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April 15, 2003

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! 

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>>>
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/>>  

1.  EXTRA RAISE TO BECOME LOCALITY PAY:  President Bush has issued an order on the extra 1 percent general schedule pay raise for 2003 contained in a budget measure enacted last month that as expected divides up the funds for the raise to be paid out as locality pay. The action means that GS employees will receive increases that will cause the total raise to range by locality from 4.87 percent in the San Francisco-Oakland-San Jose locality to 4.02 percent in the Kansas City locality. The largest locality, the catchall “rest of the U.S.” locality for areas outside one of the designated metropolitan areas, would get 4.03 percent total. Those figures include the 3.1 percent across-the-board GS raise that was paid in January by default when Congress and the White House last year failed to agree on a figure for 2003. spread out.  There could be variation among agencies on those policies, depending on payroll systems.  Source; FEDWEEK, 26 Mar 2003.

Note:  DFAS anticipates the local area .0962 increase will be paid on the following dates;  FWS employees, 25 April and GS employees, 9 May.

Note:  AFPC/DPC has updated the web links to 2003 OPM Pay Charts and the 2003 Pay Chart Spreadsheet (developed locally) which includes the additional 1%. 
2.  BEST ELECTRONIC NEWSLETTER  AVAILABLE.  Attached is the Benefits and Entitlements Service Team (BEST) Newsletter for April 2003.  If you would like to view previous editions of the newsletter or would like to subscribe, visit the BEST web site at:  http://www.afpc.randolph.af.mil/dpc/best/newsletters.htm.   The publication contains valuable and timely information regarding your benefits and entitlements and highly recommended for all as a “must read”.  
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3.  Contracting Career Program Technical Appraisal, AF Form 2620. The Contracting Career Program (CCP) office has received numerous phone calls regarding the use and application of the CCP technical appraisal (TA) prepared using the Air Force (AF) Form 2620.  The most current version of the AF 2620, is dated 20010501, and is the only version of the form authorized to be used when completing a technical appraisal. The technical appraisal must be accomplished concurrently with the employee's annual performance appraisal (AF 860A), for the period which ended 31 March 2003. 
The form is available on-line in the AF electronic publications library:

 (http://www.e-publishing.af.mil/forms/formlist.asp?puborg=AF&series=2600-2699). The timing and procedures for input have not changed. The TA is still required to be input so that it becomes effective on 1 June, same as the performance appraisal. Each CPF is responsible for the input of employee TA in the data system at each respective duty location. A technical appraisal is required to be completed for each employee assigned to the 1102 series at grade GS-11 and above or equivalent broad band category, except GS-15. Additionally, a TA may also be completed and input on those employees with qualifying experience or who have previously been in the 1102 series at a grade of 11 or higher.  Registration in the Contracting Career Program (CCP) is no longer a requirement for receiving a Technical Appraisal. Therefore, technical appraisals should be performed on all employees who meet the criteria outlined above.  If an employee does not wish to receive a TA, they are required to inform their supervisor in writing, and subsequently the CPF, of this fact. Ratings from the new TA will be used by the CCP to rank employees for referral for consideration in filling ONLY positions in the 1102 occupational series and ONLY for grades GS-12 through 14.  If you have any questions, please contact the Contracting Career Program office at DSN 665-4603.  Source; Air Force Personnel Center, Directorate of Civilian Career Management  Career Management Information letter  FY 03-05
4.  AIR FORCE CIVILIAN EMPLOYEES URGED TO REGISTER FAMILY CONTACT DATA. Civilian employees of the Air Force can benefit from the same next-of-kin notification process provided to the families of injured or killed uniformed airmen by providing their emergency contact information through the online Emergency Data System.  Very few Air Force civilian workers have registered so far, said Dr. James G. Roche, secretary of the Air Force.  The secure electronic form takes most people about 15 minutes to complete, officials said. It asks questions about which relatives should be contacted in an emergency and what their addresses and phone numbers are.  “With this system we have immediate access to civilian emergency contact information. But it only works if people take a few minutes on behalf of their families to provide the necessary data,” said Thomas Perry, chief of the casualty division.  Currently, most civilians’ emergency contact information resides only in the desk file of a person’s supervisor - not much help in the many cases where the supervisor is unavailable or access to the desk is impossible, said officials.  “We want to be able to do something we couldn’t do immediately after Sept. 11 - ensure we provide family members accurate and timely information about civilian Air Force people involved in an attack or an accident,” Perry said.  Civilian members can access their record by logging on the AFPC secure web page at www.afpc.randolph.af.mil/emds/default.htm. New users will need to first establish an account. Once logged in, civilians should press the “EMDS” button to access the form.  For more about the civilian EMDS call the Air Force Contact Center, 1-866-229-7074.  Source:  FedNews Online, 8 Apr 03.

