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.  THIS IS PUBLISHED BY THE PETERSON CIVILIAN PERSONNEL FLIGHT (CPF) AND APPLIES TO ALL CIVILIANS (AND THEIR SUPERVISORS) SERVICED BY THE PETERSON CPF.  MANY ARTICLES ARE GENERAL IN NATURE AND APPLY TO ALL CIVILIANS/SUPERVISORS, REGARDLESS OF THEIR SERVICED CPF.

we encourage you to complete the attached customer service questionaire IF YOU RECEIVED SERVICE FROM THE PETERSON CPF 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:  

http://www.peterson.af.mil/21mssdpc/Survey.html
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 PETERSON CIVILIAN PERSONNEL “FUNCTIONAL” DIRECTORY: 

 http://www.peterson.af.mil/21mssdpc/function.htm
1.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Mr. Ray Leroux, DFAS/OMAHA/DI, Omaha, NE.  Mr. Leroux is in need of annual leave to recover from a heart attack requiring coronary by-pass surgery.  Individuals wishing to donate annual leave or additional information, call the civilian Personnel Flight, Workforce Effectiveness Section at 556-9231 or email at Theresa.Dickson@Peterson.af.mil.  POC 21 MSS/DPCE, Theresa Dickson.

VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP): Civilian annual leave donations are needed for Ms. Linda A. Genovese, assigned to 721 CES.  Ms. Genovese has serious debilitating, degenerative joint disease of the spine along with other complicating health problems.  If you would like to donate annual leave or additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-9231 or email at Theresa.Dickson@Peterson.af.mil. 

2.  MESSAGE FROM AFPC:  We are pleased to announce the November 2000 edition of the BEST Newsletter is printed and ready for mail.  This edition covers valuable information regarding the Electronic Official Personnel Folder, expired User-Ids and passwords, FEHB and TSP open seasons, TSP loans and rates of return, retirement planning, Temporary Continuation of Coverage, our new customer service hours, and other key issues.  Attached is an advanced copy.  The newsletter is also available on the BEST homepage at http://www.afpc.randolph.af.mil/dpc/BEST/menu.htm.  Newsletters should be mailed within the next two weeks to  employees' home addresses.  

As you know, FEHB and TSP open seasons are quickly approaching.  
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3.  UPDATES TO CIVILIAN TRAINING AND EDUCATION:  All requests for updates to personnel records must be accompanied by Optional form 612. For training updates attach a copy of the training certificate, complete with number of hours and completion date.  For education updates include a legible copy of the transcript or grade report with social security number.  For appointments call 556-7524.  For drop-offs you may utilize the Military Personnel Customer Service counter in bldg. #350.  Walk-ins are not encouraged due the volume and sensitive nature of work being performed in the MPF and Civ Training.  

4.  SCHEDULING Use or Lose Annual Leave.  Positive action must be taken before 3 December 2000 the beginning of the third full pay period prior to the end of the leave year to schedule or reschedule canceled leave so as to avoid situations where employees approach the end of the leave year with a significant amount of annual leave that must be used or forfeited.  Written leave schedules will be used to certify proper scheduling had been accomplished when requesting restoration of forfeited annual leave.  Failure on the employee's part to schedule annual leave does not relieve management of its responsibility to assure that the leave is in fact scheduled for use.  However, when employees chooses not to request or use annual leave to avoid forfeiture, they are not entitled to have forfeited leave restore for later use.

5.  VOLUNTARY LEAVE TRANSFER PROGRAM [VLTP]:  Each year, as the end of the leave year for civilian employees approaches, many employees with use-or-lose annual leave submit applications to donate leave to employees who have been approved to receive donated leave.  Are you one of those employees with use-or-lose leave that you would like to donate?  If so, you should be aware that the law says the maximum amount annual leave that you may donate is the lesser of (1) one-half of the amount of annual leave you were entitled to accrue during the leave year in which you make the donation or (2) the number of hours remaining in the leave year, as of the date of leave transfer, for which you are scheduled to work and receive pay.

