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.

In our continuing efforts to provide you quality service, the PETERSON Civilian Personnel Flight (CPF) requests all customers call the individual they wish to visit and make an appointment.  Please make an appointment directly with the individual you wish to meet with, this will enable us to be better prepared to answer your questions.  The hours of the PETERSON CPF are 0800-1600

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. CIVILIAN TRAINING:   All Civilian personnel going TDY for training will receive their Training Rips from, and/or have their DD Forms 1556 (Request/Authorization for Training) processed through the Education and Human Resources Flight, 21 MSS/DPH.  This office, however does not prepare TDY orders for Civilians. The organization that the member is assigned to is responsible for preparing the TDY orders.  All assistance will be made available to assist the unit in preparing the orders.(Bob Arnold) 

Federal Employee Scholarships:  Did you know that the Federal Employee Education and Assistance Fund provides college scholarships exclusively to federal and postal employees and their family members?  The scholarship applications are available from January through March each year. For the application and more information, go to <http://www.feea.org/scholarships.shtml>.
2.  TSP CONTRIBUTION LIMITS TO RISE: The percentage of salary investment limits in the Thrift Savings Plan will rise and then be abolished, although a dollar cap still will apply  under terms of the budget package enacted just before Congress adjourned for the year. The measure raises the maximum amounts that can be deducted from employee salaries each pay period effective with the TSP open season that begins May 15, 2001 to 11 percent for those under the FERS retirement system and 6 percent for those under the CSRS system, up from the current 10 and 5 percent limits, respectively.  Effective with the open season beginning next November 15, the percentage limits will rise by another point, to 12 percent for FERS and 7 percent for CSRS. Under the measure, the TSP investment limit rises by 1 percentage point at the start of each fiscal year until it will reach 15 percent for FERS and 10 percent for CSRS in fiscal 2005. Effective in fiscal 2006, the percentage limits will be abolished. Many federal employees, along with some in Congress, have argued for years that the percentage limits were unfair and worked against the purpose of the program, which is to encourage individuals to save for their own retirement. The gradual implementation schedule was created to overcome objections to the loss in tax revenue that will result from employees making higher contributions, which are made with pre-tax money.

3.  DONATIONS NEEDED UNDER VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP): Civilian annual leave donations are needed for Ms. Jennifer S. Harris, assigned to 850th CS/SCXZ, Schriever AFB.  Ms. Harris recently had extensive surgery and must remain at home to recover.  Individuals wishing to donate annual leave, or for additional information, call the Civilian Personnel Flight, DPCE, or email to Theresa.Dickson@peterson.af.mil <mailto:Theresa.Dickson@peterson.af.mil>   (POC:  as noted)

4.  DONATIONS NEEDED UNDER VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Mr. Daniel Anderson, Medical Administrative Officer, 934 Ops Group, Minneapolis ARB, MN.  Mr. Anderson recently had surgery for stomach cancer and is undergoing chemotherapy and other medical care.  Individuals wishing to donate annual leave, or for additional information, call the Civilian Personnel Flight, DPCE, or email to Theresa.Dickson@peterson.af.mil <mailto:Theresa.Dickson@peterson.af.mil>  (POC:  as noted)

5.  TSP Open Season:  Every year, two Thrift Savings Plan (TSP) open seasons are held 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.  Elections and changes made before 1 Jan 01 will be effective on 14 Jan 01.  Elections and changes made 1  Jan - 13 Jan 01 will be effective on 14 Jan 01.  Elections and changes made 14 Jan - 27 Jan 01 will be effective on 28 Jan 01.  Elections and changes made 28 Jan - 31 Jan 01 will be effective on 11 Feb 01.  Employees can enroll, change their contribution amount, change their fund allocation, or terminate their enrollment by completing their election in the Benefits and Entitlements Service Team (BEST) automated systems.  Access the phone system by calling 1-800-997-2378 or access the web system at <http://www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.htm> (POC:  DPCE, 

Ms. Sagapolutele)

6.  Civilian Employee Alternate Dispute Resolution (ADR): The Administrative Dispute Resolution Act of 1990 (ADRA) authorizes and encourages the use of ADR to resolve a wide variety of disputes within the Federal Government.  The purpose of the Act is to allow federal agencies to use the less formal and less expensive processes,  in appropriate situations, in lieu of litigation to resolve disputes at an early stage.  Likewise it is Air Force policy to use ADR to the maximum extent possible, where appropriate, to resolve disputes.  Using ADR,  disputes are settled quickly and at the lowest possible organizational level, thus ensuring minimum disruption to the work environment and to all parties affected by the dispute.

