Table 1-2

Activity Code Description

Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




2
600
INFORMATION TECHNOLOGY PROJECT MANAGEMENT

Description of Work:

The management of Information Technology Projects from initiation through completion.  The services provided include initiation, planning, execution, control, and close out of projects.

Organizational/Employee Designation That is Allowed to Use this Code:

This code is to be used by all personnel performing Information Technology project management duties, including but not limited to project managers, first line supervisors, and project team members on a Information Technology project, regardless of DPA classification.  Information Technology clerical job in support of this activity will also use this activity code.

Program/EA Usage:

This code will normally be used with the Service Center EA or general 9438XX with project specific Special Designation. 

Federal Eligibility:

This activity is not federally eligible.

SPECIAL INSTRUCTIONS:
· Use Activity Code 700 when managing Telecommunications Project from initiation through completion.  The services provided include initiation, planning, execution, control, and close out of projects.

· Use Activity Code 100 when managing Capital Projects from initiation through completion. The services provided include initiation, planning, execution, control, and close out of projects.

Related Activity Code:

001 Management

100 State Highway Project Management

700 Telecommunications Project Management

Responsible Organization:

Information Technology




Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




1,2
601
INFORMATION TECHNOLOGY MANAGEMENT

Description of Work:

Work involved in the performance of Information Technology management activities by personnel classified as “manager” or “exempt” by the Department of Personnel Administration.

In general, Information Technology management consists of establishing policies under State law and regulations for an assigned area of responsibility and verifying policy compliance and the effective operation of that area through designated Information Technology supervisors.

Organizational/Employee Designation That is Allowed to Use this Code:

This code is to be used by only those Information Technology employees that are classified as “Managers” or “Exempt”.

Program/EA Usage:

This code will normally be used with the EA established for the Information Technology manager’s unit or function.

Federal Eligibility:

This activity is only federally eligible when used with State Planning and Research (SPR) projects.

· Use FAE 1 when charging to an approved State Planning and Research SPR project EA.

· Use FAE 2 when charging to any other EA.

SPECIAL INSTRUCTIONS:
· Activity Code 601 will be used to record time spent in performing normal Information Technology managerial duties.  Time spent on separately defined Indirect Cost activities will be coded to the appropriate  Indirect Cost Activity Code as listed in Table 1-1, Activity Code Summary where all  Indirect Cost Activity Codes are identified.

· Activity Code 600 will be used by a manager when charging a specific Information Technology Project for which he or she has been formally designated to be the Information Technology Project Manager.

· Activity Code 601 will be used to record time spent on Recruitment Activities with a Special Designation of 6RECRUIT.

· Activity Code 001 will be used when involved in the performance of non-Information Technology or non-Telecommunications management activities.  NOTE:  See 001 for detail description of this activity code.
· Activity Code 701 will be used when involved in the performance of Telecommunications management activities.  NOTE:  See 701 for detail description of this activity code.
Related Activity Code:

001 General Management Administrative Positions

701 Telecommunications Management

Responsible Organization:

Information Technology


Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION





1,2
602
INFORMATION TECHNOLOGY SUPERVISION

Description of Work:

Work involved in the performance of Information Technology supervisory activities by personnel classified as “supervisory” by the Department of Personnel Administration, excluding such personnel performing duties described below in Special Instructions.

In general, Information Technology supervisory work consists of guiding and directing Information Technology work of others in accomplishing the assignments and objectives of an organizational unit in accordance with established management policies and directives.

Organizational/Employee Designation That is Allowed to Use this Code:

This code is to be used by Information Technology employees that are classified as “supervisors” or staff on a temporary assignment in an Information Technology supervisory classification.

Program/EA Usage:

This code will normally be used with the EA established for the supervisor’s Information Technology unit or functional area.

Federal Eligibility:

This activity is only federally eligible when used with State Planning and Research (SPR) projects or ridesharing projects.

· Use FAE 1 when charging to an approved State Planning and Research SPR or ridesharing project EA

· Use FAE 2 when charging to any other EA.

