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7 NOVEMBER 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
556-8050/8195
CLASSIFICATION
556-5729

WORKFORCE EFFECTIVENESS
556-4737

MAIN DESK
556-4775

 
[image: image3.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.  New Customer Service Single Phone Number/Website  Information provided by the Air Force Personnel Center, Randolph AFB TX.  As you know, several contact centers currently exist to help customers in the field. There has been an on-going effort to consolidate these centers where feasible, to ensure the best possible support for our customers. This following consolidated contact center effort is part of the Air Force's Customer Service Transformation initiative.  The Air Force Customer Service Center now offers customers a single phone number to call for all personnel and pay-related questions. Air Force Active Duty, Guard, Reserve, Retirees and U.S. serviced Civilian employees can dial one number, 800/616-3775, for assistance with their personnel records, pay inquiries, technical support for vMPF and myPay, benefits and entitlements counseling and employment information. This single number will ask a few quick qualifying questions and then automatically transfer them to the appropriate center.  They also offer customers a single website

<http://www.afpc.randolph.af.mil/cst/>
where they can access personnel and pay self-service applications and seek answers to their questions.
2.  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. 
3.   USE OR LOSE ANNUAL LEAVE FOR CIVILIAN EMPLOYEES  Civilian employees are reminded that generally the maximum amount of annual leave they may carry forward from one leave year to the next is 240 hours.  Current law requires forfeiture of annual leave, in excess of the ceiling limitation, at the end of the leave year (10 Jan 04).  The provisions for restoring forfeited leave are strictly enforced.  For this reason, employees are encouraged to take appropriate action to prevent the forfeiture of their annual leave.  If leave is forfeited, it may be possible to request restoration.  The first requirement for restoration is that the leave must have been originally requested, approved, and scheduled in writing prior to the start of the third biweekly pay period before the end of the leave year.  Thus, all use-or-lose annual leave for year 2003 must be requested, approved, and scheduled before 30 Nov 03, to be eligible for restoration should it be forfeited.  

Before forfeited annual leave may be restored there must also be a determination that either an exigency of major importance occurred or sickness of the employee caused the forfeiture.  As soon as a supervisor learns that leave subject to forfeiture must be canceled due to an exigency, s/he must initiate 21 SW Form 298 (Request for Approval of Exigency) to the appropriate official requesting approval to cancel the scheduled leave.  At a minimum, the request should include a description of the exigency, which shows that it is of such importance that the employee could not be excused from duty.  If appropriate, an employee then initiates a written request for restoration within 30 calendar days after the end of the leave year.

Leave restorations are coordinated with the Civilian Personnel Flight to ensure that the conditions for restoration in governing directives are met, and that submitted documentation supports the requests.  Restoration of forfeited annual leave is addressed in AFI 36-815, Absence and Leave, Chapter 2, Paragraph 2.10.  POC:  Sadie Petersen at 556-7523.

4.  VOLUNTARY LEAVE TRANSFER PROGRAM (VLTP)  Each year many employees with use-or-lose annual leave submit applications to donate leave to employees who have been approved to receive donated leave.  Are you one of those employees with use-or-lose leave that you would like to donate?  If so, you should be aware that the law says the maximum amount of annual leave 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.  For example, if you are entitled to accrue 160 hours of annual leave in 2003 then 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. The 2003 leave year ends on 10 Jan 04.   Donations must be received not later than close of business on Friday, 26 Dec 03.  The Civilian Personnel Flight maintains a current listings of recipients for the VLTP.  If you have use-or-lose leave that you would like to donate, please take the above rule into consideration when determining how much leave to donate and when you may donate it.  POC:  Sadie Petersen at 556-7523.  

5.  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 Sadie Petersen at Sadie.Petersen@Peterson.af.mil  or Theresa.Dickson@Peterson.af.mil. 

Ms. Beatrice Boothe, 21 SVS/SVYC, Peterson AFB CO.  Ms. Boothe is undergoing treatment for cancer.

Ms. Glenda Bennett, 21 SVS/SVYC, Peterson AFB CO.  Ms. Bennett has a herniated disc in her lumbar spine.

Ms. Lisa Harvey, SMC Det 11/IS, Peterson AFB CO.  Ms. Harvey is undergoing breast reconstruction after having a mastectomy.

Mr. Earl Mikula, 460th CES, Buckley AFB, CO.  Mr. Mikula is needed to care for his son whose undergoing intensive chemotherapy treatment for mature B-Cell lymphoma.

Ms. Stephanie Manning, 82 LRS, Sheppard AFB, CO.  Ms Manning is needed to care for her mother during heart by-pass surgery and removal of her gall bladder.

Ms. M. Eileen Clemmons, 45th Aero Medical/Dental Sq, Patrick AFB, FL.  Ms. Clemmons is recovering from back surgery.

Ms. Dotsy Parnell, 20 MSS/DPC, Shaw AFB, SC.  Ms. Parnell is needed to care for her spouse who has terminal cancer.

Mr. Michael Baca, HQ ARPC/SCMH, Denver, CO.  Mr. Baca is recovering from major surgery.