Within the PAFB Complex, mediation is the most widely used ADR method. Circumstances that lend themselves to mediation include EEO complaints, administrative grievances and other non-grievable personnel issues.  Employees are encouraged to utilize mediation as the first step in an attempt to resolve all disputes and disagreements.  In doing so, employees are encouraged to discuss issues with their immediate supervisor, with the understanding that they may pursue the administrative grievance process or the EEO discrimination complaints process within the prescribed time frames.

If an employee wishes to use mediation to resolve a concern or dispute, they must submit a request to the Chief EEO Counselor (for EEO complaints) or the servicing Civilian Personnel Office (for Agency grievances and other disputes).  The request must contain the following:

     1.  Grievant’s (and representative’s, if any) name, organization, and telephone number.

     2.  Identification of the matter in dispute.

     3.  Explanation of attempts made to resolve the complaint. (If an informal grievance has been  

     filed and did not resolve the complaint, copies of the grievance and response, if any).

     4.  Date, and signature of the grievant.

(POC:  DPCE, Mr. Villagrana)

7.  LIFE INSURANCE DWI RULE FORMALIZED by OPM:  Effective 1 Nov 00, the Office of Personnel Management (OPM) added an exclusion to benefits payable under Federal Employees Group Life Insurance (FEGLI).  Benefits are not payable for a death or loss of limb caused when the insured person was driving while intoxicated (as defined by the local jurisdiction where the accident happens).  The addition formalizes the DWI policy OPM has traditionally followed.

8.  MANDATORY FAMILY COVERAGE FOR FEHB ELIGIBLE EMPLOYEES:  The Office of Personnel Management (OPM) recently issued a letter reminding federal officials to enforce the “Federal Employees Health Benefits Children’s Equity Act of 2000”.  The law was enacted 20 October 2000 to ensure that those federal employees who are under a court or administrative order to provide health benefits coverage for their child(ren), and who are eligible for the Federal Employees Health Benefits (FEHB) Program, either enroll for self and family coverage or provide documentation that shows they have other health coverage for the children.  If the employee does not enroll in an appropriate health plan or provide documentation of other coverage for the children, the agency must enroll the employee for self and family coverage in the standard option of the Blue Cross and Blue Shield Service Benefit Plan (enrollment code 105).  Under the previous FEHB law and regulations, there was nothing that actually required the employee under such an order to make the change and the employee could refuse to enroll for self and family coverage. This type of mandatory coverage has been in effect for several years in the private sector; the new legislation extends the requirement to federal employees.  For more information on the law and how it affects federal agencies and employees visit OPM’s web site at www.opm.gov/asd/htm/2000/00-224.htm <http://www.opm.gov/asd/htm/2000/00-224.htm>.  For local procedural information, contact the Benefits and Services Entitlement Team (BEST) at 1-800-997-2378.  

9.  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 seats 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 the session’s start date.  You may sign up no sooner than two months prior to the session start date.  Please ensure if you reserve a seat and subsequently need to cancel, that you 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 - FERS EMPLOYEES



10-11 MAY 01

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES



12-13 JUL 01

(POC:  Theresa Dickson, Theresa.Dickson@peterson.af.mil <mailto: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 Absence, Awards Program, Constructive Discipline and Adverse Actions, Performance Management, Injury Compensation, Training, Labor Management Relations, and Grievances and Appeals.

