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MEMORARDUM POR:  Chief, Management Staff

FROM: Deputy Comptroller
BUBJECT: Coamsor Employee Index Number

i. The edvantoges of having B common espioyee index number for use by
alil components of the Agency agein became evident during the development of
procadures by this Office for the preparation of Forms W-2, Withholding Pax
Statessuts, to include home addresses. Common reference numbers would have
been very belpful in correlating by machine methods employes sddresses from
personnel locator records with payroll records. The correlation wes possible
Tor vouchered funds employess only by cross-raferencing the personnel muber
and the payroll nunber by creating & special reference Pile. Considersble
time and effort was necessary to establish the crogs-reference file.

¥

2. The previous proposal of & common employee index number has been
revieved. It is believed that a modification will result in s method which
would have the obvious sdwventages, but without the security problesms and
dissdvantages which comtridbuted to the prior proposal being set eside. It
is therefore recommended that the possibilitiss of utilizing a common employes
index nusber be evalusted ss proposed herelin.

3. Tae proposal ss recommended incorporstes the following features:
a. The employee ifentification nusber sseigned ecach employee

by the ffice of Fersonuel would be adopled for use for both control
sl reference purposes by Agency comgonents where found to be practi-
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iater be reemployed as & wtaff esuployee, his besic muder 2356 would
again be used.

b. amwmmmlmmmcmz,umam
mmmm&ammmm would
mmmﬁmmrmwmwu waldornym Trom & special roster
maintained by Finance Division Tor this parpose.

c. The common index nunber for steff employees would be used in
conjunction with most all references to an employee's name on classified
records. It would be used on pereomnel documentation, reports, payroll
records, sccounting records, clmims, etc. The common Iindex musber has
amnlwummrmmeWvaM&
are now using some other form of employee identilication number.

d., The index nmuaber would not be used in commection with s true
pame o unclmssified forms, correspoodence, cables, or other writien
er;ru&!euhﬂalvhkkm&mmmwmmm By Toutside’
of the Agency is mesnt to an individum), firm, or crganization, other
than an Agency officer or office. The mumber would be used with the
pecvionym in classified correspondence, ctbles, reports, etc., to and
from Agency offices outside of Headguerters, both domestic and overseas.
Use of the number on warious classifiesd reports and in classified commu-
nications is one of the wsjor advantages of the proposal.

. MAdministration of the proposal would be faciifteted by inmcorporating

the following procedures:

a. Proemmbered peracunel record cards would be pregared by Machine
Records Division in units as required. Arbitrary Blocks of mmsbers would
be used but not necesssrily in regulsr ssguence. Use of each series of
mumbers would be controlled Yy MRD. This would svold duplicstion. Assign-
went in this mooer would minifmime the possibility of determining the
strength or rapidity of recruiteent from current indsx ausders.

B. The blocks of premusbered persounel cards could be shmffled to
any extent desired and parceled cut to all {ndividuals or components in
the Office of Persomnsl responsible for sssigning imiex mumbers. The
presubering of the cards vould eliminate the posaidility of assigning
the same mmber tc sore than ooe individeal. It wouid clso expedite
assigzment since pombers would be svailsble in more than enme location
rather than being restricted to & log or roster in one compoment.
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¢. Alphabetical sad numitvrical lists of employess would be
prepared from number files snd furnished by MRD to Agemoy componants
requiring such lists for reference purposes.

5. The preposal would have the following adventages:

a. The wide variety of numbers now in use throughout the Agency
and the labor required to maintain the separate rosters of those various
systems would be substantially reduced.

b. iabor lnvolved in the Dimmsusl resssigmment of payroll mmbers
in the Fiscal payroll in order to reestablish the siphabetical seguence
of the names would be sliainated.

¢. Ervers due to similarity of names, wisspelled sames, idemtical
names, or illegibly written names would be eliminsted. Bame and nuaber
provide 2 better control than nume alone.

25X1C

e, Correlation by machine process would be possible between payroll
records and perscnnel records. Reports of certaln types would be possible
wMkaﬁwwmwmﬁxmmtwmm‘
would be if a commen nuader were used. Such reports would include {nsursnce,
training, passports, badges, security cetegories, sic.

f. Correlation of payroll records and persomal address records
would be possible to place addresses on W-2's at the and of the tax year
without the use of a cross-reference file.