5. MSPB CALLS FOR AGENCIES TO USE STRUCTURED INTERVIEWS IN ASSESSMENT OF CANDIDATES FOR FEDERAL JOBS.  In a report released on February 20, 2003, the Merit Systems Protection Board urges Agencies to use structured interviews in assessment of candidates for Federal jobs. According to the Board’s website, the report, entitled “The Federal Selection Interview: Unrealized Potential,” finds that structured interviews are twice as effective as unstructured interviews in predicting on-the-job performance. The Board Chairman, Susanne T. Marshall, is quoted as saying, “Selecting the wrong person for a Federal job can be an expensive mistake…According to research cited in our report, the costs can vary from $5,000 for an entry-level employee to $300,000 for an employee who makes a $100,000 salary. These estimates take into account such factors as wasted salary, benefits, severance pay, training costs, and the value of time spent in the hiring process. It is obvious, then, that agencies should use the best available tools when selecting a new employee.” The report in its entirety can be downloaded from the “Studies” area on the Board’s website, http://www.mspb.gov.

REPEAT ARTICLES
1.  HOT!!!  CIVILIAN PERFORMANCE APPRAISAL INFORMATION.  


- CIVILIAN PERFORMANCE APPRAISALS - SUPERVISORS.  The current, civilian performance appraisal period closed on 31 Mar 03.  Supervisors are encouraged to contact their servicing Employee Relations Specialist immediately if they have an employee with performance problems.  All appraisals and awards are due to the Civilian Personnel Flight (CPF) by 17 Apr 03 to ensure timely processing.  As a reminder, supervisors departing between 1 Jan 03 and 31 Mar 03, must complete an appraisal for each civilian employee they supervised for at least 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, then forward the appraisal to the CPF for appropriate action. 


- CERTIFICATION OF CIVILIAN PERFORMANCE PLANS.  Supervisors are reminded to review each of their civilian employees’ performance plans and ensure they are certified within 30 days of the beginning of the new rating period.  The new rating period begins on 1 Apr 03 and will close on 31 Mar 04.  Supervisors may want to consider discussing and recertifying performance plans with their employees when they meet to discuss their annual rating of record.   At the beginning of each rating period, supervisors should meet with each employee to review and discuss the employee’s performance elements and standards.  In addition, each employee who enters a new position or who is temporarily assigned for 120 days or more should be given a written performance plan.  These plans should normally be certified within 30 days of the beginning of each appraisal cycle, and within 30 days of the date an employee enters a new position or is temporarily assigned for 120 days or more.  An AF Form 860 should be used unless an Air Force Core Personnel Document (COREDOC) has been created for the position.  In this situation, the COREDOC should be used to evaluate the employee’s performance and a separate work plan should not be developed since this defeats the purpose of a COREDOC.  Any change to the COREDOC must be coordinated through the Classification Section and no changes to performance plans should be made within the last 90 days of the rating period.
2.   ARTICLES OF IMPORTANCE TO CIVILIAN EMPLOYEES WHO ARE RESERVISTS CALLED TO ACTIVE DUTY AND MILITARY RETIREES.  


- CIVILIAN APPRAISALS FOR EMPLOYEES ON LEAVE WITHOUT PAY-UNIFORMED SERVICE.  In order to be assigned a rating of record, an employee must have performed in the official position for 90 days or more during the appraisal period (1 Apr 02 through 31 Mar 03).  Employees, such as reservists on LWOP-US, must also meet this criteria in order to be assigned a rating of record at the end of the appraisal period.  If an employee has not worked at least 90 days against an approved performance plan, the appraisal period should be extended, when feasible, until the 90-day requirement has been satisfied and then a rating should be prepared within 30 days.  When it is not feasible to extend the appraisal period, for administrative purposes, the last rating of record and merit promotion factors are extended for the length of the active duty tour or until the employee’s restoration rights have expired, whichever occurs first.  Supervisors are responsible for submitting an “extended” Rating of Record (AF Form 860A) for each employee on LWOP-US and informing their organization’s Quality Control Monitor (QCM) and the Civilian Personnel Flight when an “extended” rating is submitted since these are not ratings of record for reduction in force (RIF) purposes.    


- LEAVE WITHOUT PAY-UNIFORMED SERVICE (LWOP-US) AND RETURN TO DUTY (RTD) PERSONNEL ACTIONS.  As a reminder, LWOP-US and RTD requests for personnel action must be submitted in a timely manner.  Late submission of these types of actions could impact an employee’s pay, cause benefits to be erroneously terminated and result in employees paying retroactive premium deductions.  POC:  Beverly Sagapolutele, 6-7073.  

- FEDEARL EMPLOYEE HEALTH BENEFITS (FEHB) DEDUCTION ISSUES FOR RESERVISTS.  Reservists who were on Leave Without Pay-Uniformed Service (LWOP-US) and had FEHB premiums erroneously withheld from their pay are asked to contact the Benefits and Entitlement Service Team (BEST) at 1-800-997-2378, not Civilian Pay.   Verification memos/remedy tickets will be issued by BEST only and will be sent to the FEHB Debt team (Pensacola) for further processing.  You may check the status of the process thru BEST.  