Four separate sessions: 27 Feb - 2 Mar 01;  16-19 Apr 01;  

17-20 Jul 01  (POC:  Beverly Sagapolutele, Beverly.Sagapolutele@peterson.af.mil  <mailto: Beverly.Sagapolutele@peterson.af.mil>)

ADDITIONAL SUPERVISORY TRAINING
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 <mailto:Beverly.Sagapolutele@peterson.af.mil> )
ADDITIONAL EMPLOYEE TRAINING
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 <mailto:Theresa.Dickson@peterson.af.mil> )
10.  EMPLOYEE MEMBER SELF SERVICE - E/MSS <https://mypay.dfas.mil/mypay.aspx>:  Check out this Web Site.  The Defense Finance and Accounting Service (DFAS) is now offering a new service called Employee/Member Self Service (E/MSS).  This service allows DoD customers to update certain pay information by using a Personal Computer to access the pay system via the Internet or by using a touch tone telephone via an Interactive Voice Response System (IVRS).  DoD civilians can now change their own Federal tax withholding status and exemptions; start, stop or change allotments (this feature is not a part of the annuitant payroll system); change their correspondence address; and update their financial institution electronic fund transfer information.  To learn more about E/MSS Click Here <https://mypay.dfas.mil/mypay.aspx>. 

11.  SCHEDULING CIVILIAN EMPLOYEE ANNUAL LEAVE.  Supervisors should establish annual leave schedules, in writing, by 15 February of each year per AFI 36-815, para 2.3.1. The SF 71 or any other appropriate format may be used for this purpose.  This schedule will change, and should be updated throughout the year.   Supervisors should verify the established leave schedules not later than 30 August of each year, to ensure all employees are given a reasonable opportunity for a vacation and to use any leave they would otherwise forfeit at the end of the leave year.  Previously approved annual leave may be canceled only when the employee's absence would adversely affect workload or production.  When a request for annual leave cannot initially be approved, or is subsequently denied, then every effort should be made to reschedule the annual leave commensurate with the needs of the organization and the desires of the employee.  Employees have a responsibility to properly schedule and request leave.  Except in cases of emergency, annual leave must be requested by the employee and approved by the appropriate leave approving official in advance of the absence. Supervisors must ensure that all employees are informed of the procedure to be followed in requesting and obtaining approval of leave.  Supervisors should maintain employees’ leave schedules in their Supervisor’s Employee Work Folder (971 file).

12.  5.  THRIFT SAVINGS PLAN “ELECTIVE DEFERRAL” LIMIT TO INCREASE.      > > Each year the Internal Revenue Service (IRS) announces an annual limit on > elective deferrals.  For purposes of the Thrift Savings Plan (TSP), the > term “elective deferrals” refers to Employee Contributions, which are made > on a tax-deferred basis.  In 2000, the elective deferral limit was > $10,500.  The IRS has announced that the annual limit on elective > deferrals will remain at $10,500 for 2001.  

> > FERS employees whose annual salary is $105,000 or more should keep the > annual limit on tax-deferred contributions in mind when deciding how much > to contribute to TSP.  These employees could lose the opportunity to > receive some Agency Matching Contributions if their annual maximum is > reached too quickly.

> > BEST has notified each affected employee by mailing them a personal letter > to their home address (copy attached).  Attached to their letter is > the TSP Fact Sheet “Annual Limit on Elective Deferrals” which explains how > the annual limit on elective deferrals affects TSP contributions and > includes a worksheet that employees may use to determine the amount they > must contribute each pay period to receive the maximum amount of Agency > Matching Contributions.  For the convenience of employees, we have also > attached “How to Access the Benefits and Entitlements Telephone Automated > System” and “How to Access the Employee Benefits Information System > “EBIS”.  Inquiries concerning this matter should be > directed to the toll-free BEST telephone number, 1-800-997-2378.  Benefits > Counselors are available Monday through Friday, 7:00 am - 7:00 pm Central > Standard Time.  

> 
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13.  MANDATORY FAMILY COVERAGE FOR FEHB ELIGIBLE EMPLOYEES:  The Office of Personnel Management (OPM) recently issued a letter reminding federal officials to enforce the “Federal Employees Health Benefits Children’s Equity Act of 2000”.  The law was enacted to ensure federal employees who are under a court or administrative order to provide health benefits coverage for their child(ren), and who are eligible for the Federal Employees Health Benefits (FEHB) Program, either enroll for self and family coverage or provide documentation that shows they have other health coverage for the children.  If the employee does not enroll in an appropriate health plan or provide documentation of other coverage for the children, the agency must enroll the employee for self and family coverage in the standard option of the Blue Cross and Blue Shield Service Benefit Plan (enrollment code 105).  Under the previous FEHB law and regulations, there was nothing that actually required the employee under such an order to make the change and the employee could refuse to enroll for self and family coverage. This type of mandatory coverage has been in effect for several years in the private sector; the new legislation extends the requirement to federal employees.  For more information on the law and how it affects federal agencies and employees visit OPM’s web site at www.opm.gov/asd/htm/2000/00-224.htm <http://www.opm.gov/asd/htm/2000/00-224.htm>.  For local procedural information, contact the Benefits and Services Entitlement Team (BEST) at 1-800-997-2378.  
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Annual Limit on Elective Deferrals
Part I of this Fact Sheet describes the Internal Revenue Service (IRS) annual limit on elec-
tive deferrals and explains how this limit may affect Thrift Savings Plan (TSP) contribu-
tions made to the accounts of certain highly paid FERS employees. Part II explains how
this limit may affect employees covered by either FERS or CSRS* who are contributing to
the TSP and another tax-deferred retirement plan.


