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:  


[image: image1.wmf]Customer_Survey.do
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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.  CAREER PROGRAM REGISTRANTS must also update their local (office) and DSN phone numbers utilizing the AFPC on-line career program registration; if you update your phone number you also have to update all registration information, as each update “overlays” the previous registration.  

UPDATED CIVILIAN PERSONNEL “FUNCTIONAL” DIRECTORY:  
[image: image2.wmf]CPFfunctional.doc


1.  Supervisors are reminded that the midpoint Civilian Progress Review (AF Form 860B,21 SW Form 860C, Bargaining Unit) should be completed between 15 Sep and 15 Oct for the current appraisal cycle.  The progress review is intended for employee development and to help the individual.  During this review the employee should be made aware that the progress  review is meant to provide feedback about his/her performance that may impact the rating of record at the end of the appraisal period.

2.  FEHB Premium Conversion -Dates Changed - The following bulleting is provided by the Benefits and Entitlements Servicing Team (BEST), AFPC:
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On 8 Sep 00, we provided you a copy of a letter being forwarded to all employees regarding the Federal Employees Health Benefits (FEHB) Premium Conversion.  The letter advises employees that beginning 8 Oct 00, employees can use pre-tax dollars to pay health insurance premiums to the FEHB Program, under a new "premium conversion" system.  Employees who wish to participate in FEHB Premium Conversion should take no action; however, those who do not wish to participate must complete a waiver form and fax to BEST by 6 Oct 00.

The letter was scheduled to be mailed 15 Sep 00; however, due to software problems and equipment failure at the Defense Automated Printing Service (DAPS), the letter has not been reproduced and mailed.  As of this date, we expect the letter to  "hit the streets" on  28 Sep 00.  Unfortunately, some employees may not receive the letter until after 6 Oct 00.  We are therefore extending the date to receive the waiver form until 12 Oct 00.  Again, employees desiring to participate in FEHB Premium Conversion, do nothing; however,  those employees who do not wish to participate in premium conversion, must submit their waiver form to BEST by COB 12 Oct 00 for it to be effective 8 Oct 00. 

Employees may obtain the waiver form from our web site at <http://www.afpc.randolph.af.mil/dpc/BEST/fehb.htm> or by calling the BEST telephone automated system, pressing "6" to obtain a faxed document and then requesting document number 1005.  The waiver form must be faxed to DSN 665-2936 or commercial (210) 565-2936.  OPM  has placed a worksheet on their web site with instructions on how to compute the tax savings and estimate the effect of premium conversion on Social Security benefits.  To find this worksheet and other information about premium conversion, employee's should visit OPM's web site at <http://www.opm.gov/insure/health/pretaxfehb/index.htm>. 

3.  Health Benefits Open Season Period - The open season will be held from November 13 to December 11, during which time employees and retirees can change plans, change options, or remain in the same plan and make no changes at all. They can also drop out of the program, but that would not be good advice for most individuals.  Participants may choose from the seven government-wide fee-for-service plans. A total of 245 total plans participate in the program, many of which are HMO’s that cover a specific geographic area. In addition, 35 HMO’s are leaving the Federal Employees Health Benefits Programs, which means that 54,000 people will be required to choose a new plan for 2001. OPM will be providing that information to agencies and retirees before the open season begins.

4.  FEDERAL EMPLOYEES HEALTH BENEFITS (FEHB) FAIR 2000  - The 2000 FEHB open season will be held from November 13 through December 11, 2000.  All elections and changes will be made electronically thru the Benefits and Entitlements Service Team (BEST) 1-800-997-2378 and will take effect on 14 January 2001.  The 2001 FEHB Guides, plan brochures and the new premiums will be available on the OPM’s FEHB website (www.opm.gov/insure <http://www.opm.gov/insure>).  Federal employees may visit Health Fairs on the following dates & locations:   

US Air Force Academy - Officer’s Club, Wed, 15 Nov 00 (0900-1100); POC: 333-4363

Peterson AFB - Officer’s Club, .Ballroom, Wed, 15 Nov 00 (1230-1500); POC: Beverly.Sagapolutele@peterson.af.mil
Fort Carson - Christopher’s Club, Thursday, 30 Nov 00 (1000-1330); POC: 526-6971/524-0423 For more information, please contact the POC for the listed location

5.  CIVILIAN PERSONNEL FLIGHT TRAINING PROGRAM/SEMINARS

The following training/seminars are being offered to all civilian employees serviced by the Peterson AFB Civilian Personnel Flight (CPF).  All training will be held in the Mission Support Building, Bldg 350, Civilian Personnel Flight, Training Room, Room 1113; normally 0800-1400.

To reserve a seat please e-mail the individual identified as the point of contact (POC) for each group of seminars.  Please ensure that if you reserve a seat and subsequently need to cancel, notify us of the cancellation so we can schedule others to attend.  These courses are funded from appropriated fund dollars, therefore we need to ensure every seat is filled.

CIVILIAN RETIREMENT SEMINARS:

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES

12-13 OCT 00

MID-CAREER RETIREMENT SEMINAR - FERS EMPLOYEES
11-12 JAN 01

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES

 8-9 MAR 01

PRE-RETIREMENT SEMINAR - FERS EMPLOYEES

10-11 MAY 01

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES

12-13 JUL 01

POC:  Theresa Dickson, Theresa.Dickson@peterson.af.mil 

Civilian Personnel Management Course (CPMC) - This course is for military and civilian supervisors of civilians.  Provides background information and an understanding of applicable personnel laws and regulations needed to effectively carry out supervisory/management responsibilities.  Subject areas covered include Position Management and Classification, Staffing/Affirmative Employment, Reduction in Force, Hours of Work and Pay, Leave and Absences, Awards Program, Constructive Discipline and Adverse Actions, Performance Management, Injury Compensation, Training, and Labor Management Relations, and Grievances and Appeals.

