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This document provides instructions for DoD Components to use to compile their
FY2009 Inventory of Commercial and Inherently Governmental Activities
(commonly referred to as the IGCA Inventory). The 2009 Inventory will report
manpower authorizations in each manpower criteria group: (1) inherently
governmental (“1G”), (2) commercial exempt from private sector performance
(“CE”); and, (3) commercial subject to review for divestiture or private sector
performance (“CA”). It will also be used to report military manpower that can be
converted to performance by DoD civilians or private sector contractors. When the
data from all Components are combined, the full IGCA Inventory will serve as the
data set for responding to various reporting requirements including, but not limited
to, the annual reporting requirement under the Federal Activities Inventory
Reform (FAIR) Act and the in-house data requirement for the Annual Report to
Congress under subsection 2462 of title 10 of the United States Code (commonly
referred to as the Commercial Activities Report).

The Department’s annual FAIR Inventory contains those civilian authorizations
that are identified as performing CA and CE functions. It excludes, among other
categories, depot maintenance and foreign national authorizations. The FAIR 1G
Inventory includes civilian inherently governmental authorizations; subject to the
same exclusions as apply to the FAIR Inventory. The Commercial Activities
Report includes the same authorizations as those in the Department’s FAIR
Inventory, plus civilian authorizations performing depot maintenance.

At the direction of the Office of Management and Budget (OMB) DoD
authorizations will be reported in the FAIR Act Inventory and FAIR IG Inventory.
The number of authorizations listed in these inventories must match the FY2009
column of the FY2009 President’s Budget. This means that this year’s IGCA
inventory submission must report FY2009 data as of 30 October 2008.
Authorizations approved in a supplemental budget request should also be
identified.
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Components shall: (1) include in their IGCA Inventory all appropriated funded
military manpower authorizations (Active and Reserve Components, in unit and in
the Individuals Account®) and DoD civilian authorizations (U.S. and foreign
national); and, (2) exclude manpower paid through non-appropriated funds,
services obtained through contracts with the private sector and through inter-
service and intra-governmental support agreements. With reference to Intelligence
positions, the inventory submissions will include TIARA authorizations (masked)
and exclude NFIP, GDIP, and JMIP.

All DoD Components should properly identify authorizations that can be
considered for A-76 competition; authorizations that are approved for military to
civilian conversion; public-private partnerships; high performing organizations
(HPO); and other approved alternatives that fall within the Commercial Services
Management Program. All inventories should be fully coordinated prior to
submission to OSD.

Manpower that has been established when work was in-sourced under section 343
of the National Defense Authorization Act of FY2006 and section 324 of the
NDAA for FY2008 will be identified as such in a separate column on this year’s
IGCA template.

Last year we began the transition to a standardized location field in order to align
with OMB’s system requirements. This year, as part of the inventory template, we
are also providing a list of allowable US locations/cities. For this inventory
submission, Components must use this list for populating the location field.
Foreign city names must also be used where applicable. Do not enter a foreign
country name in the location field.

Components shall complete their 2009 IGCA Inventory following the instructions
in this Guide to Inventory Submission. Components shall submit their inventory
using the Microsoft Excel electronic spreadsheet template provided by OSD.
Enclosure 5 provides a list of preliminary quality control checks that will be run
on each submission. Components are responsible for reviewing their inventories
to ensure they will pass the preliminary quality control checks.

Additionally, Components shall submit inventories via a formal memorandum that
includes an IGCA Inventory Narrative Description and a copy of any internal
inventory guidance. Inventories submitted without a signed memorandum and/or
the required narrative will be returned to the Component for resubmission. This
year we are providing specific templates that must be completed as part of your

! Note that the only data elements required for Individuals Account manpower are the number of labor
authorizations and the labor classification. For more information, see the section on data fields in the
inventory template.
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Narrative. Be sure to use these templates as is; do not change the structure of the
template.