For example, if you are entitled to accrue 160 hours of annual leave in 2000 then the maximum amount of annual leave you may donate under restriction (1) would be 80 hours.  However, if on the date of leave transfer you have 80 hours of use-or-lose leave, and if you are scheduled to work only 16 more hours during the remainder of the leave year, then you may not transfer more than 16 hours of annual leave because of restriction (2).  Since you may not donate more than the lesser of these two amounts, you would only be able to donate 16 hours of annual leave.  Furthermore, if you can’t use all of the remaining 64 hours (80-16 = 64) of use-or-lose leave before the end of the of the leave year you will forfeit the unused hours.

The 2000 leave year ends on 13 January 2001.   Donations must be received not later than close of business on Friday, 29 Dec 2000.  The Civilian Personnel Flight maintains a current listings of recipients for the VLTP.  If you have use-or-lose leave that you would like to donate, please take the above rule into consideration when determining how much leave to donate and when you may donate it.  (21 MSS/DPCE, 556-9231)

6.  LEAVE RESTORATION FOR CIVILIAN EMPLOYEES:  Normally, the maximum amount of annual leave which may be carried forward from one year to the next is 30 days or 240 hours.  Hours in excess of this amount are normally forfeited.  In the case of Senior Executive Service employees (SES), the maximum amount that may be carried forward from one year to the next is 90 days or 720 hours.  However, in some cases the 90 days could be adjusted to reflect a ceiling set on 13 Oct 94.   Also, for U. S citizens employed at installations outside the United States, the maximum annual leave accumulation is 45 days {360 hours} or the amount to the employee's credit at the beginning of the leave year, which ever is greater.  Upon return from an overseas assignment employees should coordinate with the local DCPS Liaison or Civilian Payroll office any change in maximum carry over limitation resulting form the overseas assignment. Annual leave, which would otherwise be forfeited, may be restored when it is lost because of sickness of the employee or exigencies of the service.  Before forfeited annual leave may be considered for restoration, use of the annual leave must have been requested, approved, and scheduled in writing before the start of the third biweekly pay period before the end of the leave year.  The third biweekly pay period before the end of the leave year for 2000 starts on 03 Dec 00 and the leave year ends on 13 Jan 01. 

7.  STAFF ASSIGNMENTS:  Reference the Customer CPF Phone Directory above.  Please note that Bob Crow is now Chief, Workforce Effectiveness; Linda Kopman is Chief, Classification, and Candy Cuadra is Chief, Staffing.

8.  IT WORKERS TO GET SIGNIFICANT PAY RAISES - Computer specialists and other information technology employees who work for the federal government will receive pay increases ranging from 7 percent to 33 percent, effective January 2001.  The pay hike is intended to make the federal civil service more competitive in the labor market for skilled IT workers.  Aimed primarily at entry-level employees, the move will place approximately 33,000 federal IT workers on special salary schedules separate from those of their white-collar colleagues in other jobs.  In addition to the pay increase, agencies may also use other incentives, such as recruitment bonuses and retention allowances, to attract IT workers into federal service, and to retain current IT employees.  The special pay adjustment will affect federal IT workers at grades GS-5 through GS-12.

http://www.peterson.af.mil/21mssdpc/update/Special_Salary_Rates_for_IT_Workers.html
9.  FEHBP OPEN SEASON STARTS NEXT WEEK - Open season for the Federal Employees Health Benefits Program begins next Monday, November 13th, and runs until December 11th.  During this time, federal employees may choose or switch their health plans.  To assist federal employees in this endeavor, OPM has set up a section of its website listing the different health plan options, and has links to the PlanSmartChoice program, which is intended to help employees choose among plans.  To go to OPM’s FEHBP page, click on http://www2.opm.gov/insure/01/content.html.  Employees interested in purchasing a dental plan may also want to check out the Cigna Dental plan, offered by Wright & Company, by clicking on http://www.cigna.com/health/consumer/dental/care.html.  

