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. 

we encourage you to complete the attached customer service questionaire and return to our office:  
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REMINDER…UPDATING CURRENT DUTY (DAYTIME) PHONE NUMBER:  We are each responsible for updating our duty (daytime) phone number.  The phone number is updated by calling the Benefits & Entitlements Servicing Team (BEST), 1-800-997-2378, and following the instructions on the Interactive Voice Response System (IVRS).  This number is VERY important to each one of us, as it prints on our career briefs, promotion briefs, etc. and is used by selecting supervisors if we are referred for a vacancy.  THIS IS THE WAY A SELECTING SUPERVISOR contacts us if we are on a referral certificate for a vacancy.  It is important to also remember, that if we change jobs, we need to update the phone number…it does not get updated automatically.    

VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):   Civilian annual leave donations are needed for Mr. John A. Brewer, 21 MSS/DPHA Peterson AFB CO.  Mr. Brewer is in need of donated annual leave due to a serious medical condition.  If you would like to donate annual leave or additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-7073.

VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):   Civilian annual leave donations are needed for Ms. Attzje T. Deubach, 850 CS, Schriever AFB CO.  Ms. Deubach is in need of donated annual leave due to a serious medical condition.  If you would like to donate annual leave or additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-7073.

The following training seminars will be conducted on the dates indicated.  To reserve a seat in any session, e-mail the point of contact identified with each training session.

Civilian Personnel Management Course (CPMC), 5-9 Jun 00.  This course is designed for military and civilian first-level supervisors of CIVILIAN employees.  Provides background information and an understanding of applicable personnel regulations needed to effectively SUPERVISE CIVILIAN EMPLOYEES.  In your e-mail requesting a seat, please identify the number of civilians you supervise.  Bldg 350, Civilian Personnel Training Room.  Candace.cuadra@peterson.af.mil
Pre-Retirement Seminar, 20-21 Jul 00, 0800-1600.  For civilian employees WITHIN 5 YEARS of retirement.  Bldg 350, Civilian Personnel Training Room.  Theresa.dickson@peterson.af.mil
Civilian Personnel Management Course (CPMC), 7-11 Aug 00.  This course is designed for military and civilian first-level supervisors of CIVILIAN employees.  Provides background information and an understanding of applicable personnel regulations needed to effectively SUPERVISE CIVILIAN EMPLOYEES.  In your e-mail requesting a seat, please identify the number of civilians you supervise.  Bldg 350, Civilian Personnel Training Room.   Candace.cuadra@peterson.af.mil
Pre-Retirement Seminar, 13-14 Sep 00, 0800-1600.  For civilian employees WITHIN 5 YEARS of retirement.  Officers Club.   Theresa.dickson@peterson.af.mil  

Military Personnel Management Course (MPMC), 17-18 Oct 00, 0800-1600.  This course is designed to provide first-level CIVILIAN supervisors the basic skills, knowledge, and abilities required to SUPERVISE MILITARY PERSONNEL.  Bldg 350, Civilian Personnel Training Room.   Theresa.dickson@peterson.af.mil
OPM Benefits Center “Retirement Store”

The Civilian Personnel Flight has just received the newest version of the Benefits Center from OPM.  This easy-to-navigate computer program, located on the PC in our employee information center, walks an employee through the various retirement systems and how retirement affects your benefits.  Benefits Center also features a Disability Retirement department where employees can review the criteria used for eligibility, how to apply and how this benefit is calculated.  The CPF would appreciate your feedback after using the Benefits Center by e-mailing Barbara Greenawalt: Barbara.greenawalt@peterson.af.mil 

TSP Open Season is Last Before Changes:  The federal/postal retirement Thrift Savings Plan will hold open season starting 

next Monday (May 15) and running through July 31, the last such opportunity to begin or change ongoing investments under 

the terms that have existed since the program began more than a decade ago. The succeeding open season will begin October 

15 (not November 15, as in the past) and the TSP will then be operating under a cycle in which the open seasons will run each 

April 15-June 30 and October 15-December 31.