SPECIAL INSTRUCTIONS:
· Activity Code 602 will be used to record time spent in performing normal Information Technology supervisory duties, except where separate activity codes have been established to capture more specific  Indirect Cost activities.  Refer to Table 1-1, Activity Code Summary that identifies all Indirect Cost Activity Codes.

· Activity Code 600 will be used by a supervisor when charging a specific Information Technology Project for which he or she has been formally designated to be the Information Technology Project Manager.

· Activity Code 602 will be used to record time spent on Recruitment Activities with a Special Designation of 6RECRUIT.

· Activity Code 002 will be used when involved in the performance of non-Information Technology or non-telecommunications supervisory activities.  NOTE:  See 002 for detail description of this activity code.
· Activity Code 702 will be used when involved in the performance of Telecommunications supervisory activities.  NOTE:  See 702 for detail description of this activity code.
Related Activity Code:

002 Staff and Supervisory Positions

702 Telecommunications Supervision

Responsible Organization:

Information Technology





Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




1,2
603
INFORMATION TECHNOLOGY STAFF/ADMINISTRATION SERVICES

Description of Work:

Staff or administrative services performed either by:

· Personnel in Information Technology units.

· Personnel in other non-Information Technology units who perform Information Technology work as described in Government Code Section 11702, e.g., computerized and auxiliary automated information handling, electronic technology systems and services, system design and analysis, conversion of data, computer programming, information storage and retrieval.

All work charged to this code is defined “ Indirect Cost.”  Exceptions are stated below under Special Instructions.

Organizational/Employee Designation That is Allowed to Use this Code:

Any employee not classified by the Department of Personnel Administration as Manager, Exempt, Supervisory or represented in Bargaining Unit 4, Office and Allied when performing above-described Information Technology work, will use Activity Code 603 unless Special Instructions, stated below, override.

Program/EA Usage:

Activity Code 603 is to be used with  Indirect Cost as subject to exceptions stated in Special Instructions.

When using this Activity Code for Recruitment Activities, use a Special Designation of 6RECRUIT.

Federal Eligibility:

This activity is only federally eligible when used with an approved State Planning and Research (SPR) projects.

· Use FAE 1 when charging to a State Planning and Research (SPR) project EA.

· Use FAE 2 when charging to any other EA.

SPECIAL INSTRUCTIONS:
· Where Staff/Administrative Services personnel perform Information Technology activities for which separate Indirect Cost activity codes have been established, those codes will be used instead of Activity Code 603.  All  Indirect Cost activity codes are identified on Table 1-1, Activity Code Summary.

· Activity Code 600 will be used by any personnel performing a required Information Technology project review that fulfills a monitoring process and/or is done to assure compliance with federal and state law, regulations, or requirements.

· Activity Code 603 will be used to record time spent on Recruitment Activities with a Special Designation of 6RECRUIT.

· Activity Code 003 will be used when involved in the performance of non-Information Technology or non-Telecommunications staff/administrative activities.  NOTE:  See 003 for detail description of this activity code.
· Activity Code 701 will be used when involved in the performance of Telecommunications staff/administrative activities.  NOTE:  See 703 for detail description of this activity code.
Related Activity Code:

003 Staff/Administration Services

703 Telecommunications Staff/Administration Services

Responsible Organization:

Information Technology




Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




1
607
INFORMATION TECHNOLOGY CLERICAL AND ALLIED SERVICES

Description of Work:

“Clerical Services” are defined for activity coding purposes as being generally identical to work normally performed by employees represented by Bargaining Unit 4, Clerical and Allied.  This work consists of stenographic, secretarial, typing, key punching, filing, stockroom operations, mail distribution and similar clerical services.

· Activity Code 607 costs are defined as “ indirect cost”, although as explained below, they may properly be chargeable to non-Indirect Cost EA.

Organizational/Employee Designation That is Allowed to Use this Code:

Information Technology employees excluding those classified as “Supervisor” by the Department of Personnel Administration that are represented by Bargaining Unit 4, (Clerical and Allied) when performing described clerical services will use Activity Code 607, unless Special Instructions, stated below, override.

