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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 questionnaire 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.htm>>>
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                     INFORMATION.   LOAD THIS INTO YOUR "FAVORITES":  http://www.peterson.af.mil/21mssdpc
NEW ARTICLES
1. SENIOR CIVILIANS (GS-15/EQUIV)  In 1999 the Air Force Executive Resources Board developed initiatives to recognize Air Force Senior Civilians at the GS-15 level and equivalent.  The following web site is of interest for all GS-15’s and equivalents:  <http://www.dp.hq.af.mil/dps/afcldp.htm> 

2. CHANGE OF SERVICING ASSIGNMENTS:  The Affirmative Employment/Staffing Section of the Civilian Personnel Office has undergone a minor reorganization.  This section is responsible for filling your vacancy, processing reassignments, details, temporary promotions, and similar actions that affect the “occupancy” of your position.  The individuals on the attached assignment sheet are responsible for servicing your organization.  This reorganization is effective 1 Dec 01.  
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3.  CIVILIAN THRIFT SAVINGS PLAN OPEN SEASON, NOV 15 - JAN 31. Civilian employees have the opportunity to participate or change their contributions in the Thrift Savings Plan during the current Open Season.  Employees may once again increase their contribution amounts by one percent during this Open Season ( to a maximum of 12% for FERS and 7% for CSRS).  All are encouraged to make desired changes early to avoid the rush and to ensure the change is processed without delay.  The web site for TSP changes is http://www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.htm>.  Changes can also be made using the BEST automated phone system at 1-800-997-2378.

4.  LEAVE RESTORATION- AUTOMATIC EXIGENCY DUE TO NATIONAL EMERGENCY:  Federal civil service employees have a maximum limitation on the number of annual leave hours they can retain.  As a general rule, most federal employees can “carry over” a maximum of 240 hours of annual leave from one leave year to the next.  If they have more than 240 hours of annual leave, they must use that leave before the end of the leave year, or forfeit it.  However, there is an exception to this rule that allows employees to have their annual leave restored when an “exigency of the public business” requires them to stay on the job.

On 14 Sep 01, President Bush declared a “National Emergency by Reason of Certain Terrorist Attacks” on the World Trade Center and the Pentagon.   This constitutes an exigency of the public business, which justifies the restoration of any forfeited annual leave in excess of the maximum allowable limits.  Consequently, the Office of Personnel Management issued interim regulations, which became effective on 2 Nov 01.  The regulations provide that employees who would forfeit excess annual leave because of their work to support the nation during the emergency will be deemed to have scheduled their excess leave in advance, and may therefore have their annual leave restored as well. This automatic exigency authorization does not apply to requests for leave restoration for other reasons. 

Requests for restoration of annual leave must be coordinated through the Civilian Personnel Flight (CPF). Specific procedures to request restoration will be published by the CPF prior to 12 Jan 02, the end of the current leave year. 
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5. Managers/Supervisors:  This is a good time to take a look at your employees’ job descriptions before the Civilian Personnel Flight deploys to the new CIVMOD system on 15 Feb 02.  You’re looking to see if the description is on an AF form 1378.  If it is, that form is soooooo old it precedes The Beatles.  Maybe it’s a good time to update it and put it into the Core Personnel Document format (CPD).  This document incorporates the critical job duties, the performance plan and the knowledge, skills and abilities to perform the job.  You’re probably saying to yourself, “Why bother!  I can wait until it becomes vacant.”  The problem with waiting is that the AF Personnel Center uses the job descriptions to put together announcements for vacancies.  They actually cut and paste duties from the job description to the announcement rather than type in the words.  They cannot cut and paste from an AF form 1378.  Instead, the personnel clerk must type in the critical duties from the description.  That takes time and may delay your position being announced.  So do the smart thing and put the description in the right format.  There’s software to help you.  Just go to www.afpc.randolph.af.mil/permiss <http://www.afpc.randolph.af.mil/permiss> (click on Civilian Subject Areas, Position Management/Classification Program, find the info on the Core Personnel Document).  The Classification Section of the Civilian Personnel Flight is available to assist you.  (Kopman/21 MSS/DPCC/6-4722)

REPEAT ARTICLESREPEAT ARTICLESREPEAT ARTICLESREPEAT ARTICLES

1.  OFFICE OF PERSONNEL MANAGEMENT (OPM) INFORMATION WEB SITE AVAILABLE FOR MANAGERS AND EMPLOYEES.   A new OPM web portal is now available which provides quick access to practical, timely resources to help managers carry out their responsibilities in these challenging times. The web address is <http://www.opm.gov/ehs/terrorism.htm>.  

2.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP) ASSITANCE NEEDED:  Civilian annual leave donations are needed for the following employees. Individuals wishing to donate annual leave or are seeking additional information, call the Civilian Personnel Flight, Workforce Effectiveness Section at 556-9231 or email at Theresa. Dickson@Peterson.af.mil <<mailto:Dickson@Peterson.af.mil>>.  POC 21 MSS/DPCE, Theresa Dickson.    

Ms. Linda Orlicky, HQ AFSPC/CVYA, Peterson AFB CO.  Ms. Orlicky will undergo reconstructive knee surgery.

Ms. Shanon Bowman, 10th Air Base Wing, USAF Academy CO. Ms. Bowman is recovering from a serious medical condition

Ms. Alberta Perry, 325th Contracting Squadron, Tyndall AFB FL.  Ms. Perry is recovering from spinal surgery.

Mr. Richard Fuller, 325 CS/SCMT, Tyndall AFB FL.  Mr. Fuller is recovering from a stroke.

Mr. Mackey Tyndall, Tyndall AFB FL.   Mr. Tyndall has severe orthopedic problems with muscular disease.

Mr. Thomas D. Morris, USSPACECOM, J2FPD, Peterson AFB CO.  Mr. Morris suffered two broken arms when he fell off a ladder.  
Ms. Marsha Crisman, Hq USSPACECOM/J33, Peterson AFB CO.  Ms. Crisman is undergoing chemotherapy treatment.  
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