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 (IF YOU INDICATE “YES” WE CAN CONTACT YOU ON THE FORM, PLEASE INCLUDE YOUR NAME AND PHONE NUMBER, AS THE ATTACHED ELECTRONIC FORM DOES NOT INDICATE WHO YOU ARE:  
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c


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.    

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
UPDATED CIVILIAN PERSONNEL “FUNCTIONAL” DIRECTORY:  
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AIR FORCE PERSONNEL CENTER ANNOUNCES THRIFT SAVINGS PLAN OPEN SEASON- RANDOLPH AIR FORCE BASE, Texas (AFPC) - Federal employees will once again have the opportunity to participate in or make changes to their current election during the Thrift Savings Plan Open Season May 15 - July 31.  TSP is a federal civilian employee voluntary retirement savings and investment plan with three funds available to the employee - G - Government Securities Index Investment Fund, F - Bond Index Fund, and the C - Common Stocks Index Fund.  Participants can choose to invest in any combination of the three funds.  "Two main features of TSP are before tax savings and tax-deferred earnings," explained Christine Watkins, employee relations specialist, Civilian Personnel Operations at AFPC.  This means the contributions made to TSP come out of the participant's pay before taxes and the earnings are not taxed until the money is received."  Other benefits of the TSP program include a choice of investment options, interfund transfers, loans from the employee's own contributions and earnings, in-service withdrawals and portable benefits if the individual leaves federal service. "Contribution limits set by the Federal Retirement Thrift Investment Board are based upon an employee’s retirement system," explained Watkins.  " Employees covered by the Federal Employees’ Retirement System can contribute up to 10 percent of their basic pay each pay period and the government will provide matching funds up to 4 percent.  In addition, the government will contribute an automatic 1 percent of an individual's basic pay to their account each pay period whether they contribute or not. This brings the maximum government contribution to 5 percent.  Employees covered by the Civil Service Retirement System can contribute up to 5 percent of basic pay each pay period, but do not receive any agency contributions."  Additional information on TSP funds can be found in the Summary of the Thrift Savings Plan for Federal Employees.  A copy of this booklet and other TSP information can be accessed through the TSP homepage at http://www.tsp.gov or the Benefits and Entitlements Service Team (BEST) homepage at http://www.afpc.randolph.af.mil/dpc/BEST/tsp.htm.  Employees whose base is serviced by the Air Force Personnel Center will make their TSP election or change through the BEST-automated system by phone or web no later than July 31.  The system is available 21 hours a day, 7 days a week. It is unavailable from midnight to 3 a.m. Central Standard Time each evening for systems backup In addition, the web site is unavailable from 7 a.m. to 10 a.m. CST on Sundays for maintenance.  Employees can access the web automated system at http://www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.htm.  Employees can access the telephone automated system or a benefits counselor by calling 1-800-997-2378, or 527-2378 if calling within the San Antonio area.  Hearing Impaired employees can access a benefits counselor by calling 1-800-382-0893 or 565-2276.  Overseas employees will call toll-free by dialing an AT&T or MCI direct access number for the country they are in, then dialing the BEST-line (800-997-2378) Benefits Counselors are available Monday - Friday, from 7 a.m. to 5 p.m. CST.  The best times to reach a counselor are between 8 a.m. - 11 a.m. and 1:30 p.m. - 4 p.m. CST.  

MORE TRAINING:  DEALING WITH NEGATIVE ATTITUDES IN THE WORKPLACE:  Are we sometimes hampered by being unwilling to change and unable to see alternatives (or worse yet, refuse to accept them when they’re suggested)?  Do we sometimes NOT cooperate; do we lack initiative and create stress and frustration for our co-workers?  Dealing with negatives in the workplace can be contagious, often leading to friction, reduced morale and low achievement.  We will hold two separate one-day seminars to assist employees in dealing with these problems.  Open to all civilian employees. Dates:  18 or 19 July, 0800-1600.  E-mail candace.cuadra@Peterson.af.mil to reserve a seat.
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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


_1003036208.doc







_1032264168.unknown