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.  Employees may visit Health Fairs on the following dates & locations:   

US Air Force Academy - Officer’s Club, Wed, 15 Nov 00 (0900-1100); POC: Carla Guelker, 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: 526-6971/524-0423For more information, please contact the POC for the listed location

10.  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 0800-1600.

To reserve a seat please e-mail the individual identified as the point of contact (POC) for each group of seminars.  Each seminar will only seat a total of 28 people.  To ensure everyone has an opportunity to attend some of the seminars, each individual will be limited to attending two sessions each fiscal year.  If you wish to attend additional sessions, you will be placed on a “wait list” and notified if seats are available several days before session start date.  You may sign up no sooner than two months prior to session start date.  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:

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.

ADDITIONAL SUPERVISORY TRAINING

Dealing with Negative Attitudes in the Workplace
SkillPath

18 Jan 01

How to Become a More Effective Supervisor
PryorResources
  5 Feb 01

Dealing Effectively with Unacceptable Empl Behavior
SkillPath

  3 Apr 01

Criticism & Discipline Skills for Managers
PryorResources
14 May 01

Conflict Management & Confrontation Skills
PryorResources
  9 Jul 01

Creating Optimism in the Workplace
PryorResources
20 Aug 01

POC:  Beverly Sagapolutele, Beverly.Sagapolutele@peterson.af.mil.

ADDITIONAL EMPLOYEE TRAINING

Business Writing Basics/Tongue & Quill*
SkillPath

15 Nov 00

Presentation Skills
SkillPath

16 Nov 00

Grammar & Usage Seminar
PryorResources
11 Dec 00

Business Writing Basics/Tongue & Quill*
SkillPath

15 Mar 01

Presentation Skills
SkillPath

16 Mar 01

Business Writing Basics/Tongue & Quill*
SkillPath

11 Jun 01

Presentation Skills
SkillPath

12 Jun 01

How to Become a Better Communicator
SkillPath

17 Sep 01

*Bring your own copy of Tongue & Quill, AFH 33-337

POC:  Theresa Dickson, Theresa.Dickson@peterson.af.mil.  
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Federal Employees Health Benefits Program Open Season Will Soon Begin 


Each year the Federal Employees Health Benefits (FEHB) Program holds an open season for civilian employees to enroll in or change their health benefits coverage.  This year open season runs from 


13 Nov-11 Dec 00 with elections effective on 14 Jan 01.


You can obtain a copy of the Guide to Federal Employees Health Benefits and FEHB Plan Brochures by accessing the Benefits and Entitlements Service Team (BEST) homepage at http://www.afpc.randolph.af.mil/dpc/BEST/fehb.htm.  BEST links to the Office of Personnel Management’s FEHB homepage, which includes their Plan Smart Choice and other web applications designed to assist you in choosing a plan.  The Guide and brochures should be available within the next few days.


BEST recommends you carefully review the Guide and plan brochures as insurance costs are expected to increase.  Premiums for health maintenance organizations will increase an average 8.5%, while the more traditional fee-for-service plans will see an average increase of 10.9%.  Additionally, there are a number of plans dropping out of the FEHB program or reducing their service areas.  Employees affected by carrier changes should receive a letter from their carrier and BEST.  Depending upon the circumstances, you may need to choose another carrier during this open season.  It is your responsibility to ensure your plan has not terminated or changed serviced areas, and to enroll in a new plan as appropriate.  


You will make your elections and changes using the automated web or phone system.  If you are electing self and family coverage, you can do this 24 hours a day without counselor assistance by using the BEST automated web system at http://www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.htm.  If using the phone system, 1-800-997-2378 or 527-2378 within the San Antonio area, you will need to make your election during BEST’s normal business hours, Monday - Friday, from 7 a.m. - 7 p.m. Central Standard Time.


