personnel available by occupational classification, paygrade, and distribution category.

PETTY OFFICER RATIO (TOP SIX):  Ratio of petty officers to the total authorized enlisted end strength.  Can be ratio of billets to end strength or personnel to end strength.

PLANNING & PROGRAMMING GUIDANCE MEMORANDUM (PPGM):  The PPGM is a document which identifies the fundamental programming objectives for the DoD, and provides the criteria by which the JFM and POMs will be evaluated by the DOD staff.  Some indication as to which issues will be considered during the review cycle is also provided.

PLANNING, PROGRAMMING, AND BUDGETING SYSTEM (PPBS):  Assists the CNO and SECNAV in making decisions regarding the allocation of Navy resources.  A formalized procedure by which strategy is developed in consideration of the threat.  Force requirements are developed to support the strategy; programs are developed to provide over a period of time the ships, aircraft, weapons systems and manpower for the force requirements.  Programs are reviewed for execution, estimates are refined and funds are budgeted to obtain the required manpower and weapons systems.  At the DON level the system produces inputs to the DOD planning process, the DON POM, DON budget estimates and DON input to the President's budget. 

PRIMARY DUTY:  The main functions assigned to an individual through his or her assignment to a particular billet by the commanding officer.  These functions are described by the billet classification qualifiers.

PROCUREMENT:  The process of obtaining services, supplies and equipment.

PROGRAM BUDGET DECISION (PBD):  A SECDEF/Office of Management and Budget (OMB) decision in prescribed format directing changes to the FYDP related to funding issues.

PROGRAM CHANGE REQUEST (PCR):  Proposal in prescribed format for out‑of‑cycle changes to the approved data in the FYDP.

PROGRAM DECISION MEMORANDUM (PDM):  A document which provides decisions of SECDEF and DEPSECDEF, supported by the DRB, from the results of the program review process on POMs.

PROGRAM MANAGER:  An individual who has the responsibility of managing resources assigned to his/her program and ensuring the program is accurately priced, balanced and executable; who knows the policy, and history regarding those assigned resources.

PROGRAMMING:  The process of translating planned force requirements into time‑phased manpower over the FYDP.

PROGRAM MEMORANDUM (PM):  A decision document serving the same purposes as a DCP.  Each military component or each DSARC principal has the authority to select non‑major programs for special management monitoring.  In such circumstances a PM will provide the required information for decisions.  The format, content and processing for a PM, within the Navy, are identical to those for a DCP.

PROGRAM OBJECTIVES MEMORANDUM (POM):  Document in which each military department and Defense agency recommends and describes biannually its total resource and program objectives.  Program objectives are fiscally constrained.  To allow flexibility for each service to develop balanced programs, reallocation of funds is permitted between major mission and support categories unless specifically stated otherwise in the SECDEF's Fiscal Guidance Memorandum. 

PROGRAM REVIEW AND COORDINATING COMMITTEE (PRCC):  A supporting panel of the Resources and Requirements Review board (R3B), chaired by N80, which assists in the development of the Navy Program Objectives Memorandum in review of Sponsor Program Proposals and other tasks assigned by the DCNO (Warfare Requirements and Assessments) (N8).

PROGRAM SPONSOR:  A program sponsor is an OPO who, by organizational charter, is responsible for determining program objectives, time‑phased support requirements, and for appraising progress, readiness and military worth for a given weapon system, function or task in support of the goals and objectives of the appropriate resource sponsor.  The program sponsor is the primary Navy spokesman on matters related to the requirement for development/procurement/progress of the particular program.

PROGRAM YEAR:  A fiscal year in the FYDP that ends not earlier than the second year beyond the current calendar year.  Thus, during the calendar year l995, the first program year is Fiscal Year‑97.

PROJECT MANAGER:  The individual within the Systems Commands, bureaus, and offices responsible, within well‑defined boundaries of time, resources, and performance requirements, for executing an approved project.

PROJECTED OPERATIONAL ENVIRONMENT (POE):  The environment in which the ship or squadron is expected to operate, including the military climate.  Example:  "at sea, at war, capable of continuous operations at readiness Condition III."