- THRIFT SAVINGS PLAN (TSP) FOR LWOP-US  ACTIVATED RESERVISTS.  An employee is not permitted to contribute to TSP during periods of separation or nonpay status but may make up contributions to the thrift savings plan missed to perform the military service upon exercise of restoration rights.  Employees must notify the CPF/AFPC that they are interested in making retroactive TSP contributions within 1 year of the restoration.  DFAS will compute the amount of missed contributions based on the TSP election that was in effect prior to LWOP/separation [NTE the amount allowed for tax-deferred contribution for the year(s) covered by the retroactive contribution].  All retroactive contributions are deducted from the employee’s pay following restoration IAW a schedule set by the employee.  There are limits on the maximum amount of time during which an employee can make up the missed contributions.  In addition, because the employee electing Separation-US is treated as any separated employee, he/she may choose to withdraw TSP monies after separation and, if desired, may reinvest the full amount of the withdraw with TSP upon restoration.  This entitlement is described in the TSP Fact Sheet at:  http://www.tsp.gov/uniserv/forms/oc95-5.pdf  


 - MILITARY RETIREES.  Generally military retirees cannot use their Service Computation Date-Leave (SCD) to determine civilian retirement eligibility.  Certain campaign service is creditable toward the SCD-Leave for active duty military retirees, but will usually not be creditable toward a civilian retirement.  No military retiree’s active duty military service (even campaign service) is creditable toward a civilian retirement unless: the military retired pay was awarded on account of a service-connected disability incurred in combat or incurred in the line of duty and caused by an instrumentality of war, or the military service is part of a reserve retirement under 10 U. S. C 1223 (receipt of retired pay delayed until age 60).  An employee, however, may choose to credit military service that was included in a regular active duty retirement by making the necessary military deposit and waiving receipt of the military annuity.  The military deposit must cover all periods of active duty, e.g., all 20 years, not just campaign service.  Crediting an active duty retiree’s military service toward a civilian retirement is usually only cost-effective for a moderate-to-high grade CSRS  (> GS-11) employee who retired as an enlisted member (< E-8).  Retired military employees considering crediting their active duty service toward the civilian retirement should request two retirement estimates, one counting only civilian service and one counting all military service and civilian service, to determine if combining the service into one annuity will exceed the amount received in two separate annuities.  POC:  Bill Bartlow, 6-6557.  

3.  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 at beverly.sagapolutele@peterson.af.mil
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 APR, 22-25 JUL

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 date: 23-24 JUN 03

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. Date: 25-27 JUN 03 

     b.  PRE-RETIREMENT SEMINARS:  POC is  Ms. Dickson at  Theresa.Dickson@Peterson.af.mil 

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 five years of your retirement eligibility date or have ten years of federal services, then 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 - CSRS EMPLOYEES (SEATS AVAILABLE) 08-09 MAY 03
MID-CAREER SEMINAR - FERS EMPLOYEES (SEATS AVAILABLE) 05-06 JUN 03
MID-CAREER SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 17-18 JUL 03

4.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP) – DONATIONS REQUESTED .
Civilian annual leave donations are needed for the following employees.  If you have questions regarding the program or would like to donate annual leave, please contact Theresa Dickson at Theresa.Dickson@Peterson.af.mil . 
Ms. Annabelle Sheets, 21 SW MOM, Peterson AFB CO.  Ms Sheets is recovering from knee replacement surgery

Ms. Doris Middleton, 21 SCS/SCMTT, Peterson AFB CO.  Ms. Middleton suffers from Churg-Strauss syndrome, a rare breathing disorder.

Mr. Carl Moreno, SMC, DET 11 OL-AC, Schriever AFB CO.  Mr. Moreno is being treated for a recurrent rectal cancer.

Ms. Barbara Robinson, 810 MDOS/SGOMP, Peterson AFB CO.  Ms. Robinson suffers from acute Myocardial Infarction with complication due to diabetes, asthma, hyper lipidemia, and systemic Lupus.

Ms. Christi Clark, 302 MXS LGMN, Peterson AFB CO.  Ms. Clark suffers from vertigo due to uncontrollable hyperthyroidism.

Mr. Michael Zarbo, 723d AMS (AMC), USAFE, Ramstein AB.  Mr. Zarbo has a severe medical situation.

Ms. Sue A. Sommers, 375 Medical center, Scott AFB IL.  Ms. Sommers has extensive liver damage and is awaiting a transplant.

Mr. Jeff Moody, 920th Rescue Group at Patrick AFB FL.  Mr. Moody due to a severe medical situation.

Ms. Doris Vogel, 30 Comptroller Sq at Vandenberg AFB CA.  Ms. Vogel due to a seriousness illness.

Ms. Yvonne Williams, IMA Travel Office, AFRC, Dobbins, GA.  Ms. William is recovering for surgery

Ms. Debra Buchek, 440 Maintenance Group, Milwaukee WI.  Ms. Buchek has a medical emergency.

Mr. Kevin Hanson, 440 SPTTG Security Forces, Milwaukee, WI.  Mr. Hanson is under a doctor’s care and unable to work.  

Mr. Anthony Karas, 440 Maintenance Group, Milwaukee, WI.  Mr. Karas was involved in a serious automobile accident.
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