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.  MILITARY Personnel Management Course (mPMC) - THIS IS A NEW OFFERING. This course is designed for civilian supervisors of three or more military personnel.  Other supervisors may attend on a space available basis only.  The course provides background information and an understanding of applicable military personnel rules and regulations needed to effectively carry out supervisory/management responsibilities.  Subject areas covered include Expeditionary Aerospace Force (EAF), Promotions/Recognition, Officer Performance Reports /Enlisted Performance Reports (OPRs/EPRs), Leave Management Program, Professional Military Education (PME), Discipline/Standards, Retention Issues, Mentoring, Weight & Management Program and Military Administrative Issues.  Three separate sessions:  

10-11 Apr 01; 31 Jul-1 Aug 01 & 18-19 Sep 01 (SEATS AVAILABLE) 

POC:  Beverly Sagapolutele, Beverly.Sagapolutele@peterson.af.mil <mailto:Beverly.Sagapolutele@peterson.af.mil>.

2.  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 “waiting 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   (Full, call for waiting list)
10-11 MAY 01

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES  (Full, call for waiting list) 
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.

Two separate sessions remaining this FY: 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
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> 
3.  Annual Civilian Performance Appraisals and Awards:  The current civilian appraisal rating period will end on 31 Mar 01.  Appraisals, with or without awards, must be received by 21 MSS/DPCE no later than 16 April.  This will permit timely processing of appraisals and awards prior to their effective date.  Appraisals will be effective 1 Jun 01 in most cases.  In limited circumstances, an extended rating period may be necessary for some employees.  All awards, except for Quality Step Increases (QSIs), will be effective 1 Jun 01.  QSIs are normally effective the pay period following the date of approval.  Supervisors are reminded to discuss and re-certify employee performance plans no later than 30 Apr 01.  Questions should be addressed to your servicing Employee Relations Specialist.  If you are not sure who your servicing specialist is call 556-4737 for this information. 

4.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Ms. Nancy Johns, a Pope AFB employee, assigned to the 43d Communication Squadron.  Ms. Johns has been diagnosed with a Cerebral Aneurysm and is in need of an indefinite number of hours of donated leave.  Individuals wishing to donate annual leave or additional information, please call the Civilian Personnel Flight, Workforce Effectiveness Section,  ATTN:  Theresa Dickson at  Theresa.Dickson@peterson.af.mil <mailto:Theresa.Dickson@peterson.af.mil> 
5. STUDENT SUMMER HIRE 20001 PROGRAM - This year’s program will run from 4 June - 24 August 2001.  The purpose of the program is to provide valuable work experience for students while giving base units assistance in basic job skill areas.

For Peterson Complex Supervisors/Managers:  We are asking units to determine their summer hire needs by submitting an electronic Personnel Action Request (PAR) to the 6X, 21 MSS Summer Hire inbox  by 30 March 2001.  Two types of positions are available:  Clerk, GS-303-01, $7.35 per hour and Laborer, WG-3502-01, $7.40 per hour.  Annotate Clerk or Laborer on Page 2 of PAR in section (TO: Position Title and Number).  Work schedules may be full-time, 40 hrs/week or part-time, 20 or 30 hrs/week.  Annotate number of biweekly hours on Page 4, Part D, of PAR.  Supervisors may make “by-name” requests for students who previously worked by entering the student’s name in (Part B - For Preparation of SF 50).  However, the “by-name” request must be submitted with the PAR.  Remember students will not have security clearance for this program.

For Students:  Students ages 16+ as of 4 June, enrolled in school at least half-time, are eligible to apply.  Qualifying school enrollment includes middle and high schools, vocational/technical schools, junior colleges, colleges and universities.  The dates for accepting applications for the summer hire program are 9-20 April 2001.  You may pick up an application prior to that either in the information center outside of Civilian Personnel Office, 135 Dover St, Room 1116, Peterson AFB CO or by going to the Civilian Personnel Website at www.peterson.af.mil/21mssdpc <http://www.peterson.af.mil/21mssdpc>, and downloading the application.  Applications will only be accepted during the open announcement period of 9-20 April.  Bring applications to the Civilian Personnel Office at 135 Dover Street Room 1116, Peterson AFB CO.  

