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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 AHEAD TO MAKE AN APPOINTMENT. the sECTION TELEPHONE NUMBERS ARE LISTED BELOW:

 

sTAFFING
556-8050 
CLASSIFICATION
556-5729

WORKFORCE EFFECTIVENESS
556-4737

MAIN DESK
556-4775
 [image: image2.wmf] 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! 

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:  
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/
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1  Do I have to use CAC to get into PARIS? (or, for employees:  “to access my Electronic Personnel Folder?”)  No, just click “Cancel” and then log in normally with your account name and password.  If you don’t already have an account and password, you can still create one. The bottom line is: you don’t have to use CAC if you don’t have one or don’t want to use it.  The following excerpt, found at https://www.afpc.randolph.af.mil/afpcsecure/PKIInfo.asp tells the whole story. 

IMPORTANT NOTICE FOR AFPC SECURE USERS

                                                                                                                                                        
Effective 15 October 2002 our web site has been PKI enabled for use of DoD PKI certificates. If you have a Common Access Card (CAC) or a DoD PKI software certificate loaded to your browser (Microsoft Internet Explorer or Netscape) you will be able to more easily establish an account and access our web site. The URL is the same: https://www.afpc.Randolph.af.mil/afpcsecure 

Important Information for Microsoft Internet Explorer Users: 

If you visit our site without your DoD PKI certificate loaded, you will need to click “OK” or “Cancel” to get to our regular UserID and Password Login Page. You can then obtain all the information you’ll need to configure your browser to access our site using your DoD PKI certificate (click on “CAC and DoD PKI Information”). 

If you have already configured your browser for use with your DoD PKI certificate, you will be asked to enter your PIN (CAC inserted) or password (software certificate) to support the dual factor authentication; Click “OK” when you see your certificate in the “Client Authentication” dialog box, and enter your PIN or password when prompted. You will then be given access to AFPC Secure. 

Important Information for Netscape Users: 

If you visit our site without your DoD PKI certificate loaded, you will need to click “OK” when a “No User Certificate” message is received. This will take you to our UserID and Password Login Page, and allow you to obtain all the information you’ll need to configure your browser to access our site using your DoD PKI certificate (click on “CAC and DoD PKI Information”). 

If you have already configured your browser for use with your DoD PKI certificate, you Click “Continue” when the “Select A Certificate” dialog box displays and click “Continue” again after successfully entering your PIN (CAC inserted) or Password (software certificate only). 

All DoD PKI Certificate Users (CAC and Software certificate): 

Follow the instructions presented by our application. You will be asked to provide your SSAN, and to select the correct category, either “U.S. Air Force Military”, “U.S. Air Force Civil Service”, or “Contractor or Other Affiliation”. Contractors and personnel not in the Air Force personnel databases will select the last category. You will next be required to enter your phone (DSN preferred) (Required), FAX phone number (Optional), and your correct Government E-Mail address (Required). After clicking on the “Submit” button, your account is established. If you currently have an active AFPC Secure account, your phone number and e-mail information will be displayed for you. You must only confirm the information is still correct and click on “Submit”. You will immediately be allowed to access all web applications you are authorized. Please familiarize yourself with the security features of AFPC Secure by reading our Security Tips and other information on the login page, and our Security FAQ after you establish your DoD PKI account. 

Access to our application via UserID and Password is still possible from workstations without readers or a software certificate browser, e.g. from home or while away from your personal workstation at work. If you elect not to establish a UserID/Password, your account will not be accessible from home. If you choose not to create a UserID and Password now you may create them later by selecting that option at the bottom of the Main Menu. However, you will need to connect to AFPC Secure using your DoD PKI certificate in order to do this, or wait until your certificate expires, or your account has been inactive for 120 days. Previous functionality of AFPC Secure is the same.
2. Upcoming PARIS Downtime - from 19 - 22 Oct 02, AFPC is upgrading the Storage Area  Network (SAN) on which the PARIS database resides.  During this time, PARIS, to include the EOPF  (Electronic Official Personnel File), will not be available to customers.  Customers will again be able to access PARIS and their EOPF on 23 Oct 02.   Thank you for your patience as we work through this issue.  (AFPC sends)

