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>
NEW ARTICLES 
1.  The Civilian Personnel Flight (CPF) is hosting Open Forum Discussions for all Peterson Complex civilian employees and supervisors of civilians.  Forums will be conducted on both Peterson AFB and Schriever AFB, at the following times and locations;  PAFB Officer’s Club ballroom on Thursday, 28 June at 0800-1000 and 1400-1600, and (revised) the Schriever AFB  Bldg 300 Auditorium, Friday, 13 July at 1400-1600.  All Peterson Complex civilian employees and supervisors are encouraged to attend.  Maximum seating is 200 for PAFB sessions and 25 for the Schriever session.  Seating will be on a first come, first served basis.  If additional sessions are needed they will be scheduled at a later date.  The discussion topics will be "Family Friendly Programs" including provisions of the Family Medical Leave Act, Leave Without Pay (LWOP) entitlements, family care/bereavement provisions, absence for child birth or infant care, Voluntary Leave Transfer Program (VLTP) provisions and "on-line" sources for civilian personnel program information.  The purpose of the Open Forum Discussion is to provide updates on the various leave program entitlements and provisions, as well as providing a handout containing information source references.  All are encouraged to attend if possible.   POCs for additional information are Mr. Bill Bartlow at extension 6-6557 and Ms. Theresa Dickson at extension 6-9231.  

2.  The Asian American/Pacific Islander (AAPI) Employment Program Committee will normally conduct its monthly meetings on the third Wednesday of each month at the Peterson AFB Chapel.  These meetings are open to all interested Peterson Complex (includes Peterson, Cheyenne Mountain and Schriever) civil service and military personnel.  One of our topics is how to improve civilian employment  opportunities for AAPI personnel within underrepresented and/or progression into upper mobility positions within the Federal employment market.  We also want to assist the military AAPI personnel who will be retiring and transitioning to a civilian life who desire to continue as a civil service employee.  Please do feel free to join us each month, either to listen or to participate in the listed agenda for that particular meeting.  The committee wants your concerns/ideas.  For more information, contact Ms. Yong Sharp at 567-4501.

3.  GENERAL INFORMATION:  The Civilian Personnel Office normally works on an appointment basis.  Please call your specialist/assistant to set up an appointment.  Our normal customer service hours are 0800-1600, Monday-Friday.

WIGI (Within Grade Increase) Waiting Periods:  GS EMPLOYEES:  Step 1-4 is 1 year (52 weeks); Step 5-7 is 2 years (104 weeks); Step 8-10 is 3 years (156 weeks)   WG EMPLOYEES:  Step 2 is 6 months (26 weeks/130 days); Step 3 is 18 months (78 weeks/390 days); Step 4-5 is two years (104 weeks/520 days)  NOTE:  This means you will get your WIGI on the first full pay period following your waiting period.

ANNUAL LEAVE:  Any creditable military time is creditable for leave purposes only.  Creditable military time includes any military service time less than 20 years.  If you are retired military, the only creditable military service time would be time you actually spent in country during a war.  For the first 3 years, you will earn 4 hours per pay period; for 3-15 years, you earn 6 hours per pay period; over 15 years, you earn 8 hours per pay period.

SICK LEAVE:  Will always be 4 hours per pay period

NOTE:  If you resigned or went on LWOP for less than 3 years, your sick leave will be reinstated.

NOTE:  Part time employees accrue leave based on the number of hours worked per pay period.

LEAVE WITHOUT PAY (LWOP):  Excess leave without pay (LWOP) will affect your WIGIs, tenure, SCD, and probation period.  Excess LWOP is LWOP time greater than 30 days.

CAREER STATUS:  You need 3 years of continuous service in a permanent position before you will be converted to career status.  Until then, you are in a career-conditional status.

VRA:  If you were appointed to your position as a VRA, you are in an excepted service for 2 years, then converted to a career-conditional status.  Once you reach your 3 year mark, you will then be converted to career status, unless you are selected for another position under a VRA appointment.