In the interest of fairness, we will use a lottery system to select the number of students to match the number of fill actions received.  Once sufficient students are selected, Civilian Personnel Flight staff will determine where to place the students.  POCs:  Nancy Nowacki, or Sue Pence.

6.  IMPLEMENTATION OF AUTOMATED EMPLOYMENT VERIFICATION - The Air Force is implementing a new process for civilian employment verification.  DOD contracted this service with the TALX Corporation’s national program called The Work Number for Everyone (TWN).  TWN is the largest employment and salary verification service with over 150 of the Fortune 500 major private corporations and many Federal agencies as clients.  Employment and salary verification for mortgages, major loans, credit cards, etc will be processed in a matter of minutes, instead of days or even weeks.  Employees authorize access to their employment and salary information by giving the lender a one-time access code.  Individuals who need this information have access through a fully automated and web-enabled system, which is available 24 hours a day, seven days a week.  There is no charge to the employee for this service.  

This process will be implemented as of 1 April 01.  Once this process is up and running, all verification must be processed through this system.  Further information and guidance will be distributed via e-mail, Base Newspapers, etc.    Attached is a brochure that explains the procedures.
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7.  DEVELOPMENTAL OPPORTUNITY PROGRAM (DOP) - We are pleased to announce the establishment of the DOP.  This program allows management the option of restructuring positions to the entry or intermediate grade levels with an identified final target grade.  This establishes a formal developmental program with the intent of recruiting and retaining candidates with high potential for development or future leadership positions.  The DOP primarily targets employees who occupy positions at the GS-1 through GS-8 level who are not serving under a time-limited appointment or on a position that is targeted to the GS-9 or above.  Full performance level of the DOP identified positions is normally the GS-11 level.  Critical to the success of this program is the identification of appropriate target positions, which is the responsibility of management officials with assistance from the Civilian Personnel Flight.  Management officials who wish to identify positions within their organizations to fill using the DOP should contact their servicing Affirmative Employment/Staffing Specialist.  Announcements for recruitment for DOP positions will be announced on the Civilian Personnel Flight (CPF) web page (www.peterson.af.mil/21mssdpc/ <http://www.peterson.af.mil/21mssdpc/>) and the CPF Update (e-mail).    

8.  STUDENT EDUCATION EMPLOYMENT PROGRAMS (SEEP):  21 MSS/DPC intends to actively pursue recruitment and retention of students to support studies by Department of Defense and Air Force showing 30% of the Federal workforce and 45% of the Air Force workforce will be retirement eligible by 2005.  The current student employment programs available are:  (1) Student Educational Employment Program (SEEP), Revised Jan 1997 - The program consists of two components:  (a) The Student Temporary Employment Program - the nature of the duties do not have to be related to the student’s academic/career goals; and (b) The Student Career Experience Program - This program provides experience that is directly related to the student’s educational program and career goals.  (2) Federal Career Intern Program - Designed to help agencies recruit and attract exceptional individuals into a variety of occupations under Executive Order 13162 signed 10 July 2000 - intended for positions at grade levels GS-5, 7 and 9.  This is a 2-year internship period in the excepted service.  The intern is eligible to be converted to a career-conditional appointment at the end of the two years.  Air Force has not published guidance on the Career Intern Program as of yet.  Additional information will be provided as received.  

9.  QUESTIONS ON THE COLORADO SPRINGS LOCALITY PAY AREA.  We have received a lot of questions regarding the Colorado Springs locality pay area; “Why aren’t we included in the Denver-Boulder-Greeley higher locality pay area?”  Locality pay adjustments are based on the cost-of-labor, not the cost-of-living.  Cost-of-living measures look at the cost of consumer goods and services within a locality, while cost-of-labor measures look at how much employers pay their workers for specific kinds and levels of work.  Locality pay is intended to make Federal pay comparable to what other employers pay in the same area.  Locality pay areas are based on individual Bureau of Labor Statistics (BLS) survey locations.  The Denver-Boulder-Greeley location was identified as a result of the large number of Federal General Schedule employees in what is identified as the Consolidated Metropolitan Statistical Area (CMSA).  We are not aware that the BLS nor the President’s Pay Agent (which consists of the Director of the Office of Personnel Management, the Director of the Office of Management and Budget, and the Secretary of Labor) are considering changing the pay area boundary lines.  The Air Force did ask the Air Force Audit Agency to assess the locality pay in Colorado Springs two years ago.  It was determined that the Federal activities in Colorado Springs were not losing employees as a result of their transfer to the Denver area for a higher locality pay.  Appeals of the boundaries of the pay areas may be made to The President’s Pay Agent, Federal Salary Council, Chief, Salary & Wage Systems Division, Office of Personnel Management, 1900 E. St. NW, Washington DC 20415.

