                    CIVILIAN PERSONNEL 
                                            NEWSLETTER
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.  

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>>>

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>>
NEW ARTICLES
1.  Military Personnel Managers Course (MPMC) Offering.  Do you supervise military personnel?  Want to enhance your knowledge regarding EPRs/OPRs, military decorations, awards packages, and bullet statements

(and much more)?   The next MPMC is scheduled on 18-19 September for civilians who supervise military personnel.  The course is a mandatory requirement for civilians who supervise military personnel. Each participate receives a 52-page MPMC Manual with handouts, pertinent  references and other valuable supervisory resources.  This is the last MPMC to be offered this FY.  Sign up now with  Ms. Beverly Sagapolutele at ext 6-7073.   
2. Federal Employees Retirement System (FERS):  Under FERS, no credit is given for any retirement purpose unless a payroll retirement deduction has been made or the employee has made an individual retirement contribution redeposit for the period of service.


>  A redeposit cannot be made if an employee has taken a refund of FERS retirement program deductions.  Consequently, under FERS, refunded service can never again become creditable for any retirement purpose.


>  Temporary service performed before January 1, 1989, is creditable for retirement purposes if an individual deposit to the retirement fund is made.  Temporary service performed on or after January 1, 1989, is generally not creditable for any retirement purpose.

3.   VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP):  Civilian annual leave donations are needed for Mr. John P. Gilmore of the 341 CES/Fire Department, Malmstrom AFB.  Mr. Gilmore is hospitalized recovering from cancer and is in need of approximately 672 hours to cover the period prior to his return to work.  Individuals wishing to donate annual leave or wish additional information, please call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-9231 or email  Theresa.Dickson @Peterson.af.mil  POC 21 MSS/DPCE, Theresa Dickson.
4. The following information was received from the Air Force Personnel Center (AFPC), Randolph AFB TX:  The purpose of this message is to provide you with information regarding the limited access our customers will have to the Benefits & Entitlements Web application - Employee Benefits Information System (EBIS) until further notice.  The latest virus, Code Red worm, has impacted the use of EBIS.  Until further notice, the Defense Information Systems Agency (DISA) has placed a lock on access to Randolph AFB ".mil" systems.  Only users attempting to access the EBIS application from a ".mil" (from a military workstation, i.e., your E-mail address ends in .mil) location will still have access to the EBIS application.  This means, users will not be able to access the application from their home computers or any non-".mil" machine.  We apologize for the inconvenience this block causes, but we understand the need for these types of security measures.  You can access the information through the BEST automated telephone system, 1-800-997-2378,  or access EBIS from their workstation. 

Due to security reasons access to the Air Force Personnel Center's Civilian Employment Website is currently restricted to .mil (military) domains until further notice.  Please advise customers who are unable to access our website at <http:\\>www.afpc.randolph.af.mil\afjobs that they may obtain employment information, listen to vacancy announcements, and self-nominate through the AFPC Job Line (telephone numbers provided below).

External Applicants - 1-800-699-4473 (within the 210 area code 527-2377) 
Internal Applicants - 1-800-997-2378 (within the 210 area code 527-2378) 
TYY/TDD Users:  1-800-382-0893 (within the 210 area code 565-2276) (AFPC, BEST)

   REPEAT ARTICLES
 
[image: image1.wmf]    1. NEW CLASSIFICATION STANDARD.  The Office of Personnel Management recently issued the Job Family Standard for Administrative Work in the Information Technology Group, GS-2200.  This new standard covers two-grade interval administrative positions for which the paramount requirement is knowledge of IT principles, concepts, and methods (data storage, software applications, and networking).  

The Civilian Personnel Flight (CPF), Classification Section will be applying this new standard to the IT positions in your organization.  This may affect the series designation and could have a direct effect on your employee’s entitlement to the IT special salary rates.  You need to make sure the job descriptions are accurate and up-to-date before the standard is applied.  Classification Specialists will be identifying those outdated job descriptions and notifying managers/supervisors directly.

The Classification Section will close for approximately 2 weeks, 20-31 Aug, in order to apply the standard to Peterson Complex employees’ positions.  All the series changes can then be effective at the same time, which entitles employees to the special salary rate for Information Technology positions.  Not providing an updated job description could delay this pay entitlement.  Classification and pay changes cannot legally be made effective retroactively.  

Call your Classification Specialist if you need assistance developing a CORDOC formatted job description.  

2.  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. 

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.
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