(1) A summary comparison of data submitted in a Component’s 2008 and 2009
inventories, to include changes in the total number of authorizations in each
manpower criteria group;

Criteria Group 2008 2009 Difference

Commercial
Reviewable (CA)

Commercial Exempt
(CE)

Inherently
Governmental (IG)

TOTAL

(2) An explanation of any significant differences (>2%) between the grand totals
and sub-totals (for the force structure and Individuals Account) in a Component’s
inventory submission and the FY 2009 President’s Budget;

(3) A description of the process a Component uses for coding authorizations in its
inventory (e.g., centralized vs. decentralized approach), the organizational levels
(e.g., headquarters, major command, installation) where coding is performed, and
copies of any relevant internal guidance. This discussion should include a brief
description of the data source used by the Component for compiling its inventory
(e.g., manpower data system, manning documents, and existing database);

(4) Summary data on military-to-civilian conversions.
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(5) DoD Components will identify numerically and provide rational for all
major changes, >10% or more than 1,000 authorizations, to the manpower

criteria codes;

Criteria Codes

2008

2009

Difference

Rationale

A — Combat &
Crisis Situations

NOTE: If
additional
space is
needed,
please attach
change
rationale
directly
below this
table.

B — Combat
Support

D — Manpower
Dual-Tasked for
Wartime
Assignment

E - Civilian
Authority,
Direction &
Control

F — Military
Unique
Knowledge &
Skills

G — Esprit de
Corps

H — Continuity
of Infrastructure
Operations
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| — Military
Augmentation
of Infrastructure
during War

J—Civlian &
Military
Rotation

K — Civilian &
Military
Rotation

L — Exempt by
Law, Executive
Order, Treaty or
International
Agreement

M — Exempted
by Management
Decision

P — Pending
Restructuring of
Commercial
Activity

R — Subject to
Review for
Competitive
Sourcing

W — Non-
Packageable
Commercial
Activity

X — Alternatives
to A-76

TOTAL
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The Military Departments shall brief ODUSD(I&E) and ODUSD(P&R)
within three weeks after submission of their inventory. At a minimum, this
briefing shall address all of the above information required for the IGCA
Inventory Narrative Description. Special emphasis will be placed on
authorizations coded as commercial exempt due to risk assessments. While
this mandatory briefing is not required of the Defense Agencies and Field
Activities, they should be prepared to brief ODUSD(1&E)/H&CS regarding
any aspect of their inventory submission in the event additional information
is needed. When OSD conducts its review of the 2009 IGCA Inventory,
Components shall have the required written documentation available to
explain and support any inventory coding decisions.

To assist OSD in developing guidance for next year’s inventory,
Components should submit proposed changes to any portion of the
inventory data call guidance, to include specific proposed changes to the
DoD Function Codes, Manpower Mix Criteria, and risk assessment
guidance.

The formal memo that includes the IGCA Inventory Narrative Description
and forwards a Component’s FY 2009 IGCA inventory is due by 16 March
2009 for the Defense Agencies and Field Activities and 17 April 2009 for
the Military Departments, Defense Logistics Agency and the Joint Staff (to
include COCOM submissions). Please submit an electronic copy of the
memo, IGCA Inventory Narrative Description, and inventory to Monica
Kelliher-Hamby at monica.kelliher-hamby@osd.mil, (703) 602-3666.

The Action Officers for this FY 2009 IGCA Inventory Submission are Ms.
Monica Kelliher-Hamby, ODUSD(I&E), monica.kelliher-hamby@osd.mil,
and Ms. Pam Bartlett, ODUSD(PI), pam.bartlett@osd.mil.

Data Fields in the Inventory Template

DoD Component-Enter the alphanumeric code for the DoD Component,
from the list in Enclosure 1 that is “responsible” for these authorizations.?

State, Territory, or Foreign Country—Enter the alphanumeric code for
state, U.S. territory/possession or foreign country for the activity as listed in
Enclosure 2. These codes have been developed using Federal Information
Processing Standard (FIPS) codes as reported by the Department of State.
For manpower in the Individuals Account, this field should be left blank.
Please note that locations in the United States are designated by a numeric

2 Military authorizations assigned to another Component will be the responsibility of the
receiving Component and should not be included in the Military Departments’ submissions.
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code, not the two-letter alpha abbreviations used by the United States Postal
Service.