10.  CAREER DEVELOPMENTAL ASSIGNMENT  

1.  THE DIRECTOR, AIR FORCE TEST AND EVALUATION, REQUESTS NOMINATIONS TO CONSIDER FOR ONE-YEAR DEVELOPMENTAL ASSIGNMENTS IN THE OFFICE OF THE DIRECTOR, TEST AND EVALUATION.  THE INDIVIDUALS SELECTED WILL SERVE AS STAFF SPECIALISTS AND WILL WORK IN EITHER THE POLICY AND

PROGRAMS DIVISION, TEST RESOURCES AND INFRASTRUCTURE DIVISION, OR THE SPECIAL PROGRAMS DIVISION.  A MAXIMUM OF TWO CANDIDATES PER DIVISION MAY BE SELECTED. 2.  CANDIDATES MUST BE GS-12/13/14/15 OR NH-III/IV CIVILIAN EMPLOYEES.  APPLICATION PACKAGES MUST INCLUDE A CURRENT RESUME, AN INDIVIDUAL DEVELOPMENT PLAN (IDP), AND A SUPERVISORY LETTER OF ENDORSEMENT.  NOMINEES SHOULD BE INDIVIDUALS IDENTIFIED AS HAVING HIGH POTENTIAL FOR ADVANCEMENT, AND THE IDP SHOULD REFLECT A NEED FOR THE TYPE OF EXPERIENCE OFFERED BY SUCH AN ASSIGNMENT. 3.  DUE TO THE NATURE OF THIS POSITION, IT IS HIGHLY DESIRABLE THAT PAGE THE ASSIGNEE HAVE EXPERIENCE IN ONE OR MORE OF THE FOLLOWING AREAS: (1)  DEMONSTRATED LEADERSHIP IN T&E PLANNING, CONDUCT, OR MANAGEMENT; SUCH AS TEST PROGRAM MANAGEMENT, SUITABILITY/LOGISTICS TEST, TEST RESOURCE MANAGER, TEST DIRECTOR, TEST DIVISION CHIEF, TECHNICAL ADVISOR, TEST PROJECT OFFICER, OR TEST PLANNING/WORKING GROUP CHAIRPERSON.  (2)  PREPARATION OF TEST PLANS, PROCEDURES AND REPORTS FOR DEVELOPMENTAL OR OPERATIONAL T&E.  (3)  FOREIGN MATERIEL REQUIREMENTS GENERATION, ACQUISITION,  EXPLOITATION, OR T&E. 4.  THIS ANNOUNCEMENT IS MADE UNDER THE AUTHORITY OF THE OFFICE OF PERSONNEL MANAGEMENT'S APPROVED DOD-WIDE TRAINING AGREEMENT FOR ROTATIONAL ASSIGNMENT FOR DEVELOPMENT OF KEY PERSONNEL OF THE DEPARTMENT OF DEFENSE.  CREDIT FOR DUTIES PERFORMED DURING THE DEVELOPMENTAL ASSIGNMENT MAY BE CLAIMED ON AN OPTIONAL FORM 612 UPON THE SELECTEES RETURN TO THEIR DUTY STATION. 5.  THE PERIOD OF ASSIGNMENT WILL BE ONE YEAR AND BEGIN APPROXIMATELY 1 AUG 01.  TO BE CONSIDERED FOR THESE DEVELOPMENTAL ASSIGNMENTS, NOMINATIONS MUST BE FORWARDED THROUGH CHANNELS TO THE FOLLOWING ADDRESS BY 30 APRIL, 2001:  DIRECTORATE OF TEST AND EVALUATION, 1650 AIR FORCE PENTAGON, WASHINGTON, DC 20330-1650. 6.  CANDIDATES MUST POSSESS A SECRET CLEARANCE OR HAVE A CURRENT BACKGROUND INVESTIGATION. CANDIDATES SHOULD HAVE A TOP SECRET SCI CLEARANCE TO WORK IN THE SPECIAL PROGRAMS DIVISION. THE TRAINEE'S SALARY, TRAVEL, AND PER DIEM AND TRANSPORTATION COSTS TO AND FROM THE TRAINING SITE WILL BE THE RESPONSIBILITY OF THE PARENT ORGANIZATION. 

