PLEASE DISTRIBUTE IN YOUR ORGANIZATION “DOWN THE CHAIN” TO ENSURE WIDEST DISSEMINATION.  SOME OF THE ARTICLES ARE FOR SUPERVISORS, BOTH MILITARY AND CIVILIAN, SO PLEASE PASS TO YOUR SUPERVISOR. 

I understand the Customer Survey Questionnaire previously sent out did not “work”.  Attached is a version which should work.  Sorry for the inconvenience.  Please feel free to fill it out anytime you do business with the CPF.  If you identify an aspect of our service that needs improvement, please tell us, with a suggestion as to how to improve the service.  Currently the form cannot be completed electronically are returned to us through e-mail, so please print the form, complete it and mail to 21 MSS/DPC, Stop 1055.  We are trying to make it “fully electronic”!  
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MCGUIRE AFB LEAVE TRANSFER PROGRAM - REQUEST FOR DONORS:  VINCENZO RAZZANO,

305 APS/TRK, IS IN NEED OF 240 HOURS OF ANNUAL LEAVE WHILE RECOVERING FROM

SPINAL SURGERY.  EMPLOYEES DESIRING TO DONATE ANNUAL LEAVE SHOULD COMPLETE

OPTIONAL FORM 630-A AND FORWARD IT TO 305 MSS/DPCB, 2903 MCGUIRE BLVD, MCGUIRE

AFB, NJ 08641 ATTN: MR. BARNES.

SUPERVISORY TRAINING:  The USAF Supervisors’ Course will be conducted 7-10 Mar in the Civilian Personnel Flight Training Room, Rm 1113, Bldg 350.  This course is designed to provide first-level supervisors with general leadership and management skills required in supervisory positions.  This course is for CIVILIAN supervisors only.  This is NOT the Civilian Personnel Management Course (CPMC) that provides supervisors with background information (legal and regulatory civilian personnel policies) on managing their civilian employees.  Individuals requesting a seat in this course should call Theresa Dickson, 6-9231, or e-mail, theresa.dickson@peterson.af.mil.

PLANNING FOR RETIREMENT – THE ULTIMATE GOAL!!!  The Mid-Career Retirement Workshop will be conducted 14 Mar in the Officers Club.  This workshop is designed for those individuals with 12-15 years of service.  The Pre-Retirement Workshop will be conducted 15-16 Mar in the Officers Club.  This workshop is designed for those individuals within 5 years of retirement.  The Pre-Retirement Workshop goes into more detail and includes topics such as financial planning, estate planning, will preparation, etc.  Individuals requesting a seat in one OR the other (not both) of these workshops should call Theresa Dickson, 6-9231, or e-mail, theresa.dickson@peterson.af.mil.  Those previously expressing their interest need also confirm their attendance.

SPACE SYMPOSIUM CONFERENCE:  Following is some guidance for employees and supervisors regarding civilians who volunteer to participate in the annual Space Symposium.
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Scheduling appointments with members of the Civilian Personnel Flight.  Prior to visiting the Civilian Personnel Flight, we request you call and make an appointment with the individual you wish to speak with.  This will ensure the appropriate person you need to speak with is available and is prepared to meet with you.  We in turn will be better able to schedule our time, to dedicate our attention to answering your questions, and providing you with the best service available.  As a reminder, official time is only authorized provided that arrangements satisfactory to the employee’s supervisor and the official to be consulted are made in advance.  (Reference AFI 36-815, Chapter 8, Paragraph 8.7.1.)

CIVILIAN PERSONNEL APPRAISAL SYSTEM – QUALITY CONTROL MONITOR (QCM) BRIEFINGS:  There will be a Quality Control Monitor (QCM) briefing on Wednesday, 16 Feb 00, from 1400-1500 hours, in Room 1064, Bldg 350.  A second briefing will be held on Thursday, 24 Feb 00, from 1100-1200 hours, in the same location.  Building 350 is the new Mission Support Facility located at 135 Dover Street, Peterson AFB.  Attendance is mandatory for new QCMs and optional for previous QCMs.

The briefings will be to discuss the responsibilities of the QCM, review the new AF Form 860, and answer any questions you may have. 

The performance appraisal rating period will end on Friday, 31 Mar 00.  All appraisals are due to 21 MSS/DPCE (ATTN:  Olivia Lira), STOP 1142 NLT Friday, 14 Apr 00.  Supervisors need to review and certify performance work plans with each of their employees by Friday, 28 Apr 00.  Recertification will not be authorized for this rating period since employees will be evaluated under the new 2-level rating system.

