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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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), 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
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:  
[image: image2.wmf]CPFfunctional.doc


AFPC E-Mail:  Call Center Counselors Not Available on 3 Jul 00 

The Air Force Personnel Center (AFPC) Commander has designated 3 Jul as > “Family Day.”  We feel it is important to offer all AFPC/DPC employees the > opportunity to be with their families.  Because of this, Benefits and > Entitlements Service Team (BEST) Counselors will be afforded the > opportunity to take leave on 3 Jul.  Although employees will not have > access to counselors, they will be able to access the BEST Web > (http://www.afpc.randolph.af.mil/dpc) and the BEST telephone automated > system (1-800-997-2378) to obtain general information and conduct any > business the automated systems allow.  

TO SUPERVISORS OF SUMMER HIRE EMPLOYEES

We are sending this email to clarify an issue that has arisen in reference to the July 4th holiday.  

Your student is entitled to be paid for the holiday if the following items are met:
a.
Under their regular work schedule they would be working on July 4th





AND

b.
They are scheduled and will be working on either July 3rd or July 5th (or both)

If the above are not met, your student is not entitled to be paid for the holiday.

We apologize for the confusion and any problems this may have created.

FEHB Premium Conversion:   > This is to notify you of the Health Insurance > Premium Conversion which will be effective in October 2000.

> 
> A Health Insurance Premium Conversion plan reduces an employee’s taxable > income by the amount of health insurance premiums an employee would > otherwise have to pay.  Section 125 of the Internal Revenue Code allows an > employer to provide a portion of an employee’s salary in pre-tax benefits > rather than cash.  Instead of paying a certain amount to an employee as > taxable income, the employer uses it to purchase benefits for the > employee.  This enables the employee to save on Federal income tax, Social > Security and Medicare tax, and, if applicable, State and local income > taxes.  Currently, employees with the US Postal Service, the Federal > Judiciary, and several small Federal agencies already have health > insurance premium conversion.  The new Health Insurance Premium Conversion > is also comparable with what most large private sector employees, as well > as most State and local governments, offer their employees.

> 
> Under the Internal Revenue Code, premium conversion plans are only > available to current employees and only affect the portion of insurance > premium that employees normally pay.  There will be no effect on the > amount of employees’ FEHB premiums, the government share of the premium, > or base pay for retirement, life insurance, or the Thrift Savings Plan.  

> 
> The vast majority of employees will want to participate in premium > conversion.  However, there may be limited circumstances where an employee > wishes to waive participation.  Employees participating in premium > conversion will generally be able to make changes to their FEHB enrollment > for the same reasons as they do now, with two exceptions-a change from > self and family to self-only and cancellation of FEHB entirely.  Prior to > premium conversion, an employee could change to self-only or cancel  FEHB > at any time.  With the implementation of premium conversion, these two > changes in enrollment can only be accomplished during FEHB Open Season, > unless the employee has a qualifying life event and the reason for the > change or cancellation is consistent with and corresponds to the life > event.  Also, because premium conversion reduces the amount of taxable > income, it may also slightly reduce the base on which Social Security > benefits are calculated.   

> 
> Employees enrolled in FEHB will automatically participate in premium > conversion unless they file a waiver with their agency.   Opportunities to > waive participation/cancel a waiver of participation will be limited to > FEHB Open Season, qualifying life events, and initial opportunity to > enroll in FEHB.  > > This is a permanent benefit; but, each year, employees may decide whether > or not they want to participate for the following year.

> 
> The pre-tax benefit will not apply to retirees, survivors, or former > spouses who are receiving civil service benefits.  However,  reemployed > annuitants in positions that convey FEHB eligibility will be automatically > covered by premium conversion, unless they waive participation.  Their > FEHB will be transferred to the employing agency and premiums will be > deducted from salary.

> 
The Benefits and Entitlements Service Team (BEST) is currently developing > a plan to handle the associated workload with the new Premium Conversion. AFPC is > still waiting on some additional guidance promised by the Office of > Personnel Management.  The BEST will be placing information on their WWW > site and also preparing publicity articles that will be distributed > through the Public Affairs Office.  The BEST goal is to:  (1) provide > timely notification and (2) provide comprehensive, accurate, and timely > counseling services, and (3) enhance the BEST automated telephone and WWW > system where employees can make their elections electronically.

> 
> 
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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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