Qualitative Billet Data:  The skills and experience required by a billet as expressed in terms of the billet classification category.
QUALITATIVE RQMT DATA:  The skills and experience required by an RQMT as expressed in terms of the billet classification subsystems.

Quantitative Billet Data:  The number of billets in a given classification category
QUANTITATIVE RQMT DATA:  The number of RQMTs in a given classification category.

RATE:  Identifies personnel occupationally by paygrades E‑1 through E‑9.  They reflect levels of aptitude, training, experience, knowledge, skill, and responsibility.  Enlisted rates are divided into three groups:  general rates (E‑1 through E‑3 apprenticeships), petty officers (E‑4 through E‑6) and chief petty officers (E‑7 through E‑9).

RATING:   A broad enlisted career field.  It identifies an occupational specialty that encompasses related aptitude, training experience, knowledge and skills for the purpose of career development and advancement.

Reports and Analytics Design:  In concert with the Navy’s priority to achieve decision support capabilities that are predictive in nature, and fully supports Manpower decision-makers, NAVHRS-PM will use Business Objects Enterprise 6.5 and PeopleSoft EPM reporting and analytic tools. This design and software will provide enhanced performance, new analytic capabilities, increased data integration, dashboards, and superior enterprise deployment capabilities. Together, these new capabilities make analysis accessible to all levels of report consumers, and facilitate enterprise Business Intelligence (BI) standardization while lowering the cost of deployment. Business Objects and PeopleSoft provide powerful tools in linking disparate data sources making the resulting information exponentially relevant. This added benefit of these tools allows the NAVHRS-PM user community to make informed decisions on a broader scale based on a much larger data set that has information related in a fashion that was not available before.

REQUIRED OPERATIONAL CAPABILITY (ROC):  Statements prepared by mission and warfare sponsors which detail the capabilities required of ships and squadrons in various operational situations.  The level of detail sets forth which weapons will be ready at varying degrees of readiness.  Example: Perform Anti‑Air warfare with full capability condition of readiness I; partial capability in condition of readiness III.  

REQUIREMENTS INDICATOR (RI) CODE: A one‑position field used in NMRS and in TFMMS to provide a method of indicating what requirements determination methodology established the requirement for a particular military civilian billet.

RESOURCE SPONSOR:  OPO responsible for an identifiable aggregation of resources that constitute inputs to warfare and supporting tasks.  The span of responsibility includes interrelated programs or parts of programs located in several mission areas.

RESTRICTED LINE (RL):  An officer of the line, regular and Naval Reserve, who is not eligible to command at sea and who is designated for engineering duty (EOD), aeronautical engineering duty (AEDO), aviation duty (ADO), special duty or limited duty.

SCHOOLS:  Categories of enlisted schools and courses designed and maintained to assist the forces afloat by giving instruction which, because of the time allowed and facilities available, can be given more advantageously ashore.  Activities that provide training to enlisted personnel are divided into the following classes:

    a.  Class "A":  Provides the basic technical knowledge and skills required to prepare for job entry‑level performance and further specialized training.  Includes Apprenticeship training.

    b.  Class "C":  Provides advance knowledge, skills, and techniques to perform a particular job.

    c.  Class "E":  Provides formal professional educational instruction that may lead to an academic degree.  Includes service college and graduate education programs.

    d.  Class "F":  Provides team training to fleet personnel and/or individual training such as refresher, operator, maintenance, and technical training of less than 13 calendar days.

    e.  Class "P":  Provides undergraduate education/ indoctrination and basic training in fundamentals for officer acquisition programs.

    f.  Class "R":  Provides general indoctrination training upon initial enlistment or induction and prepares the recruit for early adjustment to military life.

    g.  Class "V":  Provides the training for development of skills that lead to the designation of Naval Aviator or Naval Flight Officer (NFO).

SEA/SHORE (S/S) ROTATION RATIO:  This ratio represents the number of years that are required at sea, on average, for every 3 years of shore duty.  Dividing the number of sea billets by the number of shore billets and multiplying by 3 forms the ratio.  The ratio is usually expressed as X: 3.

SECRETARY OF DEFENSE DECISION MEMORANDUM (SDDM):  An SDDM documents each milestone decision, establishes program goals and threshold, and provides the direction and guidance to OSD, OJCS, and the DOD component for the next phase of weapon system acquisition.