Part I: Limits on Contributions to Your TSP Account
What are elective deferrals?


Elective deferrals are tax-deferred amounts that you choose to contribute to a plan instead of
receiving these amounts as pay. Because these contributions are tax-deferred, they are not included
in your taxable gross income for the year in which they are contributed. Your employer makes
these contributions on your behalf under a qualified cash or deferred arrangement (as defined in
section 401(k) of the Internal Revenue Code (Tax Code)).


For TSP participants, Employee Contributions are considered to be elective deferrals. Elective defer-
rals do not include Agency Automatic (1%) or Agency Matching Contributions because these contri-
butions are not considered part of your pay.


What is the annual limit on elective deferrals?


Section 402 of the Tax Code limits the amount of income that you may elect to defer under all cash
or deferred arrangements during a tax year. (For most employees a tax year is January 1 through
December 31.) This limit is indexed to the annual cost-of-living adjustments referred to in the Tax
Code and may change from year to year. The IRS announces the annual limit on elective deferrals
each year. Information on the IRS elective deferral limit is available from your personnel office.


What happens to my Employee Contributions when the annual limit is reached?


When the annual limit is reached, your Employee Contributions must be suspended for the remain-
der of the tax year. The TSP System will not allow any Employee Contribution to be processed that
will cause the total amount of Employee Contributions for the year to exceed the annual limit. Your
agency payroll office must ensure that your Employee Contributions automatically resume during
the first pay period paid in the following tax year.


* FERS refers to the Federal Employees’ Retirement System, the Foreign Service Pension System, and other equivalent Government
retirement plans. CSRS refers to the Civil Service Retirement System, including CSRS Offset, the Foreign Service Retirement and Disability
System, and other equivalent Government retirement plans.
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What happens to my Agency Matching Contributions when Employee Contributions
are suspended because the annual limit has been reached?


Your Agency Matching Contributions are also suspended when the annual limit on elective deferrals
has been reached. Agency Matching Contributions are based upon the amount of Employee Contri-
butions that you make each pay period. Thus, if there are no Employee Contributions in a pay pe-
riod, there can be no Agency Matching Contributions.


What happens to my Agency Automatic (1%) Contributions when my Employee and
Agency Matching Contributions are suspended?


Your agency must continue to submit Agency Automatic (1%) Contributions even though your Em-
ployee and Agency Matching Contributions are suspended. As a FERS employee, you are entitled to
receive Agency Automatic (1%) Contributions whether or not you make Employee Contributions.


What if I have made retroactive Employee Contributions during this tax year?


The total amount of your Employee Contributions during a tax year cannot exceed the annual limit
on elective deferrals. This total includes all retroactive or makeup contributions that may have been
deducted from your pay during the current tax year, even though they should have been deducted
from your pay in a prior tax year.


Does it make a difference if I reach the annual limit before the end of the year?


Yes. If you are a high-salaried employee, you should keep the annual contribution limit in mind
when deciding how much you will contribute to your TSP account each pay period. If you reach
the annual maximum too quickly, you could lose the opportunity to receive some Agency Matching
Contributions because you only receive Agency Matching Contributions on the first 5 percent of
your basic pay that you contribute each pay period. If you reach the annual limit before the end
of the year, your contributions (and consequently your Agency Matching Contributions) will stop.
(The amount you could lose in Agency Matching Contributions would, in all likelihood, be far
greater than the value of the added earnings you might receive by making Employee Contributions
sooner.) The example on Page 3 illustrates how an employee can lose matching money if the limit is
reached before the end of the year.


