


[image: image1.wmf] 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 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>>>


[image: image2.wmf]THE CIVILIAN PERSONNEL FLIGHT MAINTAINS A LOCAL WEB SITE TO PROVIDE YOU WITH ALL THE UP TO THE MINUTE INFORMATION.   LOAD THIS INTO YOUR "FAVORITES":  http://www.peterson.af.mil/21mssdpc
New Articles

1. ANTICIPATED SES VACANCIES IN ACQUISITION PROGRAM MANAGEMENT:
> Two new AFMC Senior Executive Service vacancy announcements open 21 Dec 01.  This recruiting activity is initiated in advance of the final determination to vacate these positions early in 2002.  Both incumbents have been detailed to other duties pending reassignment.  Recruitment activity for one or both of the following positions may be terminated if the need to backfill changes.  This recruitment search for SPD SES candidates is combined with the open announcement for the AAC/YA vacancy (AF SES 01-20) which has been extended to close on 25 Jan 02.  Applicants need only to submit one application to be considered for all three vacancies.  

> 

> If you have any problems reading the attached or have questions concerning these announcements or the information required to apply, please contact Debi Lippincott, HQ AFMC/DPK.  Also, the announcements can be accessed through the HQ AFMC/DPK Home Page (http://www.afmc.wpafb.af.mil/HQ-AFMC/DP/dpk).   We rely on you as senior leaders and mentors to ensure widest dissemination to potential candidates within your organization and through your external contacts.   Corporately, we are seeking the highest quality leaders, with added emphasis on the recruitment of members of underrepresented groups.

> 

> 

> AF SES 01-23

> PROGRAM DIRECTOR, JOINT AIR-TO-SURFACE STANDOFF MISSILE, ES-1101

> AIR ARMAMENT CENTER  

> EGLIN AFB FL

> 

> OPENS:  21 DEC  01


CLOSES:  25 JAN 02

> 

> >  <<01-23.doc>> 

> AF SES 01-24

> PROGRAM DIRECTOR, MOBILITY SYSTEM PROGRAM OFFICE, ES-1101

> AERONAUTICAL SYSTEMS CENTER  

> WRIGHT-PATTERSON AFB OH

> 

> OPENS:  21 DEC  01


CLOSES:  25 JAN 02

> >  <<01-24.doc>> 

> AF SES 01-20

> PROGRAM DIRECTOR, AIR-TO-AIR JOINT SYSTEMS PROGRAM OFFICE

> AIR ARMAMENT CENTER  

> EGLIN AFB FL

> 

> OPENS:  11 DEC  01
CLOSES:  15 JAN 02  EXTENDED CLOSING DATE:  25 JAN 02
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2. AF Wide Announcement - IT Specialist, NH-2210-II   Acquisition Demo position, located at Edwards AFB, CA. 
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3. AF Wide Announcement - Funds Manager (I&S Program Manager), NH-05 01-III. Funds Manager (I & S Program Manager) located at Edwards AFB, CA.
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4.  The following AFMC Scientific & Professional (ST) vacancy announcements open 17 Dec 01.  The closing date is 22 Mar 02.  If you have any problems reading the attached or have questions concerning these announcements or the information required to apply, please contact Debi Lippincott, HQ AFMC/DPK.  Also, the announcements can be accessed through the HQ AFMC/DPK Home Page (http://www.afmc.wpafb.af.mil/HQ-AFMC/DP/dpk).   We rely on you as senior leaders and mentors to ensure widest dissemination to potential candidates within your organization and through your external contacts.   Corporately, we are seeking the highest quality leaders, with particular emphasis on the recruitment of members of underrepresented groups.

> 

> A summary of the position vacancies follows:

> 

> AF-ST 01-21

> SENIOR SCIENTIST, COMPOSITE MECHANICS

> Materials and Manufacturing Directorate

> Air Force Research Laboratory

> Wright-Patterson AFB OH

> 

> OPENS:  17 Dec 01



CLOSES:  22 Mar 02

> Serves as senior research scientist and independent researcher in the field of Air Force advanced composite materials processing and mechanics.  The incumbent serves to focus research and development efforts associated with advanced composite materials processing and mechanics technology and to strengthen the in-house activities of the laboratory.  Conceives, plans, and advocates major research and development activities; consults with the Director of Materials and Manufacturing, division chiefs and staff concerning the total research program and results; monitors and guides the quality of scientific and technical resources; and provides expert technical consultation to other Air Force organizations, DOD and government agencies, universities and industry.  Position requires an internationally recognized authority in the field of advanced composite materials processing and mechanics technologies with the ability to conceive, conduct and lead advanced research and development!

t.  The incumbent must make significant contributions to the advancement of knowledge in the field as evidenced by numerous important scientific publications and by citation of the work by others, and by receipt of patents and/or awards.