Location—Enter the city or town where the activity is performed from the
"All Cities" list available on the SHARE A-76! Website.
(http://sharea76.fedworx.org/sharea76/ Home.aspx. US cities must be
taken from the “All Cities” list. Please note that valid foreign cities may not
be listed on the “All Cities” list and if not, please populate the record with
the appropriate foreign city. Do not use the country name in the Location
field. You must enter a specific city name or “Unknown”. The term
unknown is also acceptable for positions that are location sensitive. For
manpower in the Individuals Account, this field should be left blank.

UIC Code—Enter the distinct Unit Identification Code (UIC) for the
activity as reported to the Defense Manpower Data Center (DMDC). For
those Components not currently utilizing UIC in their reporting methods,
enter an “N/A” in this field.

Unit/Organization Name-Enter the UIC name for those activities that have
a UIC or an organization name for those activities that do not have a UIC.
The entries in this field should be commonly recognizable names. For
manpower coded as a commercial activity the entries in this field should
reflect the unit level to the extent practical.

Labor Authorizations—Enter the total number of civilian full-time
equivalents (FTE)® and the total military end strength authorized for the
activity for FY2009. Civilian authorizations include all civilian U.S,
citizens and Foreign Nationals* on DoD’s direct payroll, as well as Foreign
Nationals hired indirectly through contractual arrangements with overseas
host nations. Do not include civilians paid through Non-Appropriated

® A full-time equivalent (FTE) work-year is the planned use of 2,088 straight-time paid hours
in a fiscal year (to include authorized leave and paid time off for training). For example, in the
case of full-time employees with permanent appointments “one FTE” is normally comparable to
“one employee.” Two part-time employees, each working 1,044 straight-time paid hours in a
fiscal year, equal “one FTE.” Only straight-time, not over-time, is included in the calculations.
See DoD Instruction 4100.33 for more details on how to calculate FTEs.

* Foreign National employees are non-US citizens employed by the US Armed Forces or by a
host government to meet the needs of the US Armed Forces.
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Funds (NAF). Military authorizations include all Active Component and
Selected Reserve (SELRES)®, and National Guard military.

Labor Classification—For civilian authorizations: enter “I” if the activity
is performed by an Indirect Hire Foreign National®, “D” if the activity is
performed by a Direct Hire Foreign National’, and “C” for all other civilian
authorizations. For military authorizations: enter “R” for Reserve, “G” for
National Guard, and “A” for Active military manpower. For manpower in
the Individuals Account: enter “T” for transient manpower, “N” for
trainees, “P” for patients, “J” for prisoners, “H” for holdees, “K” for cadets,
and “S” for students.

Function Code-Enter the function code from Enclosure 3 that best
describes the type of activity performed. For manpower in the Individuals
Account, this field should be left blank.

Criteria Code—Enter the code from those contained in DoD Instruction
1100.22, “Guidance for Determining Workforce Mix” that best describes
the category of the work performed. Authorizations are coded for the work
being performed, not by the position or classification title. Enclosure 4
presents the projected crosswalk between DoD criteria codes and OMB
reason codes. For manpower in the Individuals Account, this field should
be left blank.

Year the Activity First Appeared in the Commercial Activities Inventory—
This data is collected solely for the purpose of responding to FAIR Act
requirements. As a result, entries in this field should only be made for
records that contain commercial civilian authorizations. More specifically,
for all manpower that is: (1) coded civilian (not including direct and
indirect hire foreign nationals); AND, (2) designated as commercial
(criteria codes B, D, G, H, J, K, L, M, P, R, W, and X), enter all four digits
of the fiscal year the authorization first appeared in the Inventory. Ata

® The SELRES consists of Active Guard and Reserve personnel, trained individuals
(Individual Mobilization Augmentees, (IMAS)), and members of the SELRES units. Members of
the SELRES performing initial active duty for training should be counted as members of the
SELRES units.

® Indirect Hire Foreign National employees are employed by host governments to meet the
local civilian labor needs of the US Armed Forces in a particular country. Under this arrangement,
the host country specifically grants to the US Armed Forces operational control of the day-to-day
management of such personnel.