How can I make the maximum Employee Contribution and still receive the
maximum Agency Matching Contribution each year?


In order to receive the maximum Agency Matching Contribution, you must contribute at least 5 per-
cent of the basic pay you earn each pay period during the tax year. (The first 5 percent of your
basic pay each pay period is matched — dollar for dollar on the first 3 percent and 50 cents on the
dollar for the next 2 percent.)


Once you ensure that you are contributing at least 5 percent each pay period, you can contribute
additional amounts in one of two ways. You can divide the additional amount evenly over the re-
maining pay periods in the year. Or, you can contribute up to 10 percent in the first half of the year
(so that more of your money can be in your account gaining earnings over the remainder of the
year) and then adjust your contributions during the July TSP election period. In July, you would
elect to contribute a specific dollar amount that allows you to contribute the maximum amount to
your account and also receive the maximum amount of Agency Matching Contributions. You can
adjust your TSP contributions during either of the TSP Open Seasons.


The worksheets on Pages 4, 5, and 6 can help you figure out how to maximize your Agency Match-
ing Contributions and determine the specific dollar amount you could contribute using either op-
tion.
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* Employee Contribution for the 20th pay period of the pay year must be reduced to $304.16. (This is equivalent to more than 6 percent
of basic pay; thus, the employee receives the maximum Agency Matching Contribution for the pay period.)


** Employee Contribution for the 26th pay period of the pay year must be reduced to $339.00. (This is equivalent to more than 7 percent
of basic pay; thus, the employee receives the maximum Agency Matching Contribution for the pay period.)


Example
For tax year 1995, the annual limit on elective deferrals was set at $9,240. This example shows 1995
TSP contributions for two employees. Employee A contributes 10 percent each pay period and
reaches the annual limit in 20 pay periods. Employee B uses a strategy of electing a whole dollar
amount to spread out contributions and receive matching money in every pay period. The example
was computed using an annual pay rate of $120,000 for the first two pay periods of 1995 and an
annual pay rate of $123,000 for the last 24 pay periods of 1995. (For these two employees, the pay
raise that is effective the first full pay period in January was not actually paid until February 1, 1995,
which is the third pay date in 1995.) The salary per pay period is computed by dividing the annual
salary by 2,087 (standard hours in a year), rounding the result to the nearest cent, and multiplying it
by 80 (standard hours in a pay period).


Employee A Employee B


Salary per pay period


2 pay periods based on $120,000/yr $4,600.00 $4,600.00
24 pay periods based on $123,000/yr $4,715.20 $4,715.20


Maximum possible Employee Contribution
per pay period


2 pay periods based on $120,000/yr $460.00 $460.00
24 pay periods based on $123,000/yr $471.52 $471.52


Maximum possible Agency Matching
Contribution per pay period


2 pay periods based on $120,000/yr $184.00 $184.00
24 pay periods based on $123,000/yr $188.61 $188.61


Employee Contribution actually elected


2 pay periods based on 1994 election 2 @ 10 % = $460.00 2 @ 10 % = $460.00
balance based on January 1995 election 18 @ 10 % = $471.52 24 @ = $347.00


Number of pay periods until $9,240 limit is reached 20* 26**


Total Employee Contributions made in 1995 $9,240.00 $9,240.00


Total Agency Matching
Contributions received in 1995 $3,762.98 $4,894.64


Thus, Employee B, who changed the TSP election during the November 1994 – January 1995 Open
Season to a whole dollar amount for the rest of 1995, would receive $1,131.66 more Agency
Matching Contributions than Employee A, who did not change the TSP election during the Open
Season and continued to contribute 10 percent of basic pay each pay period until the annual limit
was reached.


Note: You may choose to contribute a higher amount during the first half of the year in order to get
more of your money at work sooner in the TSP. But some employees who contribute a higher
amount during the first half of the year may not be able to contribute enough each pay period dur-
ing the second half of the year to receive full Agency Matching Contributions each pay period. (See
the attached worksheets.)


whole
dollar


amount
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Worksheets to Maximize the Amount of
Agency Matching Contributions


In order to receive the maximum amount of Agency Matching Contributions every pay period
throughout the pay year, you must contribute at least 5 percent of your basic pay each pay period.
Certain high-salaried employees may have to adjust the level of their contributions during both TSP
Open Seasons to ensure that at least 5 percent of basic pay is contributed each pay period through-
out the entire year.