Program/EA Usage:

This code will normally be used with the EA established for the supervisor’s Information Technology unit or functional area.

Federal Eligibility:

This activity is federally eligible.  Actual federal participation in this activity will be based on the eligibility of the EA being charged.

SPECIAL INSTRUCTIONS:
· Information Technology supervisors will use Activity Code 603, Information Technology Supervision.

· Where above-defined Clerical Services personnel are performing activities for which separate  Indirect Cost Activity Codes have been established, those codes will be used instead of Activity Code 607. All indirect cost activity codes are identified on Table 1-1, Activity Code Summary.

· Activity Code 007 will be used when involved in the performance of non-Information Technology or non-Telecommunications clerical and allied activities.  NOTE:  See 007 for detail description of this activity code.
· Activity Code 707 will be used when involved in the performance of Telecommunications clerical and allied activities.  NOTE:  See 707 for detail description of this activity code.
Related Activity Code:

007 Clerical and Allied Services

707 Telecommunications Clerical and Allied Services

Responsible Organization:

Information Technology




Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




2
644
INFORMATION TECHNOLOGY (EDP) OPERATION

Description of Work:

Work which involves the operation of EDP equipment by Information Technology staff or District Information Services units.

Organizational/Employee Designation That is Allowed to Use this Code:

This code includes Information Technology employees working in data entry and verification operations and those involved in the operation of the mainframe computers and printers.

Program/EA Usage:

This Activity Code is used with Information Technology EA series of 9438XX and with specific project Special Designation.

Federal Eligibility:

This activity is not federally eligible.

Special Instructions:

Only Personnel in EDP classifications should use this Activity Code.  Work that involves the acquisition and installation of EDP equipment should use Activity Code 667.

Personnel using EDP equipment that only assist in the completion of their work should not use this code.

Replaces Activity Code:

044 EDP Operations

Responsible Organization:

Information Technology




Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




2
658
INFORMATION TECHNOLOGY TRAINING – INSTRUCTOR

Description of Work:

Participating in all formal Information Technology training as an assigned Instructor/Facilitator, including work involved in preparing for, conducting, evaluating and reporting on the training given.  Formal Information Technology training generally is defined as Information Technology training provided away from the employee’s work station, having formal Information Technology training objectives and a skills transfer in response to an identified skills need.  Includes the time spent in travel to and from the training sessions.  Does not include on-the-job training or attendance at conferences and conventions.

Organizational/Employee Designation That is Allowed to Use this Code:

For use only by staff who are not assigned to the Headquarters Office of Training or Districts 1-12 Training Office.

Should be used by management, confidential, supervisor, and rank and file employees when performing this Information Technology activity.

Program/EA Usage:

Instructor/Facilitators should use their normal Indirect Cost expenditure authorization when performing this activity.

Federal Eligibility:

This activity is not federally eligible.

Special Instructions:

· Use Activity Code 658 with a Special Designation YEAA18 when it relates to Equal Employment Opportunity (EEO).

· Activity Code 058 will be used when participating in all formal non-Information Technology or non-Telecommunications training as an assigned Instructor/Facilitator, including work involved in preparing for, conducting, evaluating and reporting on the training given.  NOTE:  See 058 for detail description of this activity code.
· Activity Code 758 will be used when participating in all formal Telecommunications training as an assigned Instructor/Facilitator, including work involved in preparing for, conducting, evaluating and reporting on the training given.  NOTE:  See 758 for detail description of this activity code.
Related Activity Code:

058 Training – Instructor

758 Telecommunications Training – Instructor

Responsible Organization:

Information Technology




Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




1,2
659
INFORMATION TECHNOLOGY TRAINING – TRAINEE

Description of Work:

Participating in all formal Information Technology training as a trainee for the purpose of building skills and knowledge needed for Information Technology work performance.  Formal Information Technology training generally is defined as training provided away from the employee’s work station, having formal Information Technology training objectives and a skills transfer in response to an identified skills need.  Includes the time spent in travel to and from the training sessions.  Does not include on-the-job training or attendance at conference and conventions.