Premium conversion became effective 8 Oct 00.  Premium conversion allows you to use pre-tax dollars to pay your FEHB insurance premiums.  Participation in premium conversion was automatic unless you chose to waive participation.  FEHB Open Season is your opportunity to change your premium conversion election.  If you previously elected to participate, you can elect to waive participation.  If you’ve elected to waive participation, you can now elect to participate.  You may obtain the FEHB Premium Conversion Waiver Form from the BEST 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.  You must fax the waiver form to DSN 665-2936 or commercial (210) 565-2936.

This year BEST has a new health benefits carrier electronic data feed that significantly speeds up the process of receiving your insurance cards.  Preliminary tests have resulted in employees receiving insurance cards within two weeks of completing their health benefits election.  If you have not received your insurance cards by 14 Jan 01 and you need to visit the doctor, you can obtain a fax-back copy of your SF-2809 through the telephone-automated system, by pressing “1” for FEHB, and then “8” for a faxed copy of your most recent SF-2809, Health Benefits Registration Form.  If you are an overseas employee, you will need to contact a BEST counselor who will fax you a copy of the SF 2809.


Should you have any questions or problems, you may reach a BEST counselor through the telephone-automated system by pressing “1” for FEHB and then “0” for a benefits counselor.  Counselors are available Monday - Friday, from 7 a.m. - 7 p.m. Central Standard Time (CST).  
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Thrift Savings Plan (TSP) Open Season (15 Nov 00 - 31 Jan 01)


Every year, TSP holds two open seasons for eligible employees to elect to participate in or change their current TSP elections.  The next open season runs from 15 Nov 00 - 31 Jan 01.


TSP offers a wonderful opportunity to increase your retirement income.  A few of the main features of the TSP program include before tax savings (TSP contributions come out of your pay before taxes), tax deferred earnings, (the earnings are not taxed until you receive the money), and a choice of investment options.  During this open season, you can choose to invest among the G-Government Securities Index Investment Fund, the C-Common Stock Index Fund, and the F-Bond Index Fund.  Information on these funds can be found in the “Summary of the Thrift Savings Plan for Federal Employees” booklet available on the TSP’s homepage at http://www.tsp.gov.  The S-Small Capitalization Index Fund and the I-International Stock Index Fund will not be available until May 01.


TSP rates of return are updated on a monthly basis and posted on the TSP homepage.  For the month ending 30 Sep 00, the G, F, and C funds produced .59%, .64%, and 


-5.27%, respectively.  The funds produced 6.54%, 7.05%, and 13.19% respectively over the last 12 months ending 30 Sep 00.


The Federal Retirement Thrift Investment Board sets contribution limits based upon an employee’s retirement system.  If you are covered by the Federal Employees Retirement System (FERS), the Air Force contributes an automatic 1% of your basic annual salary into you TSP account.  In addition, you may contribute up to 10% of your pay.  If you contribute your own monies, the Air Force will match your contribution dollar for dollar for the first 3%, and 50 cents per dollar for the next 2%.  This can entitle you to a total agency contribution of up to 5%.  


If you are covered under the Civil Service Retirement System (CSRS), you do not receive any Air Force contributions, but you can still benefit from the before tax savings and the tax deferred earnings.  As a CSRS employee, you can contribute up to 5% of your annual basic pay.  


You can enroll, change your contribution amount, change your fund allocation, or terminate your enrollment by completing your election in the Benefits and Entitlements Service Team (BEST) automated systems.  You can access the web system at http://www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.htm.  You can access the phone system by calling 1-800-997-2378 or 527-2378, if calling within the San Antonio area.  If you need assistance, you can reach a BEST counselor through the phone system by pressing “3” for TSP, and then “0” for a benefits counselor.  Counselors are available Monday - Friday, from 7 a.m. - 7 p.m. Central Standard Time.  
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