Consequently, you will need to determine the maximum Employee Contribution you can make
each pay period to receive the maximum Agency Matching Contributions (see Worksheet A). You
may decide to spread your Employee Contributions evenly over the remaining number of pay peri-
ods in the current year (as illustrated by the calculations in Worksheet B) or you may decide to
make more Employee Contributions earlier in the year (as illustrated by the calculations in Work-
sheet C).


Worksheet A – Calculating your contribution limit


Example. A high-salaried employee wants to maximize the amount of Agency Matching Contribu-
tions for 1995. The employee’s salary was $120,000 during the first two pay periods in 1995 and
$123,000 during the rest of the year. The employee’s election for the first two pay periods in 1995
was 10 percent, based on her 1994 election. A new election will become effective the first full pay
period in January 1995 (pay period number 3 with a pay date of February 1, 1995).


Your estimate. Enter the IRS limit on Employee Contributions for the year in which your new elec-
tion will be effective.


Using your most recent Earnings and Leave Statement, find the total amount of your year-to-date
TSP Employee Contributions. Add to that the amount of Employee Contributions that will be de-
ducted each pay period until the pay date that your new TSP election will become effective. (Take
anticipated salary increases in the year into account.)


Elections made before the election periods ( January and July of each year) do not become effective
until the pay date following the first full pay period in the election period. For example, if you
change the amount of your TSP contribution on May 15, that election does not become effective
until the pay date for the first full pay period in July (generally, this is a pay date in late July or
early August). You will need to keep these effective dates in mind when estimating the amount that
will be contributed.
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* In this example, the last contribution of the year will be reduced to $331.00 by the employee’s agency to avoid exceeding the IRS limit
for the year.


Worksheets (Continued)


Example Your Estimate


A-1. Enter the IRS elective deferral
limit for the year (e.g., 1995): $ 9,240.00 $


A-2. Enter all Employee Contributions
made during the year prior to the
effective date of your new election
(e.g., two pay periods): $ 920.00 $


A-3. Subtract Line A-2 from Line A-1: $  8,320.00 $


Complete:


• Worksheet B – to spread your contributions evenly over the remaining pay periods in
the current year.


     OR


• Worksheet C – to maximize your contributions in the early part of the year.


Worksheet B – Spreading your contributions evenly over the remaining pay
periods in the current year


Complete this worksheet if you are making an election in the January election period and want to
be certain that you can make full Employee Contributions for the year and receive full Agency
Matching Contributions without having to make another election in July. Also, use this worksheet if
you are making an election in the July election period to adjust your contributions for the remain-
der of the year.


Example Your Estimate


B-1. Enter the result from Line A-3: $ 8,320.00 $


B-2. Enter the number of salary payments
remaining in the year for which
your new election will be effective: 24


B-3. Divide Line B-1 by Line B-2: $ 346.67 $


B-4. Round up the result in Line B-3 to the
next dollar to determine the whole dollar
amount you should contribute each pay
period for the rest of the year (this is
the amount that you will enter on your
Form TSP-1): $ 347.00* $
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* The salary per pay period is computed by dividing the annual salary by 2,087, rounding the result to the nearest cent, and multiplying
it by 80.


** In this example, the last contribution for the year will be reduced to $253.19 by the employee’s agency to avoid exceeding the IRS
limit for the year.


Example Your Estimate


C-1. Enter the result from A-3: $ 8,320.00 $


C-2. Enter the number of salary payments in
this year for which the election you make
in January will be effective: 13


C-3. Enter your salary per pay period during the
period the January election will be effective: $ 4,715.20* $


C-4. Multiply Line C-3 by .09 to contribute 9 %
of your salary per pay period: $ 424.37 $


C-5. Multiply Line C-4 by Line C-2: $ 5,516.81 $


C-6. Subtract Line C-5 from Line C-1: $ 2,803.19 $


C-7. Enter the number of salary payments in
this year for which the election you make
in July will be effective: 11