Organizational/Employee Designation That is Allowed to Use this Code:

Should be used by management, confidential, supervisor, and rank and file employees when performing this activity.

Program/EA Usage:

Instructor/Facilitators should use their normal Indirect Cost expenditure authorization when performing this activity.

Federal Eligibility:

This activity is only federally eligible when used with approved State Planning and Research (SPR) projects.

· Use FAE “1” when charging to an approved Sate Planning and Research (SPR) project EA.

· Use FAE “2” when charging to any other EA

Special Instructions:

· Time charged to this Activity Code may require that a completed from 300 – Training Request submitted to the Headquarters Office of Training or District 1-12 Training Office.  Contract Training office for more information.

· On the job training should be charged to the Activity Code applicable to the work for which the employee is being trained.

· Use Activity Code 659 with a Special Designation of YEAA18 when it relates to Equal Employment Opportunity (EEO).

· Activity Code 059 will be used when participating in all formal non-Information Technology or non-Telecommunications training trainee.  NOTE:  See 059 for detail description of this activity code.
· Activity Code 759 will be used when participating in all formal Telecommunications training as trainee.  NOTE:  See 759 for detail description of this activity code.
Related Activity Code:

059 Training – Trainee

759 Telecommunications Training – Trainee

Responsible Organization:

Information Technology




Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




1,2
667
INFORMATION TECHNOLOGY (EDP) SUPPORT

Description of Work:

This Activity Code is to be used for:

· All work involving the development and maintenance of programs, applications, and systems

· All work involved in the acquisition and installation, and troubleshooting of EDP equipment.

· All work involved with running production systems and other programs and systems as requested.

Organizational/Employee Designation That is Allowed to Use this Code:

Personnel in EDP classifications should use this Activity Code as well as other employees who are providing these or similar services in their functional area.

Program/EA Usage:

This Activity Code is used with Information Technology EA series 9438XX and with specific project Special Designation.

Federal Eligibility:

This activity is only federally eligible when used with approved State Planning and Research (SPR) projects.

· Use FAE “1” when charging to an approved State Planning and Research (SPR) project EA.

· Use FAE “2” when charging to any other EA.

Special Instructions:

· Work, which involves the operation of EDP as the main task such as data entry and operation of mainframe equipment, should use Activity Code 644.

· Charge the project with 1667 for work in connection with Highway Planning and Research projects.  Ineligible for other federal aid projects.

Replaces Activity Code:

067 EDP Support

Responsible Organization:

Information Technology




Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




2
700
TELECOMMUNICATIONS PROJECT MANAGEMENT

Description of Work:

The management of the Telecommunications Project from initiation through completion.  The services provided include initiation, planning, execution, control, and close out of projects.

Organizational/Employee Designation That is Allowed to Use this Code:

This code is to be used by all personnel performing Telecommunications project management duties, including but not limited to project managers, first line supervisors, and project team members on a Telecommunications project, regardless of DPA classification.  Clerical work in support of this Telecommunications activity will also use this activity code.

Program/EA Usage:

This code will normally be used with a Telecommunications EA established for the project.

Federal Eligibility:

This activity is not federally eligible.

SPECIAL INSTRUCTIONS:
· Personnel who charge time to a Telecommunications Project will use Activity Code 700 in conjunction with the specific Service Center EA.

· Use Activity Code 600 when managing Information Technology Project from initiation through completion.  The services provided include initiation, planning, execution, control, and close out of projects.

· Use Activity Code 100 when managing Capital Projects from initiation through completion. The services provided include initiation, planning, execution, control, and close out of projects.

Related Activity Code:

001 Management

100 State Highway Project Management

600 Information Technology Project Management

Responsible Organization:

Information Technology Telecommunications




Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




1,2
701
TELECOMMUNICATION MANAGEMENT

Description of Work:

Work involved in the performance of Telecommunications management activities by personnel classified as “manager” or “exempt” by the Department of Personnel Administration.

In general, Telecommunications management consists of establishing policies under State law and regulations for an assigned Telecommunications area of responsibility and verifying policy compliance and the effective operation of that area through designated supervisors.