" Direct Hire Foreign National employees are local foreign national employees who are
employed directly by the US Armed Forces and the US Armed Forces are responsible for their
administration. In certain cases, third-state nationals may also be employed as direct hire
employees of the United States with pay and allowances as determined by the US Forces.
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minimum, the following situations constitute a new activity being added to
the Inventory this year and should be coded as “2009”: new mission
requirements, activities converted to in-house, and activities changed from
Inherently Governmental to Commercial. All other records (i.e., those
civilian authorizations that are coded inherently governmental and all
military and Individuals Account authorizations) shall have an “N/A”
entered in this field.

Assigned FROM-This field applies ONLY to military manpower assigned
to any of the Components other than the Army, Navy, Air Force, or Marine
Corps that are listed in Enclosure 1. To complete this field, enter the code
(A, F, M, or N as defined in Enclosure 1) that corresponds to the Military
Department that provides the resource. If the source of the authorization is
unknown at the time the data are compiled, enter “UN” in this field. For
example, an Army military authorization assigned to DLA would have an
“A” listed against that particular billet in the DLA Inventory. If the
military manpower authorizations are assigned to organizations not listed in
Enclosure 1 (e.g., White House assignments and joint activities such as
Surface Deployment & Distribution Command (SDDC), and
USMEPCOM), the authorizations shall be coded by the appropriate
Military Department as part of its inventory and should be coded “N/A” in
the “Assigned From” field. All Defense Agencies and Field Activities that
have military manpower assigned to their organizations shall have entries in
this field to indicate the parent Service. Prior to submission of their
inventory to OSD, all Defense Agencies and Field Activities that have
military manpower assigned to their organizations shall coordinate with the
appropriate military service POCs. With few exceptions, the Military
Departments and COCOMSs will be the only organizations that will report
“N/A” in this field for military manpower entries.

Cases where this field does not apply include:

Civilians assigned to Defense Components from one of the Military
Departments;

Other detailees between Military Departments;
Civilians or Military detailees provided to other Federal agencies;

All civilian authorizations and cases where this field does not apply (as
outlined above) shall be coded as “N/A.”

Responsible Official-Enter the name, position title, email address, and
phone number of the Federal employee responsible for the activity, or for
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the contact person from whom additional information about the activity
may be obtained.

Defense Health Program Manpower—For manpower that is part of the
Defense Health Program, enter “H.” For all other manpower, enter “N/A.”

Military Technician Manpower—For military technicians as defined by
sections 10216 and 10217 of title 10, United States Code, enter “U” for
Dual status and “T” for Non-Dual status military technicians. For all other
manpower, enter “N/A.”®

Service—For military manpower only, the COCOMSs should enter the alpha
code from the list in Enclosure 1 that corresponds to the Military
Department designation for that manpower. Allowable codes include A, F,
M, or N and correspond to the Military Department that provides the
resource. All other Components should populate this field with “N/A.”

Section 343 and 324 - For civilian manpower that was previously
performed under contract and was in-sourced as a result of a Section 324 of
the NDAA FY2008 action during fiscal year 2008, place an “ 1 in this
column. Do not include manpower that was in-sourced as a result of an A-
76 competition. For civilian manpower that was in-sourced under Section
343 of the NDAA FY2007 action during fiscal year 2007, place an “S” in
this column. All other authorizations should be coded “N/A” in this field.

8 Section 10216 of title 10 of the United States Code defines a military technician (dual status)
as a Federal civilian employee who: 1) is required, as a condition of employment, to maintain
membership in the Selected Reserve; and 2) is assigned to a civilian position as a technician in the
administration and training of the Selected Reserve, or in the maintenance and repair of supplies or
equipment issued to the Selected Reserve or the armed forces. Section 10217 of title 10 defines a
military technician (non-dual status) as a civilian employee of DoD serving in a military
technician position who: 1) was hired as a technician before November 18, 1997, and a) was not a
member of the Selected Reserve as of that date, or b) is no longer a member of the Selected
Reserve; or 2) is employed in the National Guard or in a position designated by the Secretary of a
military department to be filled only by a non-dual-status technician, and when hired was not
required to maintain membership in the Selected Reserve.
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