C-8. Divide Line C-6 by Line C-7: $ 254.84 $


C-9. Round up the result in Line C-8 to the
nearest dollar to determine your whole
dollar amount election for the July
election period (this is the amount that
you will enter on your Form TSP-1 for
the July election period; it should equal
at least 5 % of Line C-3): $ 255.00** $


Worksheet C – Maximizing your contributions in the early part of the year


Complete this worksheet if you want to make Employee Contributions of at least 5 percent each
pay period and receive full Agency Matching Contributions, but you also want to make your Em-
ployee Contributions as soon as possible in the year. This will enable you to invest a greater
amount of your contributions earlier in the year; these contributions will be included in your ac-
count balance that receives earnings each month. Thus, not only will you receive the maximum
amount of Agency Matching Contributions, you will also receive the maximum amount of earnings
on your Employee Contributions.


Using this strategy, you will need to change your percentage contribution during the January elec-
tion period and then change your contribution to a whole dollar amount during the July election
period. The following example is based on the same employee as in the preceding example. It
assumes that for the January election period the employee elects to contribute 9 percent of her sal-
ary. (Depending on the amount of your salary, you may need to choose a lower percentage than
you otherwise would have elected — but not below 5 percent — to ensure that you are able to con-
tribute the equivalent of at least 5 percent of your basic pay each pay period after the July election
period, as below.)
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Part II: Participating in the TSP and Another Tax-
Deferred Retirement Plan


The following questions relate to excess deferrals made to both the TSP and another qualified employer
plan as described under sections 401(k), 403(b), 408(k), 457, or 501(c)(18) of the Internal Revenue
Code.* Certain Federal employees can participate in other tax-deferred retirement plans in addition to the
TSP (e.g., a Federal employee who contributes to the TSP may also be a professor at a college or univer-
sity and may contribute to its tax-deferred retirement plan).


What is an excess deferral?


An excess deferral is the amount that exceeds the relevant annual limit on elective deferrals.


What if I am contributing to more than one plan and my combined contributions
exceed the annual limit?


You may request a refund of any excess deferrals from one or more of the plans in which you par-
ticipate. Each plan then has the option of returning these excess deferrals plus associated earnings
by April 15th of the year following the year in which the deferrals were made.


If you notify the TSP Service Office in a timely manner that you wish to have the excess deferrals
refunded from the TSP, the TSP will return the excess deferrals and associated earnings to you.


How does this process work?


If you wish to have the excess deferrals returned to you from the TSP, contact the TSP Service
Office, National Finance Center, P.O. Box 61500, New Orleans, LA  70161-1500 (telephone (504)
255-6000). Ask for the form to request a refund of excess deferrals and associated earnings. You
must complete this form and return it to the TSP Service Office by February 20 of the year after
the excess deferrals were made. The TSP Service Office will process the refund; these amounts
will be paid to you prior to April 15. Forms received after February 20 will not be processed.


What are the tax consequences if I contribute more than the annual limit in any tax
year?


Excess deferrals are treated as income in the year in which you made the contributions, whether or
not they are refunded to you. The total amount of deferred income is reported by each employer
in Box 13 on your IRS Form W-2. If you have made excess deferrals, you must report the total
amount of the excess on your individual income tax return as taxable wages for the year in which
you made the excess deferrals.


If you elect to receive excess deferrals as a refund from the TSP, you will receive IRS Form 1099-R,
Distributions from Pensions, Annuities, Retirement or Profit-Sharing Plans, IRAs, Insurance Con-
tracts, etc., indicating the amount of the excess that was refunded to you. This distribution will also
be reported to the IRS. If you have already filed your individual tax return for the year in which the
excess was contributed, and this amount was not included as taxable wages, you will need to file
an amended tax return.


* The elective deferral limit (e.g., $9,240 in 1995) applies to all qualified cash or deferred arrangements, including the TSP. However,
special limits apply in two situations: (1) if you participate in a Section 403(b) plan as well as the TSP, the 1995 limit is $9,500, of which
only $9,240 can be contributed to the TSP; and (2) if you participate in a Section 457 plan, your contributions to all plans (including the
TSP) may be limited to $7,500 in 1995. You should consult with your 457 plan administrator concerning any limitation on the amount
you can contribute to your TSP account.
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How are the earnings on excess deferrals treated for tax purposes?