> 
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> AF-ST 01-22

> SENIOR SCIENTIST, MATERIALS FOR MICRO AND NANO SYSTEMS

> Materials and Manufacturing Directorate

> Air Force Research Laboratory

> Wright-Patterson AFB OH

> 

> OPENS:  17 Dec 01



CLOSES:  22 Mar 02

> 

> Serves as senior research scientist and independent researcher in the field of materials science and engineering related to micro electro mechanical systems (MEMS) or nano electro mechanical systems (NEMS) technology.  The incumbent serves to focus research and development efforts associated with materials for micro or nano systems technology and to strengthen the in-house activities of the laboratory.  Conceives, plans, and advocates major research and development activities; consults with the Director, division chiefs and staff concerning the total research program and results; monitors and guides the quality of scientific and technical resources; and provides expert technical consultation to other Air Force organizations, DoD and government agencies, universities and industry.  Position requires an internationally recognized authority in the field of materials for micro or nano systems technology with the ability to conceive, conduct and lead advanced research and development.  The incumbent must make significant contributions to the advancement of knowledge in the field as evidenced by numerous important scientific publications and by citation of the work by others, and by receipt of patents and/or awards.
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5. The following AFMC Scientific & Professional (ST) vacancy announcement opens 30 Nov 01.  The closing date is 4 Mar 02.  If you have any problems reading the attached or have questions concerning this announcement or the information required to apply, please contact Debi Lippincott, HQ AFMC/DPK.  Also, the announcement can be accessed through the HQ AFMC/DPK Home Page (http://www.afmc.wpafb.af.mil/HQ-AFMC/DP/dpk).   We rely on you as senior leaders and mentors to ensure widest dissemination to potential candidates within your organization and through your external contacts.   Corporately, we are seeking the highest quality leaders, with particular emphasis on the recruitment of members of underrepresented groups.

> 

> Summary of the position vacancy follows:

> 

> AF-ST 01-19

> SENIOR SCIENTIST, ACQUISITION, TRACKING AND POINTING

> Directed Energy Directorate

> Air Force Research Laboratory

> Kirtland AFB NM  

> 

> OPENS:  30 Nov 01

CLOSES:  4 Mar 02

> 

> Serves as senior research scientist and independent researcher in the field of optical acquisition, tracking, and beam pointing technology. The incumbent serves to focus research and development efforts associated with acquisition, tracking and beam pointing technology to increase the Air Force capability for medium to high energy laser weapon systems and other laser related optical applications and to strengthen the in-house activities of the laboratory.  Conceives, plans, and advocates major research and development activities; consults with the Director of Directed Energy, division chiefs and staff concerning the total research program and results; monitors and guides the quality of scientific and technical resources; and provides expert technical consultation to other Air Force organizations, DOD and government agencies, universities and industry.  Position requires an internationally recognized authority in the field of acquisition, tracking and beam pointing technology with the ability to conceive, conduct and lead advanced research and development.  The incumbent must make significant contributions to the advancement of knowledge in the field as evidenced by numerous important scientific publications and by citation of the work by others, and by receipt of patents and/or awards.
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6.Air Force wide announcement for a Management Analyst, NH-0343-II located at Edwards AFB, CA. 
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7.CIVILIAN MODERNIZATION (CIVMOD) BRIEFING SLIDES:
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8. MESSAGE FROM AFPC:  AFPC SECURE Web Page ACCESS.  You may experience problems with connectivity to AFPC Secure Web Page.  These issues are affecting all customers, and resolving them is a top priority.  Unfortunately there is no easy overnight fix.  The cause of these problems are server overload, and the server quickly becomes saturated.  There are several changes coming in the next days, weeks, and months that will help to alleviate and eliminate problems for everyone: The Web Administrators have several initiatives underway to improve service, and are working them as fast as we can.  Thanks for your patience .....
9.   Union Dues Allotment/Termination (Bargaining Unit Employees).  -  Bargaining unit members can initiate dues allotment at any time by contacting the AFGE Local #1867 office at 333-3213 to complete a SF 1187, Request for Payroll Deductions for Labor Organization Dues.  The Union will forward the completed form to the Labor Relations Officer (LRO) in the Civilian Personnel Flight, who will then forward it to Civilian Pay to begin allotments.  In accordance with the Peterson Complex collective bargaining agreement (CBA), Article 8, Section C, allotments become effective at the beginning of the first pay period after receipt of the form by Civilian Pay, and continue in effect until automatically or voluntarily cancelled. 

-.  Dues allotments are automatically terminated when an employee leaves the bargaining unit, through such personnel actions as separation, transfer to another installation, or placement in a non-bargaining unit position.  Article 8, Section D of the CBA lists other conditions under which allotments would be automatically terminated. 