Organizational/Employee Designation That is Allowed to Use this Code:

This code is to be used by those Telecommunication employees that are classified as “Managers” or “Exempt”.

Program/EA Usage:

This code will normally be used with the EA established for the manager’s Telecommunications unit or function.

Federal Eligibility:

This activity is only federally eligible when used with State Planning and Research (SPR) projects.

Use FAE 1 when charging to an approved State Planning and Research SPR project EA.

Use FAE 2 when charging to any other EA.

SPECIAL INSTRUCTIONS:
· Activity Code 701 will be used to record time spent in performing normal Telecommunications managerial duties.  Time spent on separately defined  Indirect Cost activities will be coded to the appropriate  Indirect Cost Activity Code as listed in Table 1-1, Activity Code Summary where all  Indirect Cost Activity Codes are identified.

· Activity Code 700 will be used by a manager when charging a specific Telecommunications Project or which he or she has been formally designated to be the Telecommunications Project Manager.

· Activity Code 701 will be used to record time spent on Recruitment Activities with a Special Designation of 6RECRUIT.

· Activity Code 001 will be used when involved in the performance of non-Telecommunications or non-Information Technology management activities.  NOTE:  See 001 for detail description of this activity code.
· Activity Code 601 will be used when involved in the performance of Information Technology management activities.  NOTE:  See 601 for detail description of this activity code.
Related Activity Code:

001 General Management Administrative Positions

601 Information Technology Management

Responsible Organization:
Information Technology Telecommunications




Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




1,2
702
TELECOMMUNICATIONS SUPERVISION

Description of Work:

Work involved in the performance of Telecommunications supervisory activities by personnel classified as “supervisory” by the Department of Personnel Administration, excluding such personnel performing duties described below in Special Instructions.

In general, Telecommunications supervisory work consists of guiding and directing the Telecommunications work of others in accomplishing the assignments and objectives of an organizational unit in accordance with established management policies and directives.

Organizational/Employee Designation That is Allowed to Use this Code:

This code is to be used by those Telecommunication employees that are classified as “supervisors” or staff on a temporary assignment in a Telecommunications supervisory classification.

Program/EA Usage:

This code will normally be used with the EA established for the supervisor’s Telecommunications unit or functional area.

Federal Eligibility:

This activity is only federally eligible when used with State Planning and Research (SPR) projects or ridesharing projects.

Use FAE 1 when charging to an approved State Planning and Research SPR or ridesharing project EA

Use FAE 2 when charging to any other EA.

SPECIAL INSTRUCTIONS:
· Activity Code 702 will be used to record time spent in performing normal Telecommunications supervisory duties, except where separate activity codes have been established to capture more specific Indirect Cost activities.  Refer to Table 1-1, Activity Code Summary that identifies all  Indirect Cost Activity Codes.

· Activity Code 700 will be used by a supervisor when charging a specific Telecommunications Project for which he or she has been formally designated to be the Telecommunications Project Manager.

· Activity Code 702 will be used to record time spent on Recruitment Activities with a Special Designation of 6RECRUIT.

· Activity Code 002 will be used when involved in the performance of non-Information Technology or non-telecommunications supervisory activities.  NOTE:  See 002 for detail description of this activity code.
· Activity Code 602 will be used when involved in the performance of Information Technology supervisory activities.  NOTE:  See 602 for detail description of this activity code.
Related Activity Code:

002 Staff and Supervisory Positions

602 Information Technology Supervision

Responsible Organization:
Information Technology Telecommunications




Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




1,2
703
TELECOMMUNICATIONS STAFF/ADMINISTRATION SERVICES

Description of Work:

Staff or administrative services performed either by:

· Personnel in Telecommunications units.

· Personnel in other non-Telecommunications units who perform Telecommunications work, e.g., staff time to operate WAN products, WAN product justification and purchase. 

All work charged to this code is defined “ Indirect Cost.”  Exceptions are stated below under Special Instructions.