SELECTIVE MOBILIZATION:  Expansion of the active Armed Forces by mobilization of Reserve Component Units/individual reservists by authority of Congress and the President to satisfy a requirement for a force tailored to meet that requirement.

SERVICE DIVERSIONS:  Service diversions are actions required of personnel by regulations or standard routine which must be accomplished during working hours and which detract from an individual's availability to do productive work.  Service diversions include sick call, quarters, inspections, business at the ship's office and disbursing office, haircuts, and other miscellaneous categories of non-productive time.

SHIP MANPOWER DOCUMENT (SMD):  DCNO (M&P) (N1) SMDs display approved quantitative and qualitative manpower requirements for an individual ship or class of ships and the rationale for determination of the requirements.  Requirements are predicated upon a ROC/POE, ship configuration, specified operating profile, computed workload, and established doctrinal constraints such as standard workweeks, leave policy, etc.

SHIP'S COMPANY:  The crew of a ship, consisting of officer and enlisted personnel officially ordered to duty aboard such ship.  This term also is used to designate the permanent naval personnel assigned to shore based activities, as opposed to transient personnel present, such as students at a naval school.

SHORE MANPOWER REQUIREMENTS:  Claimant-approved quantitative and qualitative manpower requirements for a naval shore activity generally resulting from an Efficiency Review conducted by the claimant.  See Requirements Indicator (RI) Codes.  See also Statement of Shore Manpower Requirements (SMR).

Shore Manpower Requirements Determination Program (SMRDP):  A process that implements effective and efficient operations with minimal resource consumption. The ER process reviews and assesses workload in terms of the activity's missions, functions and tasks; objectively reviews and determines the equipment, processes, and skills necessary for the activity to efficiently and effectively discharge those missions, functions and tasks; determines the number and defines the mix of military, civilian, and contractor manpower required; and implements a resulting plan to improve the activity's ability to accomplish its mission. 

SKILL FIELD:  An area of applied knowledge.

SPAN OF CONTROL:  A concept of the scope of supervision required to provide effective management, subject to such variants as the number and kind of personnel reporting directly to a supervisor, the type of supervision required, the kind of work they perform, the distance at which the work is performed, and the effect this distance has on the reaction time required.

SPONSOR:  A broad term covering responsibilities assigned a command, bureau, or office in support of a designated project.  Sponsor responsibility may include, e.g., justification of funds, program objectives, technical guidance, procurement, manpower, training and other matters.

SQUADRON MANPOWER DOCUMENT (SQMD):  SQMDs are approved by DCNO (M&P) (N1) and display quantitative and qualitative manpower requirements for an individual aviation squadron or a class of squadrons and the rationale for the determination of the manpower requirements.  Requirements are predicated upon statements of ROC/POE, aircraft configuration specified operating profile, computed workload and established doctrinal constraints.

STAFFING STANDARD:  Depicts the quantitative and qualitative manpower required to accomplish a specific function(s) from the lowest to the highest workload values.  Used to determine manpower required at shore activities.  While staffing standards may be developed and used by claimants/activities, references to staffing standards in this instruction only apply to OPNAV approved standards.

Standard Navy Workweek Afloat:  This standard accounts for all 168 hours in a week. It is broken down into three broad categories: off time, non-productive work, & productive work. Off time includes personal, messing, Sunday free, & sleep time. Non-productive work includes Service Diversion & Training. That leaves 70 hours available for productive work, such as watch standing & maintenance. In a Condition III environment, watch standers are on watch 56 hours a week and can assume 14 hours of other work while non-watch standers perform 70 hours of work.
Statement of Manpower Requirements:  Claimant-approved quantitative and qualitative manpower requirements for a naval shore activity generally resulting from an Efficiency review conducted by the claimant.
STATEMENT OF SHORE MANPOWER REQUIREMENTS (SMR):  SMR's are included in TFMMS and displayed in AMD format. 

SUBSPECIALTY:  Officer skill fields in which specialized education, training, and experience are expressed as requirements secondary to their specialty (designator).

TASK:  A subdivision of work within a particular category.