7.  PLEASE CIRCULATE THIS ANNOUNCEMENT TO A WIDE SEGMENT OF YOUR STAFF TO INSURE REACHING THE MOST QUALIFIED PERSONNEL.  CONTACT RICHARD D. BUHL, AF/TER, RICHARD.BUHL@PENTAGON.AF.MIL, LTC JAMES EDGE, AF/TEP, JAMES.EDGE@PENTAGON.AF.MIL, OR LTC JIMMY BAILEY, AF/TEZ, JIMMY.BAILEY@PENTAGON.AF.MIL, FOR QUALIFICATION REQUIREMENTS, A BRIEF DESCRIPTION OF DUTIES, AND A TRAINING AGREEMENT FOR THE ASSIGNMENT.  WE APPRECIATE YOUR ASSISTANCE IN REFERRING QUALIFIED CANDIDATES.  Nominations are due by 13 April.  Please send to Hq AFPSC/DPC, Attn:  Lori Powell.  

11.  TO BE OR NOT TO BE AN SCPD (Standard Core Personnel Document)? 

The Classification Staff of the Air Force PersonnelCenter works diligently to create SCPDs for use Air Force wide.  The use of SCPDs is mandatory.  HQ USAF/CV Memo, Streamlining Civilian Personnel Management, dated 30 Sep 96, states, in part, “It is in the best interest of the Air Force to maximize use of the SCPDs.”  As we all know, it would be impossible to standardize every job Air Force wide, however, the ultimate Air Force goal is to place as many common positions as possible on standardized core documents.

We have received many questions from supervisors/managers on the process of implementing applicable SCPDs.  Here’s some answers to your main concerns:

Q:  When is it appropriate to implement an SCPD if an applicable one is available?

A:  Use of applicable SCPDs is required when a Personnel Action Request (PAR) is submitted for any of the following actions:  Establishment of a New Position, Position Review, Recruitment/Fill, Reassignment, Reorganization, or Identical-Additional positions to any of the above.  

Q:  Will the classification process be faster if I use an SCPD?

A:  Absolutely!  Since you won’t have to draft the core personnel document (CPD), the Position Classification Specialist will be able to focus time on ensuring that the duties of the position are appropriately described.  Less time on rewriting/reformatting/correcting the drafted CPD will promote classification consistency and will in turn expedite the recruitment process.  Remember, SCPD’s are classified documents with established title, series, grade and skills.
It’s important to note, however, that the use of an SCPD does not relieve the supervisor or servicing classification specialists of the responsibility to ensure the SCPD accurately describes the position under review.

Q:  Can I make modifications to an SCPD to more appropriately fit my organization?

A:  Since SCPDs are designed to represent typical work situations, you may find them to be more generic than individually prepared position descriptions.  While major editing of SCPDs in not encouraged, minor changes may be made to fit local requirements.  Changes should not be made that will affect title, pay plan, series, grade, or recruiting factors.  Your Position Classification Specialist will assist you in making the determination of the impact of your changes.  

To find the perfect SCPD for your organization go to the SCPD Library at:

<http://www.afpc.randolph.af.mil/palacecompass/SCPD/ofint1.htm>
Q:  What if an SCPD is not available and I need to revise the current PD/CPD?