> 
MORE TSP INFORMATION:  > Based on recent information received from TSP, effective 1 Oct 00, the TSP > will have a new record keeping system.  The new record keeping system > comes with many new features which include:  (1) TSP Open Season dates > will change to 15 Oct-31 Dec and 15 Apr-30 Jun of each year; (2) in > addition to the G, F, and C Funds, there will be the Small Capitalization > Stock Index Investment (S) Fund and the International Stock Index > Investment (I) Fund; (3) TSP will be a daily valued plan where > transactions will be processed each business day; (4) Employees will > allocate future contributions at any time by using the ThriftLine or the > TSP Web site, or by submitting Form TSP-50 directly to the TSP record > keeper; and (5) TSP will issue quarterly statements for the periods ending > March 31, June 30, September 30, and December 31.  (The first new statement > will cover September 1, 2000 - December 31, 2000.).  For more information > about the new TSP record keeping System and additional changes, there’s an > excellent article on TSP’s WWW site at > http://www.tsp.gov/curinfo/index.html.  > Remember, these changes to the TSP record keeping system take effect 1 Oct

We are operating under the current rules for the 15 May 00 - 31 Jul 00 > Open Season.  If an employee wants to make a new TSP election, make a > change to a previous TSP election, or stop participating in TSP, those > changes will be made thru the BEST automated systems.

_____________________-
WEST GATE CLOSURE - The West gate will be closed effective Friday, 19 May at 1800 and will not reopen until Wednesday, 24 May for the morning incoming traffic;  this involves two workdays (Monday and Tuesday).  The East gate will be open from 0600 to 1800 on 22nd and 23rd to alleviate possible traffic backup at the main gate.  Pay attention to articles in the Observer and the electronic bulletin boards as you enter the base for changes or updates.  Also, 21 Net may have an announcement as you log on.  

Tuition Assistance Waiver Requests ($3,500 FY Ceiling)

The following is the guidance we received on processing Tuition Assistance Waiver Requests for the $3,500 ceiling per student each fiscal year:

Waiver requests should be forwarded to this Headquarters only under three conditions:  


A)  the member has an approved retirement date in hand and needs to accelerate degree completion prior to retirement.  Anticipation of retirement or discussions concerning retirements do not qualify.  The person must be able to produce orders or verification of HYT.


B)  the member has an approved separation date on the books and you can verify that they will not re-enlist, extend or change their status prior to separation.


C)  the member can validate to you that they are pursuing an AF commission and failure to complete the degree during the current FY would preclude them from submitting an application due to age limits.

Requests not meeting this criteria need to be disapproved at the local level. (Education Services Flight)

VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):   Civilian annual leave donations are needed for the following employees:

Ms. Carol Noble, Fort Carson CO, due to terminal cancer,

Ms. Sharon Skov, 10 MDG, USAF Academy CO, due to a serious medical condition,

Mr. Bobby Manning, Randolph AFB,TX, due to immediate surgery for a heart problem, and

Ms. Carol A. Smith-Neval, Vandenberg AFB CA, due to currently undergoing extensive medical treatment 

If you would like to donate annual leave or additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-7073.

GREAT HANDOUTS ON HOW TO ACCESS BEST AND EBIS!!!
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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



[image: image1.wmf]

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


_1003036208.doc







_1032681621.doc
How to Access the Benefits and Entitlements 


Telephone Automated System
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If using the telephone system, you will:


Dial 1-800-997-2378 or 527-2378, if calling within the San Antonio area.  If you are calling outside the United States, you will dial an AT&T or MCI direct access number for the country you are calling from, then enter 800-997-2378.  If you are hearing impaired, you can access the web-automated system or contact a counselor by calling 1-800-382-0893 or 565-2276, if calling within the San Antonio area.


Press "2" to access the Benefits and Entitlements Services System


Press "1" for current Air Force serviced employees


Press “1” to enter your social security number and PIN; Press “2” if you have forgotten your PIN.  

If you press 1, the system will ask you to enter your social security number and PIN.  Listen carefully, the system will tell you if it's looking for a four-digit or six-digit PIN.  The first time you access the automated system, your PIN will be a four-digit number equivalent to your month and year of birth, for example, June 1960 will be 0660.  The system will then require you to change your PIN to a six-digit number of your choice, as long as it meets the DoD security guidelines listed below.  This six-digit PIN will continue to be your PIN until you change it.  If this is not your first time accessing the automated system, your PIN should be a six-digit number that you personally selected.