TFMMS MICRO MANPOWER CHANGE APPLICATION (TMMCA):  A software package that allows Manpower Managers to initiate AMD Change Requests through a Personal Computer.  This is a viable alternative to employing the TFMMS Mainframe Computer.

TOTAL FORCE MANPOWER MANAGEMENT SYSTEM (TFMMS):  TFMMS is an Information System (IS) designed to support the DCNO (M&P) (Nl).  To satisfy this mission, TFMMS provides a single authoritative source for manpower data, and the ability to track manpower resources, requirements and authorizations, for active military (officer and enlisted), reserves, civilians, contractors, and other categories of manpower.  It is the single authoritative source for Manpower data (requirements and authorizations).  TFMMS provides mechanism to store and retrieve all Manpower Types.  Provides storage and retrieval of historical, current, budget, and out-year manpower data.  TFMMS provides on-line access to current manpower data for resource sponsors, claimants, subclaimants, and others and provides storage and retrieval of transaction history.

TOTAL MOBILIZATION:  Expansion of the active Armed Forces by organizing/activating additional units beyond the existing approved troop basis to respond to requirements in excess of that troop basis and the mobilization of all national resources needed to round out and sustain such forces.

TOTAL OBLIGATIONAL AUTHORITY (TOA):  TOA is the total amount of funds available for programming in a given year, regardless of the year the funds are appropriated, obligated or expended.  TOA includes new obligational authority, unprogrammed or reprogrammed obligational authority from prior years, reimbursements not used for replacement of inventory in kind, advance funding for programs to be financed in the future, and unobligated balances transferred from other appropriations.

TRAINING:  Instruction that provides the learner with knowledge and skills required for immediate application in the accomplishment of a specific task or combination of tasks.

UNIT IDENTIFICATION CODE (UIC):  A five position numeric or alpha-numeric code assigned by the Comptroller of the Navy (NAVCOMPT) to ships, aircraft, units, shore activities, divisions of shore activities, commands, bureaus and offices, contractors' plants, and in some instances to functions or the specialized elements for identification.  By use of this code, programming decisions can be related to organizational units and to commands, bureaus and offices responsible for administering funds affecting those units.  (See ACTIVITY CODE.)

WORK:  The activity of a body or mind, which can be measured against standards in time, quantity or quality.  This includes:

    a.  Operation of equipment,

    b.  Watches, military duties and military assemblies,

    c.  Maintenance,

    d.  Administration,

    e.  Support,

    f.  Utility tasks and evolutions,

    g.  Training, and 

    h.  Supervision, job-related conversations, etc.

WORK CENTER:  A grouping of personnel using similar machines, processes, methods, and operations, and performing homogeneous type work, usually located in a centralized area.  The term is used to identify a relatively small activity within a broader functional segment.  Personnel within a work center perform work that basically contributes to the same end product or result and their duties are similar or closely related.

WORK FLOW:  The flow or movement of things being worked on when passing from one operation to another.  Measured by quantity, rate or movement, and minimum time lag or smoothness in performance.

WORKLOAD INDICATOR:  A broad index sometimes used as a guide in establishing relationships between workload and manpower requirements.

WORK MEASUREMENT:  A technique employed independently or in conjunction with cost accounting for the collection of data on man-hours and production by work units, so that the relationship between work performed and man-hours expended can be calculated and used as the basis for manpower planning, scheduling, production, budget justification, performance evolution, and cost control.

WORK STANDARD:  The number of man-hours selected to accomplish each work unit for the purpose of appraising an operation.

WORK UNIT:

    a.  Accountable and tangible expression of output or performance, which can be identified and adequately described for the purpose of work measurement/cost accounting.

    b.  An item or group of items, which serves to measure amounts of work.

WORKWEEKS, NAVY STANDARD:  The total times expressed in average hours per week, which are available per person to accomplish the required workload (including watches) of the various types of Navy units.  Navy standard workweeks are key elements in the calculation of Navy manpower requirements.

ZERO BASE STUDY:  An analysis of the Navy's capabilities to provide certain services as compared to the Navy's total requirements to provide these same services.  As applied to manpower, the Zero Base Study is a tool used to determine the location, the total number, and grade of the requirements needed to produce these services.
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