Mr. Wilson Holloway, OLA Det 1, 347 Rescue Wing, Avon Park AFR, FL.  Mr. Holloway is undergoing treatment for liver cancer. 

Mr. Frank Valentik, OLA Det 1, 347 Rescue Wing, Avon Park AFR, FL.  Mr. Valentik is recovering from a CVA/Stroke.

Ms. Contine Francis, 6 SVS/SVYC, MacDill AFB, FL.  Ms Francis is needed to care for her spouse with lymphoma.

Mr. Roland Younger, 341 CES/CEF, Malmstrom AFB MT.  Mr. Younger is suffering from a serious illness.

Ms. Johnna DeSimone, 50 CES/LRD, Schriever AFB CO.  Ms. DeSimone suffered pre-term labor and delivery of her newborn baby.

> Ms. Sandra Jernigan, Luke AFB AZ.  Ms. Jernigan needs an undetermined amount of leave due to > abdominal cancer.

> Ms. Betty O’Herlihy, Luke AFB AZ.  Ms. O’Herlihy needs an undetermined amount of leave due to

> breast cancer.

> Mr. Howard K. Brown, Luke AFB AZ.  Mr. Brown needs an undetermined amount of leave due to

> tongue cancer.

> Mr. Tim Jones, Luke AFB AZ.  Mr. Jones needs an undetermined amount of leave due to massive

> head injuries.

6.  FEDERAL EMPLOYEES HEALTH BENEFITS (FEHB) OPEN SEASON and FAIR 2003  FEHB open season will be held from 10 Nov through 08 Dec 03.  All elections and changes will be made electronically thru the Benefits and Entitlements Service Team (BEST) 1-800-997-2378 or via the EBIS secured website at 

<http://www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.HTM>
Elections made during this open season will take effect on 11 Jan 04.  The Health Fair will be held in the Ballroom at the Officers’ Club on Peterson AFB on Tuesday, 02 Dec 03, from 0900 to 1100 hours.  The 2004 FEHB Guides, plan brochures and the new premiums are available on the OPM’s FEHB website

<http://www.opm.gov/insure <http://www.opm.gov/insure>
POC:  Beverly Sagapolutele at 556-7073.

7.  NEW FLEXIBLE SPENDING ACCOUNT BENEFIT CAN SAVE YOU MONEY  The Office of Personnel Management (OPM) is pleased to announce an important new benefit program for federal employees - the Federal Flexible Spending Account Program (FSAFEDS).  During the upcoming FEHB 2004 Open Season, eligible employees can enroll in FSAFEDS.  Attached for your information is a fact sheet on the program.
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8.  THRIFT SAVINGS PLAN OPEN SEASON REMINDER  Open season starts 15 Oct - 31 Dec 03.  Federal Employees’ Retirement System employees may contribute up to 14% of their basic pay, and Civil Service Retirement System employees may contribute up to 9%.  The maximum amount employees may contribute to TSP in 2003 is 2003 is $12,000 and in 2004, $13,000.  Open season enrollments made between 15 Oct through 30 Nov 03 will be effective 1 Dec 03.  Elections made during Dec 03 will be effective at the beginning of the pay period following the one in which the election is made.  Employees serviced by the Peterson AFB Civilian Personnel Flight MUST call the automated BEST line, 1-800-997-2378 OR access Employees Benefits Information System (EBIS) at

<http://www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.htm>
to make a TSP contribution election or change.  TSP-1 forms will not be accepted.  POC:  Beverly Sagapolutele at 556-7073.

9.  THRIFT SAVINGS PLAN (TSP) CATCH-UP CONTRIBUTIONS  TSP participants age 50 and older who are already contributing the maximum amount to the TSP, without exceeding the $12,000 IRS limit, are able to make a “catch-up” contribution of up to $2,000 in 2003.  As with normal TSP contributions, catch-up contributions will be made from pre-taxed salary dollars.  Additional catch-up contributions can be made in the coming years.  See attached TSP Fact Sheet for additional information.
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10.  CIVILIAN RETIREMENTS   We are fast approaching the end of year when we will have our next retirement "surge".  Our goal is to ensure employees make informed retirement-related decisions.  The Benefits and Entitlements Service Team (BEST) at Randolph AFB has prepared several documents for retiring employees, which are located under "Retiring Employees" on the BEST Homepage

<http://www.afpc.randolph.af.mil/dpc/best/retiring.htm>
We recommend at a minimum employees review the Preparing for Retirement and Retirement Forms documents.  We also highly recommend employees considering retirement contact BEST for full retirement counseling.  In addition to providing retirement counseling, employees can discuss the forms needed for retirement.  Employees are also encouraged to submit their retirement packages to BEST at least 90-120 days in advance of their retirement date.  (Note -- the one exception is Air Reserve Technicians (ARTs) reaching High Year Tenure (HYT) or Mandatory Separation Date (MSD).  These employees should submit their retirement packages after receipt of the notice proposing their separation if they wish to retire under discontinued service retirement provisions.)  Employees wanting retirement counseling should contact a BEST Benefits Counselor at 1-800-997-2378.  Hearing impaired employees may reach a counselor by calling 1-800-382-0893.  Benefit counselors are available Monday-Friday, 7:00 am CST to 6:00 pm CST.  POC:  Sadie Petersen at 556-7523.  