-  In accordance with Article 8, Section E, employees may voluntarily terminate allotments during the month of February each year, as long as the employee's allotment authorization has been in effect for at least one year.  Bargaining unit members who wish to voluntarily cancel their union dues allotment should contact the LRO to request a SF 1188, Cancellation of Payroll Deductions for Labor Organization Dues.  The employee must complete the SF-1188 and return it to the LRO by the end of February.  The LRO then forwards the SF 1188 to Civilian Pay.  Termination of dues allotment will become effective at the beginning of the first pay period after receipt in Civilian Pay.  Any requests received after the end of February will be returned, and the employee will have to wait until the following February to  voluntarily cancel dues allotment. 

-  Note that the timing of initiating dues allotment can affect when you are eligible to have the allotment terminated.  For example, if you initiated dues allotment in February 2001, you may have the allotment terminated in February 2002.  However, if you initiated dues allotment in March 2001, you may not be eligible to terminate the allotment until February 2003 because in February 2002 your authorization will not have been in effect for one year.
10.  CIVILIAN PERFORMANCE APPRAISALS.  The current civilian performance appraisal period will close on 31 Mar 02.  As a reminder, supervisors departing between 1 Jan 02 and 31 Mar 02, must complete an appraisal for each of the civilian employees they have supervised a minimum of 90 calendar days.  Supervisors must also complete an appraisal for each employee they have supervised for a minimum of 90 calendar days, who transfers to another position within the Air Force during this period and forward the appraisal to the Civilian Personnel Flight for appropriate action.  Training will be announced in the near future for organizational Quality Control Monitors (QCMs).  
11.  REQUEST FOR LEAVE RESTORATION -- AUTOMATIC EXIGENCY DUE TO NATIONAL EMERGENCY:  -  Employees who must forfeit excess annual leave because of their work to support the Nation during the national emergency, are entitled to restoration of their forfeited annual leave.  The effective date for this exigency is 2 Nov 01 through the end of the current leave year, 12 Jan 02. 

To request restoration, the affected employee must submit 21 SW Form 298A, Request for Approval of Restoration of Forfeited Annual Leave, through his or her supervisor, to the Civilian Personnel Flight, Workforce Effectiveness Section (21MSS/DPCE).  The following documentation must be attached to the 298A submission:


-  Last Leave and Earnings Statement (LES) of the leave year, for pay period ending 

12 Jan 02, establishing the number of hours forfeited.


-  Supervisory statement certifying the employee was engaged in work in support of the national emergency.   The supervisor certifies the exigency by completing Part A of 

21 SW Form 298, Request for Approval of Exigency.  The supervisory statement should be inserted in the “Description of Exigency” section of this form and specifically state the employee “Was engaged in work in support of the National Emergency by Reason of Certain Terrorist Attacks.”
-  Restoration requests should be submitted to 21 MSS/DPCE for review within 30 calendar days following the end of the leave year (by 11 Feb 02).  Following coordination, the CPF will forward copies of the Forms 298 and 298A to the Civilian Payroll liaison for submission to DFAS.  The forms will be returned to the supervisor for retention and to provide a copy to the employee. 

-  Employees who receive restored leave of 416 hours or less under this provision, must schedule and use all restored leave by the end of the leave year in progress 2 years after the date the employee is no longer subject to the exigency.  The Air Force will extend that period by one leave year for each additional 208 hours of excess annual leave or any portion thereof.  Use of restored leave is documented on the time and attendance record as “LP, LQ or LR” rather than the normal leave code of “LA”.  The leave restoration forms can be obtained from the 21st Space Wing Publishing site at: <https://halfway.peterson.af.mil/publish>.  Specific questions relating to leave restoration under this provision can be addressed to your servicing Employee Relations Specialist, or the Workforce Effectiveness Section hot line at 556-4737.

12.   VOLUNTARY LEAVE TRANSFER PROGRAM [VLTP] DONATION LIMITATIONS:    If you have use-or-lose leave that you would like to donate, you should be aware that the law states the maximum amount annual leave that you may donate is the lesser of (1) one-half of the amount of annual leave you were entitled to accrue during the leave year in which you make the donation or (2) the number of hours remaining in the leave year, as of the date of leave transfer, for which you are scheduled to work and receive pay.

EXAMPLE:  If you were entitled to accrue 160 hours of annual leave in 2001, the maximum amount of annual leave you may donate under restriction (1) would be 80 hours.  However, if on the date of leave transfer you have 80 hours of use-or-lose leave, and if you are scheduled to work only 16 more hours during the remainder of the leave year, then you may not transfer more than 16 hours of annual leave because of restriction (2).  Since you may not donate more than the lesser of these two amounts, you would only be able to donate 16 hours of annual leave.  Furthermore, if you can’t use all of the remaining 64 hours (80-16 = 64) of use-or-lose leave before the end of the of the leave year you will forfeit the unused hours.