Organizational/Employee Designation That is Allowed to Use this Code:

Any employee not classified by the Department of Personnel Administration as Manager, Exempt, Supervisory or represented in Bargaining Unit 4, Office and Allied when performing above-described work, will use Activity Code 703 unless Special Instructions, stated below, override.

Program/EA Usage:

Activity Code 703 is to be used with  Indirect Cost EA subject to exceptions stated in Special Instructions.

When using this Activity Code for Recruitment Activities, use a Special Designation of 6RECRUIT.

Federal Eligibility:

This activity is federally eligible when used with an approved State Planning and Research (SPR) projects.

· Use FAE 1 when charging to a State Planning and Research (SPR) project EA.

· Use FAE 2 when charging to any other EA.

SPECIAL INSTRUCTIONS:
· Where Staff/Administrative Services personnel perform Telecommunications activities for which separate  Indirect Cost activity codes have been established, those codes will be used instead of Activity Code 703.  All  Indirect Cost activity codes are identified on Table 1-1, Activity Code Summary.

· Activity Code 700 will be used by any personnel performing a required Telecommunications project review that fulfills a monitoring process and/or is done to assure compliance with federal and state law, regulations, or requirements.

· Activity Code 703 will be used to record time spent on Recruitment Activities with a Special Designation of 6RECRUIT.

· Activity Code 003 will be used when involved in the performance of non-Information Technology or non-Telecommunications staff/administrative activities.  NOTE:  See 003 for detail description of this activity code.
· Activity Code 603 will be used when involved in the performance of Information Technology staff/administrative activities.  NOTE:  See 603 for detail description of this activity code.
Related Activity Code:

003 Staff/Administration Services

603 Information Technology Staff/Administration Services

Responsible Organization:

Information Technology Telecommunications




Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




1
707
TELECOMMUNICATIONS CLERICAL AND ALLIED SERVICES

Description of Work:

“Clerical Services” are defined for activity coding purposes as being generally identical to work normally performed by employees represented by Bargaining Unit 4, Clerical and Allied.  This work consists of stenographic, secretarial, typing, key punching, filing, stockroom operations, mail distribution and similar clerical services.

Activity Code 707 costs are defined as “ Indirect Cost”, although as explained below, they may properly be chargeable to non- Indirect Cost  EA.

Organizational/Employee Designation That is Allowed to Use this Code:

Telecommunications employees excluding those classified as “Supervisor” by the Department of Personnel Administration that are represented by Bargaining Unit 4, (Clerical and Allied) when performing described clerical services will use Activity Code 707, unless Special Instructions, stated below, override.

Program/EA Usage:

This code will normally be used with the EA established for the employee’s Telecommunications unit or functional area.

Federal Eligibility:

This activity is federally eligible.  Actual federal participation in this activity will be based on the eligibility of the EA being charged.

SPECIAL INSTRUCTIONS:
· Telecommunications Supervisors will use Activity Code 703, Telecommunications Supervision.

· Where above-defined Clerical Services personnel are performing activities for which separate  Indirect Cost Activity Codes have been established, those codes will be used instead of Activity Code 707.  All  Indirect Cost activity codes are identified on Table 1-1, Activity Code Summary.

· Activity Code 007 will be used when involved in the performance of non-Information Technology or non-Telecommunications clerical and allied activities.  NOTE:  See 007 for detail description of this activity code.
· Activity Code 607 will be used when involved in the performance of Information Technology clerical and allied activities.  NOTE:  See 607 for detail description of this activity code.
Related Activity Code:

007 Clerical and Allied Services

607 Information Technology Clerical and Allied Services

Responsible Organization:

Information Technology Telecommunications




Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




1
739
TELECOMMUNICATIONS

Description of Work:

Work involved in engineering, installation, and replacement of very high frequency communications and special electronic equipment such as microwave, mobile radio, geodimeter equipment, speed meters, radio-controlled signs and signals, emergency call boxes, cell phones, VTC, and related facilities

Organizational/Employee Designation That is Allowed to Use this Code:

Employees who typically use this Activity Code are:

Telecommunications Office of Information Technology employees with the exception of managers and supervisors; Traffic Operations employees working in Transportation Management Centers; District and Headquarters Maintenance employees providing Highway Communications.

