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.  Civilian Out-Processing Procedures.  Employees who are separating/resigning, going on Leave Without Pay (LWOP), PCSing to another Air Force installation, or transferring to other federal agencies, are required to clear base and must make an out-processing appointment for benefits counseling with the Civilian Personnel Flight a week prior to their last duty day. Supervisors are responsible for clearing any employee who fails to complete the outprocessing checklist. To make an out-processing appointment, call Ms. Beverly Sagapolutele, 6-7073. 

2.  FEEA Emergency Assistance Program The Federal Employee Emergency Assistance (FEEA) program is for civilian federal employees who have encountered an emergency that was unforeseen and beyond their control.  If this emergency has caused the employee to fall behind in basic living needs such as shelter costs and utilities, s/he is eligible to apply for a no-interest emergency loan or grant.  FEEA emergency loans and grants may be provided for the following purposes:  



> Personal Hardships



.  Death in employee’s immediate family, travel expenses



.  Loss of income, LWOP, family breakup - separation,

                          divorce



.  Critical illness in the employee’s immediate family



>  Major Loss of Property



.  Due to natural disaster such as fire, flood, hurricane


>  Short-Term Assistance



.  Government pay error

FEEA assistance is most often in the form of no-interest loans as opposed to grants.  Checks will be made payable to the creditor.  Further information can be obtained by going to web site: 

www.feea.org <http://www.feea.org> or locally at the Peterson AFB  Family Support Center at 556-6141.
3.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Ms. Marsha Crisman, Hq USSPACECOM/J33, Peterson AFB CO.  Ms. Crisman is undergoing chemotherapy treatment.  Individuals wishing to donate annual leave or additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-9231 or email at Theresa.Dickson @Peterson.af.mil <mailto:Theresa.Dickson@peterson.af.mil>.  POC 21 MSS/DPCE, Theresa Dickson.

4.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Mr. Wesley Flatt, 22 AF/DOOF at Dobbins AFB GA.  Mr. Flatt is undergoing treatment for lung cancer.  Individuals wishing to donate annual leave or additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-9231 or email at Theresa.Dickson @Peterson.af.mil <mailto:Theresa.Dickson@peterson.af.mil>.  POC 21 MSS/DPCE, Theresa Dickson.

5.  Employee Responsibilities:  Employees are responsible for maintaining their data records current.  This includes career program registration, training course completions, education, experience history, address, and telephone numbers.  A registrant must take the initiative to ensure Career Program geographic location codes are updated whenever the registrant is:  (a) promoted to a Career Program position or, (b) promoted or reassigned to a Career Program position, which results in Change of Appointing Office (CAO).  The registrant’s geographic location codes are programmed to be deleted when either of the above actions occurs.  Although registration in a career program is not deleted, a new “ON-LIINE Registration” must be completed to re-register for locations in which one is eligible to register.  Each Career Program has specific criteria one must meet in order to register.  Employees should check the registration criteria before registering in a Career Program.

6.  Defense Table of Official Distances (DTOD):  The DTOD is an automated capability used by the Department of Defense (DoD) as its official source of worldwide distance information (in miles and kilometers) for all household goods, freight, and travel needs. DTOD supports travel and transportation for the Continental United States (CONUS), Alaska, Hawaii, Puerto Rico, Canada, Mexico, and areas Outside the Continental United States (OCONUS) in which DoD operates.

7.  Senior Executive Service (SES) Vacancy Announcement:  AF SES 01-12; PROGRAM DIRECTOR, STRATEGIC & NUCLEAR DETERRENCE C2; ELECTRONIC SYSTEMS CENTER; PETERSON AFB CO; OPENS:  10 JUL 01; CLOSES:  8 AUG 01