SERVICE COMPUTATION DATE (SCD):  SCD CIV is Civil Service Employment; SCD RIF is the date which will be used in a RIF (will normally be the same and the SCD CIV); SCD LEAVE can be a combination of civilian service and creditable military service time.

CHANGE TO LOWER GRADE AND REASSIGNMENTS (CLG/REA):  To be considered for a reassignment (lateral) or a change to lower grade, you must complete a request form, which is located in our customer self-service area, and turn it in at our front counter.  The request will be good for 6 months, unless you decline an offer.  This is to ensure our managers only get lists that show candidates who are really interested in moving/being reassigned to a lower grade.  You will be able to come and resubmit the request if you are removed.

CENTRAL SKILLS BANK (CSB):  If you want to be considered for assignments at other bases (i.e., USAF Academy or any other Air Force Base), you must submit a CSB form, even if you already had one in the system.  Once you are reassigned, your CSB form is removed from the system.  We have the forms out in our customer self-service area.  Please turn them in at our front counter.

CAREER PROGRAM:  If you are registered in a Career Program, you must register again.  As with CSB, your registration is removed upon reassignment.  You will need to register on line at <http://www.afpc.randolph.af.mil/cp/contact.htm>
4.  The Peterson Complex Federal Women’s Program (FWP) is sponsoring The Women’s Equality Day Conference, 27 Aug 01, 1000 - 1200, Peterson AFB Officers Club Party Room.  Ms Leslie Bergstrom will present a slide show, “The History of Women in Colorado Springs”.  Please RSVP to Debra Agnew, 554-5265 by 23 Aug 01.  


[image: image1.wmf]FWP2fly.ppt


5.  HISPANICS UNDERREPRESENTED IN FEDERAL WORK FORCE - In its annual FY 2000 report to Congress entitled "The Federal Equal Opportunity Recruitment Program," OPM has found that Hispanics remain the only underrepresented minority group employed by the federal government. Hispanics represent 6.6 percent of the federal work force compared to 11.8 percent of the Civilian Labor Force (CLF). The federal government also lags behind the CLF in the employment of women - 43.8 percent versus 46.6 percent. Overall, however, representation of minorities has increased from 30 percent in 1999 to 30.4 percent in 2000. OPM points out that this increase occurred in spite of an overall decline in the size of the federal workforce. The representation of minorities and women has increased at the higher-level grades as well. The percentage of minorities in grades 13-15 rose from 18.5 percent in 1999 to 19.2 percent in 2000. The percentage of minorities at Senior Pay levels increased from 12.5 percent in 1999 to 13.2 perc! ent in 2000. The percentage of women in grades 13-15 rose from 29.3 percent to 30.7 percent between 1999 and 2000. At Senior Pay levels, women accounted for 23.1 percent in 1999, and 24.2 percent in 2000. For more information, and a copy of the report, click on http://www.opm.gov.   (Fedreport.com  1 Jun 01)

6.  The Benefits & Entitlements Service Team (BEST) is pleased to announce the TSP Open Season module has been successfully loaded to the BEST automated web (EBIS) system.  You may access the BEST automated web system to make your TSP Open Season election through the Air Force Personnel Center's Secure Web Sites Login Page at <https://www.afpc.randolph.af.mil/afpcsecure/>.  Attached are How to Access The Best Automated Systems fact sheets.  Page 1 provides instructions for accessing the automated phone system (IVRS) and page 2 provides instructions for accessing the automated web system (EBIS).  Should you encounter technical problems in accessing the web site, you may contact the AFPC Technical Assistance Center (TAC) at DSN 665-3995 or Commercial (210) 565-3995 or 1-800-638-3487.  Should you encounter problems with making the actual TSP Open Season election on the web page, you may contact a BEST Counselor via the automated phone system by following the directions on Page 1 of the handout.  BEST Counselors are available Monday through Friday from 7:00 AM to 7:00 PM Central Standard Time.   
As a reminder, if you complete your TSP open season transaction by 30 Jun CST, it will be effective on 1 Jul 01, the earliest possible date, and be reflected on your 20 Jul 01 Leave and Earnings Statement.  Elections made between 1 - 31 July 01 become effective at the beginning of the pay period following the pay period in which you made the election, for example, if you make the election between 1 - 14 July, it will be effective on 15 July, the next pay period start date.
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   REPEAT ARTICLES  