Program/EA Usage:

This Activity Code is typically used by the following:
· Telecommunications employees; 

· Traffic Operations employees (936200);

· Headquarters AND District Maintenance employees (943729).

Federal Eligibility:

Actual federal participation in this activity will be based on the eligibility of the EA being charged.

Replaces Activity Code:

039 Communications

Responsible Organization:

Information Technology Telecommunications




Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




2
758
TELECOMMUNICATIONS TRAINING – INSTRUCTOR

Description of Work:

Participating in all formal Telecommunications training as an assigned Instructor/Facilitator, including work involved in preparing for, conducting, evaluating and reporting on the training given.  Formal Telecommunications training generally is defined as Telecommunications training provided away from the employee’s work station, having formal Telecommunications training objectives and a skills transfer in response to an identified skills need.  Includes then time spent in travel to and from the training sessions.  Does not include on-the-job training or attendance at conferences and conventions.

Organizational/Employee Designation That is Allowed to Use this Code:

For use only by staff who are not assigned to the Headquarters Office of Training or Districts 1-12 Training Office.

Should be used by management, confidential, supervisor, and rank and file employees when performing this Telecommunications activity.

Program/EA Usage:

Instructor/Facilitators should use their normal Indirect Cost expenditure authorization when performing this activity.

Federal Eligibility:

This activity is not federally eligible.

Special Instructions:

· Use Activity Code 758 with a Special Designation YEAA18 when it relates to Equal Employment Opportunity (EEO).

· Activity Code 058 will be used when participating in all formal non-Information Technology or non-Telecommunications training as an assigned Instructor/Facilitator, including work involved in preparing for, conducting, evaluating and reporting on the training given.  NOTE:  See 058 for detail description of this activity code.
· Activity Code 658 will be used when participating in all formal Information Technology training as an assigned Instructor/Facilitator, including work involved in preparing for, conducting, evaluating and reporting on the training given.  NOTE:  See 658 for detail description of this activity code.
Related Activity Code:

058 Training – Instructor

658 Information Technology Training – Instructor

Responsible Organization:

Information Technology Telecommunications




Fed.

Aid

Elig.
No.
TITLE/DESCRIPTION




1,2
759
TELECOMMUNICATIONS TRAINING – TRAINEE

Description of Work:

Participating in all formal Telecommunications training as a trainee for the purpose of building skills and knowledge needed for Telecommunication work performance.  Formal Telecommunications training generally is defined as training provided away from the employee’s work station, having formal Telecommunications training objectives and a skills transfer in response to an identified skills need.  Includes the time spent in travel to and from the training sessions.  Does not include on-the-job training or attendance at conference and conventions.

Organizational/Employee Designation That is Allowed to Use this Code:

Should be used by Telecommunications management, confidential, supervisor, and rank and file employees when performing this activity.

Program/EA Usage:

Instructor/Facilitators should use their normal  Indirect Cost expenditure authorization when performing this activity.

Federal Eligibility:

This activity is only federally eligible when used with approved State Planning and Research (SPR) projects.

Use FAE “1” when charging to an approved Sate Planning and Research (SPR) project EA.

Use FAE “2” when charging to any other EA

Special Instructions:

· Time charged to this Activity Code may require that a completed from 300 – Training Request submitted to the Headquarters Office of Training or District 1-12 Training Office.  Contract Training office for more information.

· On the job training should be charged to the Activity Code applicable to the work for which the employee is being trained.

· Use Activity Code 759 with a Special Designation of YEAA18 when it related to Equal Employment Opportunity (EEO).

· Activity Code 059 will be used when participating in all formal non-Information Technology or non-Telecommunications training as trainee.  NOTE:  See 059 for detail description of this activity code.
· Activity Code 659 will be used when participating in all formal Information Technology training as trainee.  NOTE:  See 659 for detail description of this activity code.
Related Activity Code:

059 Training – Trainee

659 Information Technology Training – Trainee

Responsible Organization:

Information Technology Telecommunications
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