Earnings distributed with excess deferrals are considered taxable income in the year in which
they are distributed (unlike the excess deferrals, which are considered taxable income in the
year in which they are contributed). You will receive a separate IRS Form 1099-R indicating the
amount of the earnings. You must report this amount as income in the year in which the distribu-
tion is made. This distribution will also be reported to the IRS.


What happens to the Agency Matching Contributions that were associated with
excess deferrals returned to me?


Your agency will be notified that you have requested to have your excess deferrals and associated
earnings returned to you. Your agency is then required to remove the Agency Matching Contribu-
tions associated with these excess deferrals. If your agency fails to remove the Agency Matching
Contributions within one year of the date the contributions were made to your account, these con-
tributions will not be returned to your agency; instead they will be removed from your account and
used to offset TSP administrative expenses. In either case, the earnings associated with these Agen-
cy Matching Contributions will be removed from your account and used to offset TSP administrative
expenses.


Is a distribution of excess deferrals considered an early withdrawal and thus
subject to the IRS tax penalty?


If the distribution is made by April 15 of the tax year following the year in which the excess defer-
ral was made, it will not be considered an early withdrawal.


What happens if the distribution is not made by April 15 of the following tax year?


You cannot request to have the excess amount refunded later. Instead, you will be taxed twice on
this amount; once in the year the excess deferral is made and then again when you separate and
withdraw your account. (If the withdrawal is premature, the IRS early withdrawal penalty may also
apply.) Earnings on the excess deferrals are only taxed once, when you withdraw the account.


Please note: As stated above, if the TSP does not receive your request by February 20, it will not
be processed; accordingly, you will not receive a distribution from the TSP of your excess deferrals.
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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), or a copy of your SF-50, Notification of Personnel Action:  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.”


If you are unable to access the system, you should consult with your servicing Civilian Personnel Flight for assistance.


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 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. - 7 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, or your SF-50, Notification of Personnel Action.)



-
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. - 7 p.m. Central Standard Time. 
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MEMORANDUM FOR FERS EMPLOYEES AFFECTED BY THE ANNUAL LIMIT





ON ELECTIVE DEFERRALS


FROM:  HQ AFPC/DPCMB



  550 C Street West Suite 57


       
  Randolph AFB TX  78150-4759


SUBJECT:  Elective Deferral Limit for 2001



Each year the Internal Revenue Service (IRS) announces an annual limit on elective deferrals.  For purposes of the Thrift Savings Plan (TSP), the term “elective deferrals” refers to Employee Contributions, which are made on a tax-deferred basis.  The elective deferral limit is adjusted by law each year to take into account increases in the cost of living.  In 2000, the elective deferral limit was $10,500.  The IRS has announced that the annual limit on elective deferrals will remain at $10,500 for 2001.  The TSP will not accept any contributions that exceed this limit or any matching contributions related to them.



Employees covered under the Federal Employees Retirement System (FERS) may contribute up to 10 percent of their salary to the TSP, subject to the IRS limit.  If you are a FERS employee whose annual salary is $105,000 or more, you should keep the annual limit on tax-deferred contributions in mind when deciding how much you will contribute to your TSP account.  You could lose the opportunity to receive some Agency Matching Contributions if you reach the annual maximum too quickly, because you only receive Agency Matching Contributions on the first 5 percent of your basic pay you contribute each pay period.  If you reach the annual limit before the end of the year, your contributions and your Agency Matching Contributions will stop.  As a result, you will not get the full amount of Agency Matching Contributions you could have received if your own contributions had been slightly less each pay period, but had continued over every pay period throughout the entire year.


The attached TSP Fact Sheet, “Annual Limit on Elective Deferrals,” is provided to assist you in determining how to spread out your contributions over the entire year.  For your convenience, attached are instructions on “How to Access the Benefits and Entitlements Telephone Automated System” and “How to Access the Employee Benefits Information System (EBIS)”.  Should you require assistance with either the Benefits and Entitlements Service Team (BEST) web or telephone automated systems, call our toll-free BEST telephone number at 1-800-997-2378 or 527-2378, if calling within the San Antonio, Texas area, and speak to a Benefits Counselor.  Benefits Counselors are available, Monday through Friday, 7:00 am to 7:00 pm Central Standard Time.







CINDY BIRGE







Chief, Benefits and Entitlements Branch







Special Operations Division







Directorate of Civilian Personnel Operations
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