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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. 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. 

2.  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.  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. 

-  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.  Termination of dues allotment will become effective at the beginning of the first pay period after submission.  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.
3.  CIVILIAN PERFORMANCE APPRAISAL TIME IS NEAR.  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.

4.  CIVILIAN PERFORMANCE APPRAISALS-QUALITY CONTROL MONITOR TRAINING.  Each year, organization commanders are asked to appoint a Quality Control Monitor (QCM) in their organization to serve as a liaison between the Civilian Personnel Flight (CPF) and organization supervisors and employees.  Currently, two briefings have been scheduled to train appointed QCMs.  Each QCM should attend one of these sessions.  The briefings are scheduled for 12 Feb 02 at 1400 hours and 20 Feb 02 at 1400 hours.  Both sessions will be held at Peterson AFB in the Mission Support Conference Room of Building 350.  An additional briefing will be held at Schriever AFB and will be announced in the near future. 
5. REVISED CIVILIAN LEAVE AND ABSENCE SUPPLEMENT:  The revised 21st Space Wing Supplement 1 to AFI 36-815, Absence and Leave, has now been published and applies to all personnel serviced by the Civilian Personnel Flight.  AFI 36-815 explains how much leave employees earn, when and under what conditions employees are granted annual leave, sick leave, leave without pay, and other specialized forms of leave and absence.  The revised 21st Space Wing Supplement includes changes in levels of approval authority for some actions and should be reviewed by all supervisors of civilian employees.  Also, the following 21 SW forms have been updated in the revised supplement and should be used in all future transactions:  21 SW Form 237, Civilian Personnel Base Clearance;  21 SW Form 298, Request for Approval of Exigency;  21 SW Form 298A, Request for Restoration of Forfeited Annual Leave;  21 SW Form 322, Request for Advance Sick Leave;  21 SW Form 325, Application for Voluntary leave Transfer Program.  The above forms and supplemented AFI are available electronically at the 21st Space Wing Publishing site at <https://halfway.peterson.af.mil/publish> 
6. EMPLOYEES CAN RETAIN TRAVEL PROMOTIONAL ITEMS.  Section 1116 of the National Defense Authorization Act for Fiscal Year 2002, signed into law on December 28, permits employees to retain promotional items, such as frequent flyer miles, received as a result of government travel.  These changes have been reflected in the Joint Travel Regulations. These changes are reflected in the following web link: http://141.116.74.201/regchgs.htm#JFTR
7.  REVISED FORM CA-7, CLAIM FOR COMPENSATION:  Effective immediately, the revised Form CA-7 replaces ALL prior versions of Forms CA-7 and CA-8.  Existing supplies of Forms CA-7 and CA-8 may be used ONLY until supplies of the revised Form CA-7 are obtained.  The form can be found at <http://www.dol.gov/dol/esa/public/regs/compliance/owcp/forms.htm>, individuals wishing additional information can call the Civilian Personnel Flight, Workforce Effectiveness Section or email to Sadie.Petersen@peterson.af.mil.
******REPEAT ARTICLES******
1.  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 to Theresa. Dickson@Peterson.af.mil 
Ms. Marsha Crisman, Hq USSPACECOM/J33, Peterson AFB CO.  Ms. Crisman is undergoing chemotherapy treatment.  

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

Mr. Jerry Brown, Vandenberg AFB CA.  Mr. Brown will be caring for his spouse who is undergoing chemotherapy treatment.

2.  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,  Beverly.Sagapolutele@peterson.af.mil 

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES  

(SEATS AVAILABLE)
06-07 FEB 02

MID-CAREER RETIREMENT SEMINAR - CSRS EMPLOYEES  
(SEATS AVAILABLE)
07-08 MAR 02

POC:  Theresa Dickson,  Theresa.Dickson@peterson.af.mil)  
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