3. GETTING STARTED ON THE RIGHT FOOT AND FINACIAL EDUCATION SEMINARS - We have coordinated a pilot seminar which discusses financial planning for civilians working within the federal government.  "Getting Started On The Right Foot" is an on-site seminar which covers budgeting and cash management, federal benefits (FERS, TSP, FEGLI, FEHB and LTC), and basic financial planning.  The seminar is designed for federal epmployees with less than five years of federal service.  This seminar is scheduled for 19 Nov 02 from 12:30 - 16:00 in bldg 350, civilian personnel training room.  Seminar is limited to 30 individuals.  To attend contact Mr. Gropp, 6-7524 or e-mail at mailto:richard.gropp@peterson.af.mil
We've also set up a financial education seminar for those civilians who have been in the federal sector for more then 5 years.  This seminar will cover cash planning, debt management and asset classes.  This seminar is scheduled for 20 Nov 02 from 08:30-12:00 and will be held in the civilian personnel training room in bldg 350. Room is limited to the first 30 individuals to sign up.  To attend contact Mr. Gropp, 6-7524 or e-mail at mailto:richard.gropp@peterson.af.mil
4.  TSP OPEN SEASON BEGAN 15 OCT AND RUNS THROUGH 31 DEC 02.  During this open season, Federal Employees Retirement System (FERS) employees will be allowed to contribute up to 13% of their basic pay, and Civil Service Retirement System (CSRS) employees 8%.  The new contribution amounts will be effective 1 Dec 02, 15 Dec 02, 29 Dec 02 and 12 Jan 03.  The effective date of a change in contribution is dependent upon the date the employee makes their contribution election, i.e., if an employee makes their election between 15 Oct and 30 Nov, their new contribution amount will be effective 1 Dec 02, if the employee makes their election between 1-14 Dec it will be effective 15 Dec 02, if the employee makes their election between 15 - 28 Dec 02 it will be effective 29 Dec 02 and if the employee makes their election between 29 - 31 Dec 02 it will be effective 12 Jan 03.  TSP is a significant part of retirement income for employees covered under the Federal Employees Retirement System (FERS).  This open season AFPC is again mailing personal letters to all FERS employees who are not participating in TSP, to new FERS employees who are eligible to participate in TSP, and to FERS employees that may be affected by the annual limit on elective deferrals. 
5. VOTING IN ELECTIONS.  Tuesday, November 5th is Election Day throughout Colorado.  The polls here in the Colorado Springs area normally open at 7 AM and close at 7 PM.  Generally, the vast majority of our civilian employees who work at the Peterson Complex can readily vote at their local polling place either before coming to work or after work.  However, there are special provisions to permit excused time to vote.   Two of the more common examples of this is an individual whose residence is rather distant from Peterson AFB or an employee who has an unusual work schedule that would not allow him or her to arrive at the polling place timely.  If any special arrangement is needed, employees need to make arrangements with their supervisor for their absence in order to vote. 

 

6.  LONG TERM CARE OPEN SEASON ENDS 31 DECMBER.  Employees should take a look at OPM's web Bulletin Board and scroll down a bit for the latest entry -- the Top Ten Considerations When Deciding to Purchase Long Term Care Insurance.  Here's a link to the Bulletin Board:  http://www.opm.gov/insure/ltc/#bbs -or- go directly to the press release from Long Term Care Partners on this subject by using this link:  http://www.opm.gov/insure/ltc/topten/release.htm

REPEAT ARTICLES
1.  SCHEDULING OF ANNUAL LEAVE: The leave year-end date of 11 Jan 03 is fast approaching. Supervisors should have already verified established leave schedules as of 30 Aug 02 to ensure that all employees are given a reasonable opportunity for a vacation and to use any leave they would otherwise forfeit at the end of the leave year. Positive action must be taken before the beginning of the third full pay period [01 Dec 02] prior to the end of the leave year to schedule or reschedule canceled leave so as to avoid situations where employees approach the end of the leave year with a significant amount of annual leave that must be used or forfeited. Written leave schedules will be used to certify proper scheduling had been accomplished when requesting restoration of forfeited annual leave. Supervisors should maintain their employee's leave schedule in the Supervisor's Employee Work Folder (971 file). Failure on the employee's part to schedule annual leave does not relieve management of its responsibility to assure that the leave is in fact scheduled for use. However, when employees choose not to request or use annual leave to avoid forfeiture, they are not entitled to have forfeited leave restored for later use.
2. FY 03 CIVILIAN PERSONNEL TRAINING SEMINARS: The following training seminars are being offered to civilian employees serviced by the Peterson AFB Civilian Personnel Flight (CPF). All classes will be held in the Mission Support Building, Bldg 350, Civilian Personnel Flight Training Room 1113. Seminar times will normally be 0830-1630. You may sign up no sooner than two months prior to the start date. 
Each seminar will seat 28 students. To reserve a seat, please email the individual identified as the point of contact (POC) for each seminar grouping. Once classes are filled we will develop a waiting list of interested employees. In the past we have been able to accommodate most employees and supervisors with their requests. Please ensure that if you reserve a seat and must later cancel that you let us know ASAP so we can schedule others to attend.
a. SUPERVISORY SEMINARS: 