Four separate sessions:  5-8 Dec 00; 27 Feb - 2 Mar 01; 16-19 Apr 01; 17-20 Jul 01  

POC:  Beverly Sagapolutele, Beverly.Sagapolutele@peterson.af.mil
6.  LTC Coverage Still a Long Way Off - President Clinton’s signature of legislation (HR-4040) creating a new long-term care benefit establishes what supporters tout as the most important new federal benefit created in more than a decade, since the inception of the Thrift Savings Plan and a potential model for similar plans nationwide. However, the signing only signals the beginning of the work needed to actually craft such a program. The benefits, which will cover active employees, retirees and immediate family members as well as the military community, will not be available until October 2002. 

7.  It is time for a reminder to all federal employees to be cautious about using the Internet at work.  While many employees often have legitimate work-related reasons for accessing the Internet, some employees are abusing this new tool, with potentially very serious consequences.  The first thing to remember while at work is that you, as an employee, have no legitimate expectation of privacy in any of the office equipment you use.  This means that whatever files you have stored on your computer, whatever e-mails you send or receive, or whatever sites you access on the Internet while you are at work, your employer has a right to see. Therefore, employees who visit pornographic websites, participate in “chat rooms,” or send or receive inappropriate e-mail all run the risk of their employers finding out and being disciplined.  And in our experience, the consequences are usually fairly severe, up to and including removal.  

Many people believe that they can simply hit the “delete” button, and all evidence will disappear.  This is not true.  Files that have been deleted can be reconstructed.  Rest assured that it is an extremely uncomfortable experience to be sitting across from your agency’s Inspector General being confronted with copies of e-mail you have written, chat room conversations you have had, or pages from a website you have visited.  To be on the safe side, employees should limit their Internet and computer use to work-related purposes.  If you want to use your computer for non-work related purposes, be sure to find out what your agency’s policy is.  Some agencies allow employees to access the Internet or use their computers for the occasional non-work purpose, but employees are well-advised to check the policy before assuming it is acceptable practice within their agency.  Remember, though, under no circumstances should employees ever look at pornography while they are at work!

If you are receiving non-work-related e-mail, such as the mass mailing “joke” e-mails that frequently circulate, the safest course of action is to delete those e-mails and e-mail those who sent it to you telling them you do not wish to receive them in the future.  

In any event, make sure you are aware of your agency’s policy, and be sure to follow it.  There are a number of employees who have gotten themselves in serious trouble as a result of their improper Internet usage - don’t join them! 

8.  TSP S & I Funds Available in May 2001 - On 27 September 2000, the Federal Retirement Thrift Investment Board announced the addition of the Small Capitalization Stock Index Investment (S) Fund and the International Stock Index Investment (I) Fund in May 2001.  The new funds will be offered in the current record keeping system.  The Board also announced the pending National Defense Authorization Act for FY 2001 which provides for uniformed services participation.  More information will be forthcoming in future TSP Bulletins and in the Highlights, which will be included in the November mailing of the TSP participant statements.

9.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Mrs. Linda Picard,  721AMS/CSS, McGuire AFB.  Mrs. Picard is in need of annual leave to care for her husband, who is undergoing chemotherapy.  Individuals wishing to donate annual leave or additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-6557 or email at http:Theresa.Dickson@Peterson.af.mil , POC 21 MSS/DPCE, Theresa Dickson.

________________________________________________________________________________________________________

MEDIA ADVISORY:  PLATTE AVE./POWERS BLVD. INTERCHANGE - CONSTRUCTION UPDATE

CLOSURES/LANE REDUCTIONS FOR THE WEEK OF 10/09/00:

Sunday through Thursday, October 08 through November 16

From 7 pm to 6 am, single lane closures will occur on Powers Boulevard from Platte Avenue to Airport Road.  Traffic will be stopped momentarily to allow construction vehicles to cross the roadway.  Expect delays especially when traveling north bound on Powers Boulevard.  The use of alternate routes is strongly advised.  The traveling public is also advised to use extreme caution while driving through the area at night because of the increased ongoing nighttime construction activity.

Monday October 09 through Friday October 13

From 9:00 am to 3:30 pm, single lane closures will occur on Powers Boulevard from Platte Avenue to Airport Road.

ONGOING LANE CLOSURES

Access to Troy Hill Road from Platte Avenue is permanently limited to right turn in (from east bound Plate) and right turn out (to east bound Platte) only.  West bound Platte Avenue traffic into and out of Troy Hill Road will be via Airport Road. 

Platte Avenue is reduced to one lane in each direction between Hathaway Drive and Peterson Road through February 2001, for replacement of bridges.  Please use alternate routes to avoid congestion and delays, especially during rush hours.  East bound Platte Avenue traffic has been switched to the existing west bound bridge structure while the east bound bridge structure is being replaced.

Amelia Street is closed at Platte Avenue through fall 2001 because of the location of the Platte Avenue detour. A detour for Amelia is provided via Valley Street.

The frontage road east of Powers Boulevard is permanently closed from Don’s Garden Shop north to Platte Avenue.  The frontage road is open from Airport Road to Don’s Garden Shop.
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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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