Please reference Chapter 2 of AFI 36-1001, for guidance on appraising temporary duty performance (paragraph 2.5), appraising performance under other circumstances (paragraph 2.6), management responsibilities when an employee changes positions (Table 2.3), and management responsibilities when a supervisor departs (Table 2.4).  Arrivals and departures occurring on or after 2 Jan 00 have fewer than 90 days before the end of the appraisal period.  If an employee or supervisor departs from your organization during the rating period, please refer to Tables 2.3 and 2.4 to determine who is responsible for accomplishing the appraisal(s).      
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1.  Please check appropriate responses:  



 FORMCHECKBOX 
  Civilian
 FORMCHECKBOX 
  Active Duty



 FORMCHECKBOX 
  Appointment
 FORMCHECKBOX 
  Walk-in


2.  Where are you stationed?  




 FORMCHECKBOX 
  Peterson AFB
 FORMCHECKBOX 
  Schriever AFB



 FORMCHECKBOX 
  Cheyenne Mountain AFS
 FORMCHECKBOX 
  Fort Carson



 FORMCHECKBOX 
  US Air Force Academy
 FORMCHECKBOX 
  Other: ________________)


3.  Please check the appropriate box of the service and/or purpose of your visit below:



 FORMCHECKBOX 
 Position Classification
 FORMCHECKBOX 
 Job Information



 FORMCHECKBOX 
 Training
 FORMCHECKBOX 
 Labor Relations



 FORMCHECKBOX 
 Staffing/Recruitment
 FORMCHECKBOX 
 Performance Recognition



 FORMCHECKBOX 
 Benefits and Entitlements
 FORMCHECKBOX 
 Discipline and Conduct



 FORMCHECKBOX 
 Grievances and Appeals
 FORMCHECKBOX 
 Other (specify below)


4.  How would you rate the overall service provided to you by the Civilian Personnel Office (please circle appropriate response)?



Outstanding
Excellent
Good
Okay
Poor
Bad 



Timeliness
(
(
(
(
(
(

(Customer service counter)








Timeliness
(
(
(
(
(
(

(In meeting your needs)








Professionalism
(
(
(
(
(
(

Accuracy
(
(
(
(
(
(

Courtesy
(
(
(
(
(
(

Knowledge
(
(
(
(
(
(

5.  Of the categories you just rated in paragraph four, which 3 are of greatest importance to you?


Timeliness (Customer service counter) --------------------
(

Timeliness (In meeting your needs) -----------------------
(

Professionalism ----------------------------------------
(

Accuracy ------------------------------------------------
(

Courtesy ------------------------------------------------
(

Knowledge ---------------------------------------------
(

6.  Please rate the OVERALL service provided to you by the Civilian Personnel Office.



Outstanding
Excellent
Good
Okay
Poor
Bad 



(
(
(
(
(
(

7.  What are your expectations of the Civilian Personnel Office?


8.  From your perspective, is there anything we can do differently to improve our service or product?


9.  May we contact you to discuss your responses? 



(  YES  
(  NO


Name/Phone: ___________________________________ 


-FOR 21 MSS PERSONNEL ONLY-

Please answer applicable questions.


1.  Was the customer’s expectation reasonable?



( YES 
( NO


2.  Did we meet or exceed the customer’s expectation?



( YES 
( NO


3.  If NO, how did we affect or change their expectation?


4.  If there was a problem, was it resolved?



( YES 
( NO



a.
Who solved it (individual)?



b.
At what level (element, flight, squadron)?



c.  By what means (phone, in-person, e-mail, etc.)?


5.  Was the customer satisfied?



( YES 
( NO


Comments:


Customer Satisfaction Survey


21st Mission Support Squadron


Civilian Personnel Flight
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Mission Statement:  “Provide customer-oriented personnel, family and educational services to enhance the worldwide mission of the 21st and 50th Space Wings; 302d Airlift Wing; HQ AFSPC; USSPACECOM; NORAD; Schriever Air Force Base; Cheyenne Mountain Air Force Station and the entire Peterson Complex to include tenant units and over 26 geographically separated units.”


Vision Statement


A world-class team of professionals putting people first and setting the standard of excellence.


We are committed to continuously improve the quality of mission support services on Peterson Air Force Base.  Please help us assess and improve our services by completing this survey.  If you have immediate concerns, please call me at
556-4023.  If I am unavailable, your call will be directed to a member of my senior staff, so your concerns can be addressed immediately.   



VENETIA E. BROWN, Lt Col, USAF



Commander, 21st Mission Support Squadron


THANK YOU!

Please drop in Customer Service box or mail to:



21 MSS/DPC   STOP 1142



135 Dover Street, Suite 1055



Peterson AFB CO  80914-1142
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