POC is Ms. Sagapolutele (Bev)  <mailto:beverly.sagapolutele@peterson.af.mil>
(1). CIVILIAN PERSONNEL MANAGEMENT COURSE (CPMC) - This course is required for military and civilian supervisors of three or more civilian employees. Supervisors of less than three civilian employees may attend on a space available basis. The course 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 Absences, Awards Program, Constructive Discipline and Adverse Actions, Performance Management, Injury Compensation, Training, and Labor Management Relations, and Grievances and Appeals. Instructor: Ms. Shirley Jack. Course dates: 22-25 OCT, 14-17 JAN, 22-25 APR, 22-25 JUL
(2). MILITARY PERSONNEL MANAGEMENT COURSE (MPMC): This course is required for civilian supervisors of three or more military personnel unless an equivalent course has been taken and entered in your civilian data record. Other supervisors may attend on a space available basis only. 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), Leave Management Program, Promotions/Recognition, Officer Performance Reports /Enlisted Performance Reports (OPRs/EPRs), Professional Military Education (PME), Discipline/Standards, Retention Issues, Mentoring, Weight & Management Program and Military Administrative Issues. Instructor: Ms. Sandra King. Course dates : 6-7 JAN 03, 23-24 JUN 03
(3). AIR FORCE SUPERVISOR'S COURSE (AFSC). This course is required for civilian supervisors of three or more civilian employees unless an equivalent course has been taken and entered in your civilian data record. Supervisors of less than three civilian employees may attend on a space available basis. The course provides information and an understanding of leadership skills, supervisory skills, communication skills and management skills including conflict resolution, problem solving, performance management and workforce diversity. Instructor: Ms. Sandra King. Dates: 8-10 JAN 03, 25-27 JUN 03 
b. PRE-RETIREMENT SEMINARS (partial listing): All Federal employees should begin retirement planning early in their careers. The following comprehensive two-day seminars will provide valuable information about retirement planning and ways to ease the transition into retirement. If you are within ten years of your retirement eligibility date, these seminars will give you answers and recommendations to make informed decisions. The seminar speakers, all experts in their field, will challenge you to ask tough questions. Seminars are broken down into a number of components that discuss considerations necessary for planning for retirement, including: Federal Retirement Benefits, Thrift Savings Plan, Insurance, Medicare and Social Security Benefits, Financial and Tax Planning, Estate Planning, Life After Retirement and Second Careers. Seminar dates are:
PRE-RETIREMENT SEMINAR - FERS EMPLOYEES (FULL ASK FOR WAITING LIST) 07-08 NOV 02
PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 05-06 DEC 02
MID-CAREER SEMINAR - FERS EMPLOYEES (SEATS AVAILABLE) 30-31 JAN 03
PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 13-14 FEB 03
MID-CAREER SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 13-14 MAR 03
POC for sign up is Ms. Theresa Dickson at email <mailto:Theresa.Dickson@Peterson.af.mil
3.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP) ASSISTANCE NEEDED. Civilian annual leave donations are needed for the following employees. Individuals wishing to donate annual leave or seeking additional information should contact Theresa.Dickson@Peterson.af.mil <mailto:Theresa.Dickson@Peterson.af.mil> .
Ms. Diane Juarez, SMC Det 11/CSW, Peterson AFB CO.  Ms. Juarez is recovering from major surgery.
Mr. Gary McDonald, USSPACECOM, N-SP/FDO, Peterson AFB CO. Mr. McDonald suffered a stroke of the optic nerves (Blindness).
Mr. Amos Bond, 302MXS/LGMPE, Peterson AFB CO. Mr. Bond underwent emergency quadruple heart by-pass surgery.
Mr. Ricardo Santo, 21 SOPS SFOS, Onizuka AFS CA. Mr. Santo is recovering from quadruple coronary bypass surgery.
Ms. Mary Shepherd, HQ AFRC/DPM, Robins AFB GA. Ms. Shepherd has health problems.
Ms. Annie Easton, 89 MSS/DPC, Andrews AFB MD.  Ms. Easton suffered a major stroke.
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