A.  If an SCPD is not available for your use and a Position Description (PD)/CPD needs revision, you may access the applicable template to create a CPD at:

<http://www.afpc.randolph.af.mil/permiss>
To get to the templates from this address do the following:

Click on “Civilian Subject Areas”

Click on “Position Management/Classification Program”

Click on “Core Personnel Document Template (FES Format)” for General Schedule work OR

Click on “Core Personnel Document Template (Narrative Format)” for Trades and Labor 

Work.

This address will also provide you with good and in-depth classification information (e.g. Classification Standards information, instructions on preparing a Core Document, Appeals, etc.)

Q:  As a supervisor/manager is there a tool available to assist me in writing an appropriate CPD?
A.  Many times during the revision of a position description it’s helpful to address the applicable classification standard.  You may access the classification standards at:

<http://www.opm.gov>
Click on “Classification” under the Quick Index

Click on either “General Schedule Documents” OR Federal Wage System Documents” 

depending on which is applicable

Click on either “GS Position Classification Standards” OR “FWS Job Grading Standards”

It is important to remember that the use of SCPDs is appropriate only if the document accurately describes the local work situation.  SCPDs are not intended to upgrade or downgrade existing positions, but rather to describe positions as they currently exist across the Air Force.  

Questions should be addressed to your servicing Position Classification Specialist.  If you are unsure who your servicing specialist is, call 556-8050 for this information.
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Where do I go for questions?







If you have any questions, or need additional instructions on how to use The Work Number, please dial our Client Service Center at:



1-800-9-WORKNO (1-800-996-7566)



The Work Number Client Service Center is available Monday - Friday, 7 a.m. to 8 p.m. Central Time.



















Important Note:  After Dec 15, 2000  requests for salary and employment verifications will be processed using The Work Number for Everyone.











1-800-367-2884



http://www.theworknumber.com







Introduces







Employee Information







The Work Number for Everyone®



is provided by



TALX Corporation.







The Work Number for Everyone®







Department of Defense Code is:



10365







To obtain a Salary Key, call 1-800-EMP-AUTH (1-800-367-2884) or go to http://www.theworknumber.com.  At the prompt, provide your SSN and your PIN.  Make note of your Salary Key to give to your verifier for salary verification. Questions?  Problems? Call the Client  Service Center at 1-800-996-7566.







Remember, only three Salary Keys may be active at a time.







This service is available 7 days per week



24 hours per day







To receive instructions for a free demonstration of the system, visit the web site at www.theworknumber.com.











The



Work



Number



For



Everyone®















What Is My PIN?











Temporary PIN is your Birthday (MMDD format).  Do not include year For example, if your Birthday is March 27 you would enter "0327".  After you get in with your Temporary PIN your can change it to any 4-8 digit number











Do not give your PIN to a verifier!











	



        Small, short term loans



       Mortgages



        (Salary Key required)







       Basic Plus/Full







Department of Defense  Code:10365 



Social Security Number



The number to acquire your information  1-900-555-9675



For help: Client Service number 1-800-996-7566















Your Social Security Number







                        







Write your social security number here







Do not give your PIN to a verifier.















How do I get a Salary Key?



You will need to give a verifier a six-digit Salary Key in order to give them access to your salary information.







Dial 1-800-367-2884 or go to http://www.theworknumber.com



Enter the Department of Defense code 10365



Enter your Social Security number



Enter your PIN (Your Temporary PIN is your Birthday (MMDD format).  Do not include year For example, if your Birthday is March 27 you would enter "0327".  After you get in with your Temporary PIN your can change it to any 4-8 digit number)







You may have three Salary Keys at one time.  Once you give a Salary Key to a verifier, it may not be used again.  To obtain, review, or cancel Salary Keys dial 1-800-367-2884 or go to http://www.theworknumber.com.  For assistance please call the Client Service Center at 1-800-996-7566.







10365







         DoD Code:



















  Salary Keys 



  1.







  2.







  3.















Your PIN (some spaces may be left blank)











Write your PIN here











What kind of verification do I need?







Retain this panel for verifications







You give the verifier











       Job reference checks



      Apartment rental 



       (No Salary Key required)







      Basic







Department of Defense Company Code:10365



Social Security Number



Your 6-digit Salary Key



The number to acquire your information 1-900-555-9675



For help:  Client Service number 1-800-996-7566   