11.   Benefits and Entitlements (BEST) NEWSLETTER  Attached for your information is a copy of the October edition of the BEST Newsletter.    
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12.  NEW TIME CARD CODES FOR TELEWORK  On 20 Aug 03, DFAS issued a payroll advisory containing telework coding guidance that will make future telework reporting easier and provide a means to properly identify telework for all types of working situations.  The codes replacing "LX" are "TW" for regular telework; "TS" for ad hoc or situational telework; and TM for medical telework.  Implementation of these codes should be immediate.  

13.  INCLEMENT WEATHER PROCEDURES  Attached is a current fact sheet on inclement weather procedures.  Supervisors and employees are encouraged to become familiar with the procedures in the event the based is closed and/or delayed reporting or phased/early release is necessary due to inclement weather.   
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14.  EMERGENCY DATA SYSTEM (EMDS)  Air Force civilian employees 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 on a secure electronic file.  Although the EMDS has been available to our civilian workforce for some time now, the participation rate has been less than expected.  We need everyone's help to revitalize employee, supervisor and commander interest and awareness of EMDS and their key role in promoting, creating and keeping the EMDS data current.  Civilian employees can access their record by logging on the AFPC secure web page at 

<http://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 electronic form.  It takes most people about 15 minutes to complete and allows employees to identify which relatives should be contacted in an emergency and provide their addresses and phone numbers.  Only the employee will be able to update their emergency data.  The Civilian Personnel Flight, AFPC, and the Casualty Notification Office will have read capability only.  Once an employee updates their emergency data, a printed copy should be provided to their supervisor for inclusion in their Supervisors’ Employee Work Folder (971 file).  This system will allow immediate access to civilian emergency contact information, but it only works if employees take a few minutes on behalf of their families to provide the necessary data.  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.  For more information about the civilian EMDS call the Air Force Contact Center at 1 (866) 229-7074.

15.  COMMUNITY CONNECTOR   Attached for your information is a copy of the “Community Connector”,  a publication of the Peterson Complex and USAFA Family Advocacy Programs.
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16.  AIR FORCE CUSTOMER SERVICE CENTER  The Air Force Customer Service Center will soon offer customers a single phone number to call for all personnel and pay-related questions. Air Force Active Duty, Guard, Reserve, Retirees and U.S. serviced Civilian employees will be able to dial one number, 800-616-3775, for assistance with their personnel records, pay inquiries, technical support for vMPF and myPay, benefits and entitlements counseling and employment information. This single number will ask a few quick qualifying questions and then automatically transfer customers to the appropriate center.  The Customer Service Center will also offer customers a single website,

<http://www.afpc.randolph.af.mil/cst/>
where they can access personnel and pay self-service applications and seek answers to their questions.  These initiatives will be released through Public Affairs channels, however, both initiatives are up and available now, so feel free to try the number and check out the website.

> 
17.  FY 04 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: 

(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: *20-23 Apr 04 and 13-16 Jul 04.

POC is Beverly Sagapolutele at Beverly.Sagapolutele@Peterson.af.mil 

*   NOTE  Unfortunately, the 13-16 Jan 04 class has been cancelled.  We are working on scheduling a replacement class which will probably be in September 04 
(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 : 22-23 Jan 04 and 17-18 Jun 04.  POC is Beverly Sagapolutele at Beverly.Sagapolutele@Peterson.af.mil.  

(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: 5-9 Jan 04 and 22-25 Jun 04.  POC is Beverly Sagapolutele at Beverly.Sagapolutele@Peterson.af.mil
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:

MID-CAREER SEMINAR - FERS EMPLOYEES (SEATS AVAILABLE) 06-07 Nov 03

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 04-05 Dec 03

PRE-RETIREMENT SEMINAR - FERS EMPLOYEES (SEATS AVAILABLE) 29-30 Jan 04

PRE-RETIREMENT SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 12-13 Feb 04

MID-CAREER SEMINAR - FERS EMPLOYEES (SEATS AVAILABLE) 11-12 Mar 04

MID-CAREER SEMINAR - CSRS EMPLOYEES (SEATS AVAILABLE) 08-09 Apr 04

POC for sign up is Ms. Sadie Petersen at Sadie.Petersen@Peterson.af.mil 

c. EARLY CAREER RETIREMENT PLANNING (FERS EMPLOYEES ONLY):  All federal employees need to get started on financial planning for retirement.  We all must be prepared, and this seminar will help you plan for and make the educated decisions needed that will affect you and your family for the rest of your life.  Early career retirement planning seminar is designed for federal employees with less than five years of federal service.  This seminar will provide the federal employee with information on budgeting and cash management , federal benefits (FERS, TSP, FEGLI, FEHB and LTD), and basic financial planning.  The seminar dates are; 4 Nov 03 and 27 Jan 04.  POC for sign up is Ms. Sadie Petersen at Sadie.Petersen@Peterson.af.mil
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