The Program Director is responsible for the acquisition, deployment, integration and sustainment of a group of world-wide systems-of-systems, systems and subsystems to provide air, space, and Ballistic Missile warning, space surveillance, survivable mobile C3 capabilities for the National Command Authorities (NCA), emergency response direction from the NCA to the warfighters:  National Missile Defense (Air Force portion); and upgraded command and control for NORAD, USSPACECOM, USSTRATCOM and AFSPC.  These are advanced, state-of-the-art systems, containing highly sophisticated electronic and mechanical subsystems, and complex software in various phases of the acquisition process.  The System Program Director provides executive direction and leadership to approximately 600 program office and support contractor personnel at geographically separated locations, including Peterson AFB CO and Hanscom AFB MA.  The incumbent must be skillful in influencing high priority programs of great national importance.  Additionally, the incumbent must possess the executive leadership ability and professional stature to support and defend program and policy decisions at the highest levels of government and industry. 
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8.  Important Changes to Your Leave and Earnings Statement.  The Thrift Savings Plan (TSP) record keeper--the U.S. Department of Agriculture's National Finance Center--has recently implemented many improvements to the Thrift Plan that will give TSP participants greater control over their own TSP investments.

Two new funds have been added, bringing the total number of investment choices to five.  TSP participants also have been given "self-service" capabilities for biweekly contribution allocation or interfund transfers.  These may be done at any time either via the Internet at http://www.tsp.gov or via the TSP ThriftLine, (504) 255-8777.  Employees can also request a change to their contribution allocation or an interfund transfer by completing a TSP Form 50.  The TSP Form 50 must be sent directly to the TSP record keeper. 

Effective for the pay period ending June 16, 2001, the TSP record keeper, rather than DFAS, has the role of maintaining the official accounting of each participant's contribution allocation.  DFAS Civilian Payroll will still deduct each participant's total biweekly TSP contribution and forward it to the TSP record keeper, but the allocation among individual funds will be recorded by the record keeper only.

With this change in responsibilities, DFAS Civilian Pay will no longer know to which of the individual fund(s) you have allocated your contributions.  Therefore beginning with the Leave and Earnings Statement (LES) for the pay period ending June 16, 2001, Block 22 of the LES will be blank unless your TSP biweekly contribution is based on a percentage of basic pay.  In that case the TSP deduction percentage will be displayed in Block 22 of your LES.  The allocation information will be readily available under "Account Access" at the TSP website.

You will continue to see your total TSP deduction (current and year-to-date) listed under "Deductions” on the LES.

We think this is good news for DoD employees.  If you have any questions regarding this message please contact your servicing Customer Service Representative or go to http://www.tsp.gov.

9.  The next meeting for the Asian American/Pacific Islander (AAPI) Employment Program will be 18 Jul at the MPF building's atrium 1500.  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.  

10. The importance of AFSPC, NORAD, and USSPACECOM and their associated support units located on Cheyenne Mountain AFS, Peterson AFB, and Schriever AFB to the defense posture of the United States and its allies is patently obvious. The vital roles played by these organizations often demand that certain Federal civilian employees, because of the nature of the work they perform, have access to very sensitive information affecting not only our missions but even the safety and security of the public. Before a civilian employee can be given an assignments which requires access to sensitive material, the employee must have a security clearance commensurate with the sensitivity of the assignment. 
To ensure this process is completed prior to when a new employee enters on duty, the CORDOC (or official statement of duties/position description) must indicate the security/drug testing requirements of the work. The Classification Section places this information on the CORDOC based upon data obtained from the Unit Manning Document (UMD) . The security data on the UMD, in turn, is developed by the supervisor, the unit security manager and other security advisors, and manpower specialists. 
In view of the costs involved in obtaining some levels of clearances and the controlled numbers of others, the need for the interplay of the supervisor and the security manager cannot be overly emphasized. If you as a supervisor have any question about the security level required for your subordinates, you should direct them to your unit’s security manager. 
   REPEAT ARTICLES
1.   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 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. (SEATS AVAILABLE)

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

- ADDITIONAL SUPERVISORY TRAINING
Creating Optimism in the Workplace (SEATS AVAILABLE)                  PryorResources
20 Aug 01

(POC:  Beverly Sagapolutele, mailto:Beverly.Sagapolutele@peterson.af.mil
- EMPLOYEE TRAINING
How to Become a Better Communicator (full but call for waiting list slot)   SkillPath

17 Sep 01

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

(POC:  Theresa Dickson, <<<mailto:Theresa.Dickson@peterson.af.mil>>> 
2.  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.
_1059300728.unknown