1.  THRIFT SAVINGS PLAN (TSP) OPEN SEASON (15 MAY-31 JULY)
Five major changes are effective this open season as noted below.  Employees are encouraged to make their desired contribution changes early since elections submitted prior to July will be effective the pay period beginning 1 July.

a.  There is a new method for making contribution changes.  Beginning with this Open Season, employees will ONLY use the BEST automated systems to start, change, or terminate the amount of biweekly contributions they wish to make.  Do this by accessing the BEST web site at <http://www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.htm> or by calling the automated telephone system at 1-800-997-2378.

Changes in the allocation of employee's current and future TSP contributions among the different TSP funds must be made by accessing the TSP web page at <<http://www.tsp.gov>> or by calling the automated Thriftline at 1-504-255-8777.  Effective 1 May, moving funds between investment accounts can be made as often as an employee desires.

b.  Two new investment funds are now available, the Small Capitalization Stock Investment (S) fund and the International Stock Index Investment (I) Fund.  Information regarding these new investment funds can be obtained from the TSP Service Office web site at <<http://www.tsp.gov>> .

c.  Investment limits are increased starting with this Open Season.  The limit for FERS employees is now raised to 11% of biweekly pay and the limit for CSRS employees is now raised to 6% of biweekly pay.  These limits will increase by another 1% in the Autumn Open Season, starting 15 November, and each Autumn Open Season thereafter, until the limits hit 15% and 10% respectively.  Effective with the 2005 Autumn Open Season, TSP percentage limits will be abolished.  However, the IRS limit on how much an individual may invest in tax-advantaged plans like the TSP ($10,500 this year) will still apply, regardless of the phase out of percentage limits.  IRS limitations will then become the controlling factor after the 2005 Autumn Open Season.    
d.  Newly hired and rehired employees are now eligible to participate in the TSP with no waiting period.  While FERS employees will not be eligible to receive the agency's one percent or matching contributions until they have satisfied the normal waiting period (typically six to twelve months) their own contributions start working for them immediately. 

e.  Beginning 1 July, employees may transfer (rollover) funds into their TSP account from 401(k) plans and other qualified retirement plans established by their previous employer(s) or from conduit Individual Retirement Accounts (IRAs).  Rollovers from a regular IRA, mutual fund, or savings account are not permitted.  Information regarding these transfers is available on the TSP Service Office web site at <<http://www.tsp.gov>> or by calling 504-255-6000.

2.  IMPORTANT INFORMATION ON THE USE OF TIME-OFF AWARDS (TOA) - A TOA granted in conjunction with an annual performance appraisal becomes effective on 1 Jun 01.  Supervisors and employees are reminded to schedule the use of a TOA within 90 days of this effective date.  Employees must use a TOA within 1 year of the effective date or they forfeit it!  A TOA cannot be converted to a cash payment and does not transfer to another DoD component or another federal agency. 
 3.  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. 

MILITARY Personnel Management Course (mPMC) - This course is designed for civilian supervisors of military personnel.  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.  Two separate sessions:  31 Jul-1 Aug 01 & 18-19 Sep 01 (SEATS AVAILABLE) 

POC:  Beverly.Sagapolutele@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. One session remaining this FY: 17-20 Jul 01  

POC:  Beverly.Sagapolutele@peterson.af.mil

ADDITIONAL SUPERVISORY TRAINING
Conflict Management & Confrontation Skills         PryorResources
  9 Jul 01

Creating Optimism in the Workplace                   PryorResources
20 Aug 01

POC:  Beverly.Sagapolutele@peterson.af.mil
CIVILIAN RETIREMENT SEMINARS: 

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES  (Full, call for waiting list) 12-13 JUL 01

POC:  Theresa.Dickson@peterson.af.mil
ADDITIONAL EMPLOYEE TRAINING
Business Writing Basics/Tongue & Quill*


SkillPath

11 Jun 01 (Full, Call for Waiting List)
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@peterson.af.mil
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