& Comsolidation of staff smployse pay and edvence account records
would be possible by machine to summarize outstanding indedtedness or
cm&iuémummforcmmauuvhmmmm resligns
or tranafers between funds.

k. Comsolidation of retirement records could be considered for
siafl employees carried on vouchered and confidentiasl funds. One posting
vould be possible to the Form 2806, Individusl Retirement Card, for
employees chrried on both funds durisg the same yesr. A% present, each
payroll office weintains its own record and makes & separate posting
each time an emploayse transfers betwier funds.

-,3-
el R

Approved For Release 2001/08/09 : mrmﬁmﬂmwmsoma-s
v



R SO, 5 e 6 e

2001138109 :i¢\A-RDP78-05747A000100160018-3
Approved 4Fvor Releaseif?oluﬁg{ﬂﬁ Eﬁ*\_

AntBatmliainy

i.  Conwolidation of tex withholding records would be possible
for staff employees. Coe W-2 could be issued upon separation or at

the «ad of the tax year even though the fndividual enployee had trans-

ferred between vouchered and confidential funds. Each Payroll office
issues a W-2 under present procedures upon transfer of an esployee,
AB & result, an employes may receive two (2) W-2's for the same tax
year.
\J
6. Some disedvantages are sdvious and should be conaidered tn eval-
ualing the proposal.

8. The changeover to a common emplojée index number would impose

awmidgmbhmkmtbesmefmmmﬁaxmmermﬁ

¢lsevhere, Overtime and probably sdéitional temporary clerical sssistance

would be required until the conversion could be completed.

operating iaui.. This momber sequence my require more time in some

components in order to arrsnge the reports and for pay chscks for distri-

bution,

7. The disadvantages recognized are discumged in the following pers-
graphs:

8. It is recognized that any mejor conversion from one method
to another often causes extra work. However, the extra work is oaly

of current significance, since once the records were completely changed,
the advantages of ccatinuing econcmiss resulting from the new procedures

year. Thus, the change to the proposed system at thet time would

make Little difference in the totel work losd, The majority of
the work loed wouid come in the Finance Division where both

Payro
and sccounting records would reguire conversion. In sddition, there

aumber as of & given date to svoid confusion of mumbers. Tie ¥achine
Records Division with sufficient advance notice can prepive mmster
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lists of employees showing the present payroll nusber and the
personnel number to be adopted which would serve as the bagis
for conversion. It is also suggested that, if desired, a menber
of the Technlcal Accounting Bteff could be detailed to amsist in
planning and effecting the changeover in the Finsnee Diviston.

b. The more lmporiant dissdvantage is tbe extra work which the
conversion might causs in a limited nusber of offices as & result of
having to sort checks and Time snd Attendsnce Reports from a mumericsl
sequence to an alphabetical segquence for copvenient distridution. An
examination of ithe sllotment groups ayrel i

han 100 empleyees. Thus, any appreciable incressed worklosd imposed
by such a changeover would be limited to comparatively few administra-
tive efficers and time and attendence clerks. The majority of them
would heve ouly a nomina]l change is their workloed, i{f amy. It is
presussd that some kind of rearrepgement of reports and checks is
made under current procedures to segregate them by work units within
an allotment group and that this practice would be contimued under any
appllesdle procedure. Inexpensive sorting devices or sids undoubtedly
facilitate whatever sorting is necessary in any component where there
is & large nusber of swployees. The possibilities of serting the
payrell records by machine to an alphebetical arrsngement prior to
preparstion of ithe Time and Attandance Reports and checks were consid-
ersd but deemed fwprecticable bdecsuse of the large mumber of cards
invelved and the large number of sorts which would be reguired.

8. It is recommenied that the wodified proposal as stated herein for

e uniforu employee index number be evaluated by your Office for the purpose
of determining its fessibility frem as overall Agemcy viewpeint. We shall
be glad to. 2ave & wouber of the Technical Accounting Staff work with you
ia comnection with your review of this matter.

9« It is requested that prompt attention be given to yeur review of

this mtter ac that if 1t ia cescludad to adopt the proposal it can be imple-
menied 48 of the begimning of calandar year 1958. This iavelves, of course,
the necessity to prepare and issue appropriate detailed instructions well
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in sdvance of the current yesr-end %o all headguartsrs and Tield comporents
affected.

TABS /BBB/ck (k& June 195T)
Distridution:

Orig. & 1 - Addresses
-~ Piscal Diviaion
~ Finance Diviaton
- WD
- Bigner's Copy
~ TAB Bubject
-~ TAS Chrono
~ TAS Reading
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