If you press 2, the system will allow you to reset your PIN to a new six-digit numeric code of your choice, once you provide the following information, which can be obtained from your Leave and Earnings Statement (LES):  your social security number, date of birth, service computation date for leave, civilian pay plan, grade, and step.  Once the system verifies this information, it will ask you to input a six-digit number of your choice that complies with the DoD security guidelines voiced in the system.  To comply, your PIN must be a combination of numbers that are not easily identifiable.  Thus, your PIN cannot repeat the same number, not equal to the first or last six digits of your social security number, not equal to your date of birth or service computation date for leave, and not include any single number repeated three or more times.  If your PIN meets these security guidelines, you will be prompted to enter your six-digit PIN again.  If both entries match, you will hear “Your PIN has been changed.”


The system will voice the duty phone on file for you.  If it is correct, press 1, otherwise press 2.  (Overseas employees should exclude their country code.)


Once you have cleared the PIN and telephone verification modules, you will press 1 for Federal Employees Health Benefits (FEHB), 2 for Retirement, 3 for Thrift Savings Plan (TSP), 4 for Federal Employees Group Life Insurance (FEGLI), 5 for Benefit News, 6 to request a Faxed Document, 9 to Exit the system.


If you need to speak to a benefits counselor, you can press "0" within any of the benefit areas identified above, and your call will be transferred to a counselor during normal business hours.  We recommend that you access the area that relates to your call, i.e., 1 for FEHB, 2 for Retirement, 3 for TSP, 4 for FEGLI, then press 0 to be transferred to a counselor.  Counselors are available Monday - Friday, from 7 a.m. - 5 p.m. Central Standard Time.  

How to Access the Employee Benefits Information System (EBIS)
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You will access EBIS at http://www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.htm.  


EBIS is also referred to as the web-automated system.  


Input your User-ID and password and press "Submit."


If this is your first time accessing EBIS, you will need to create a User-ID and password as follows:



-
Click on the EBIS Security Log On button, which will take you to the AFPC Secure Web Sites Login



-
Click on "Civilian" at the bottom of the screen



-
The Civilian Verification Screen will appear, where you will enter your SSN, Date of Birth, Service Computation Date for Leave, Pay Plan, Grade, and Step.  (You can obtain this information from your Leave and Earnings Statement.)



-
Once the system accepts this information, you will create a User-Id and Password.  The User-Id will default to your SSN unless you enter a different User-Id.  The system will require you to enter a valid 
E-mail address either at home or work.  If you do not have an E-mail at home or work, you may obtain a free E-mail account from many Internet sources such as Hotmail.com.  After acceptance of your User-Id and password, you will click on “Return to Login Screen.”  The system will take you back to the AFPC Secure Web Sites Login, where you will input your newly created User-Id and password and press "Submit."  



If you have already established a User-Id and password, you will input it.  If you have forgotten your User-Id and/or password, you will need to call the help-desk number at the bottom of the screen.


Click on EBIS.  This will take you to the EBIS web transactions' area, where you will conduct your benefits transactions.


Click on the menu item that correlates to the benefits transaction you are trying to complete.  (For example, choose retirement for an annuity estimate or "Personal Statement of Benefits."


You will need to input your SSN and PIN to access your records.  Your PIN is the same for the telephone and web-automated system.  If you have forgotten your PIN, you may click on the "PIN" button on the toolbar, followed by clicking on "I don't remember my PIN."  The system will prompt you to provide your SSN, Date of Birth, Service Computation Date for Leave, Pay Plan, Grade, and Step.  Once the system verifies this information, you will be allowed to select a new six-digit PIN.


If you need to reach a counselor, you will dial 1-800-997-2378 or 527-2378, if calling within the 
San Antonio area.  If you are calling outside the United States, you will dial an AT&T or MCI direct number for the country you are calling from, then enter 800-997-2378.  If you are hearing impaired, you can reach a counselor by dialing 1-800-382-0893 or 565-2276, if calling within the San Antonio area.  Counselors are available Monday - Friday, from 7 a.m. - 5 p.m. Central Standard Time. 
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