13.  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 556-4737 or email at Theresa. 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. Marsha Crisman, Hq USSPACECOM/J33, Peterson AFB CO.  Ms. Crisman is undergoing chemotherapy treatment

Mr. Thomas D. Morris, USSPACECOM, J2FPD, Peterson AFB CO.  Mr. Morris suffered two broken arms when he fell off a ladder. 

Mr. Wayne Glenn, HQ AFSPC/SCX, Peterson AFB CO.  Mr. Glenn is recovering from knee replacement 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.

Ms. Veronica Cruz, Patrick AFB FL.  Ms Cruz will be caring for her spouse who was severely injured during the terrorist attack on the Pentagon on 11 Sep 01.

14.  CIVILIAN PERSONNEL FLIGHT TRAINING PROGRAM/SEMINARS - The following training/retirement 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 0830-1630.  To reserve a seat, please e-mail the individual identified as the point of contact (POC) for each group of seminars.  These courses are funded from appropriated fund dollars, herefore we need to ensure every seat is filled. 
Civilian Personnel Managers Course (CPMC)                          (SEATS AVAILABLE)    22-25 JAN 02

Air Force Supervisors Course (AFSC)



(SEATS AVAILABLE)
20-22 FEB 02

POC:  Beverly Sagapolutele, mail to: Beverly.Sagapolutele@peterson.af.mil)
MID-CAREER RETIREMENT SEMINAR - FERS EMPLOYEES  
(SEATS AVAILABLE)
10-11 JAN 02

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES  

(SEATS AVAILABLE)
07-08 FEB 02
POC:  Theresa Dickson,mailto:Theresa.Dickson@peterson.af.mil)  

15.  MISSION CRITICAL (MC) STATUS FOR GOVERNMENT TRAVEL CARD (GTC) CARD HOLDERS:  Members deployed to isolated locations may face difficulty in paying their GTC in a timely fashion. If mission requirements prevent the member from paying his/her bill, there is a procedure in place to keep the member from having the card cancelled. The unit's Agency Program Coordinator (APC) can code the account as mission critical (MC). Past due accounts that are coded MC will still show as delinquent on reports, but the card will not be cancelled or suspended. Agency Program Coordinators are aware of the procedures necessary to code an account as mission critical. The MC code is for members who cannot pay their bill due to the length of deployment. The MC code is not to be used as a "corrective action" for someone who has had the opportunity, but failed to meet his/her financial obligation. (Above article summarizes of a recent email memo from HQ AFSPC/FM) 
16. CIVILIAN MODERNIZATION (CIVMOD) QUESTIONS/ANSWERS:

[image: image14.wmf]CivModQ&A.doc


17. CAREER BRIEFS:  The career briefs that are being distributed ARE NOT TO BE RETURNED TO THIS OFFICE.  They are for your information only, prior to conversion to CIVMOD.  We realize there is a statement on the product that indicates you are to return it to this office by 18Jan02 (on the first page); and the last page indicates also to return to staffing 554-4733 (the phone number is now 556-4733); PLEASE…do not return them to this office.  Any changes that need to be made will be addressed after conversion; the actual conversion date is 15 Feb, HOWEVER, the moratorium is anticipated to extend until 8 Mar (during which time no actions will be processed).  PLEASE…be patient…we will notify everyone when we are “operational” again.  Once operational, we establish procedures to review briefs with individuals, and notify everyone at that time.  Notification will be through this Civilian Personnel Newsletter. 

18. ARTICLE ISSUED BY FPMI Fed News Online, 31 Dec 01:  AIR FORCE PREPARED FOR MOVE TO NEW PERSONNEL SYSTEM

After a series of tests, mock database conversions and a lot of elbow grease, the Air Force will unveil a new personnel system beginning in March, according to an Air Force Print News article.  The article stated that the new modern personnel system would replace the legacy personnel system currently in place. The changeover means new equipment and new hardware to implement and use the new modern personnel system, which is designed to reduce cost, eliminate redundancy and improve efficiency.

The new system, expected to be online beginning in March, will eventually compensate for projected losses in the workforce. Air 

Force civilian employees can expect some major benefits from the new system.  The new system should be online the beginning of March, officials said. Air Force civilian employees will notice several benefits from the new system. For one, employees will be able to register their job and geographic preferences in a new Civilian Announcement Notification System. The employee will then be notified by e-mail when an employment vacancy exists that matches the employee's preferences.

Also, a new Employee Benefits Information System will allow employees to review and update benefits by Internet or over the phone, according to the article.

Happy New Year!!!!
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