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                                                                                                      15 DECEMBER 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>>>>

1. Defense Intelligence Senior Executive Service (DISES) Vacancy Announcement -- Associate Director, National Security Space Integration (NSSI)
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2. Senior Executive Service (SES) Position of Associate Director, Concepts and Assessments, United States Strategic Command, Directorate for Policy, Resources and Requirements, Offutt AFB, NE is open 10 Dec 03-08 Jan 04 . 
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3. Vacancy announcement for the Senior Executive Service (SES) Position of United States Air Force Academy Dean of the Faculty (Provost), United States Air Force Academy, Colorado Springs, Colorado is open 11 Dec 03 -31 Jan 04.  This position is open to both civilian and military applicants.  This position is also being advertised through appropriate military channels.
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4. CLOSING ON FRIDAY, 26 DEC 03  

The President has signed an Executive order that excuses Federal employees from duty for the scheduled workday on Friday, 26 Dec 03, except those who, in the judgment of the head of the agency, cannot be excused for reasons of national security, defense, or other essential public business.  This day will be treated as a holiday for pay and leave purposes.  An employee who was previously scheduled to take annual leave on 26 Dec 03 will not be charged annual leave (or any other form of paid leave, compensatory time off, or credit hours) for that day.  

Employees who have scheduled leave for 26 Dec 03 are advised to work with supervisors to reschedule, particularly in situations involving the scheduling of “use or lose” annual leave.  

Interested employees may access the attached website for OPM technical information regarding holiday work schedules and pay.  Agency implementation guidance will be forthcoming.
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5. NEW OVERTIME PAY COMPUTATION RULES FOR GENERAL SCHEDULE FEDERAL EMPLOYEES

 

Rules for calculating overtime rates for General Schedule federal employees changed with the passing of the National Defense Authorization Act for fiscal year 2004.  The change affects overtime calculations for those people whose rate of basic pay is more than the rate for GS-10, step 1. Section 1121 of the National Defense Authorization Act for Fiscal Year 2004 (Public Law 108-136) amended Section 5542(a)(2) of title 5, United States Code, to modify the overtime pay calculations for General Schedule employees who are exempt from the Fair Labor Standards Act and whose rate of basic pay is more than the rate for GS-10, step 1. Under the revised formula for computing overtime pay for these employees, the hourly rate of pay for overtime is an amount equal to the greater of one and one-half times the hourly rate of basic pay for GS-10, step 1, or the individual's hourly rate of basic pay. This revision ensures that these employees will receive no less than their regular rate of basic pay for overtime work.  The amendment became effective on 24 Nov 03. For Department of Defense employees and other civilian pay customers of the Defense Finance and Accounting Service (DFAS), DFAS revised the Defense Civilian Pay System to accommodate this change as of 30 Nov 03 including any necessary retroactive payments for overtime work for the intervening period of 24-29 Nov 03.

6. MORE ON THRIFT SAVINGS PLAN (TSP) CATCH-UP CONTRIBUTION

TSP Catch-up Contributions are additional tax-deferred contributions, separate from regular TSP contributions.  To be eligible, the employee must be age 50 or older in the year in which they submit their election and be making regular TSP contributions at either the maximum TSP percentage allowed by their retirement plan or an amount that will result in reaching the IRS annual elective deferral limit by the end of the year. 


TSP Catch-up elections made on or after 30 Nov 03 will be for 2004 and the new maximum contribution limit is $3,000.  TSP Catch-up contribution elections made 30 Nov through 13 Dec 03 will be effective 14 Dec 03, with the first deduction occurring on pay date 2 Jan 04.  Enrollments submitted on or after 14 Dec 03 will be effective at the beginning of the following pay period.  BEST is anticipating on loading an enhancement to the TSP Catch-up module of both the web and phone automated systems in early Dec 03.  Until this change takes effect, employees using the automated phone system to make their election will hear "During 2003 the maximum annual amount is $3,000."  What they should hear is "During 2004 the maximum annual amount is $3,000."  The maximum annual amount is correct, only the year is voicing incorrectly.  Employees using the automated web system will click the "Transactions" icon, scroll down to the TSP Catch-Up Contributions transaction block, and click the "Change" button.  On the next screen, from the drop down menu, they will select "Change" if they are currently contributing or "New Enrollment" if they are not currently contributing.  

Employees with questions about the TSP catch-up contributions program can find more information at http://www.afpc.randolph.af.mil/dpc/best/Catch-Up.htm, or may contact a BEST counselor at 1-800-997-2378.  Hearing impaired employees may reach a counselor by calling 1-800-382-0893.  If calling from outside the United States, employees will dial a toll-free AT&T direct access number for the country they are calling from.  The number may be obtained directly from the AT&T web site at www.att.com/international_business/dialing_guide/country-diallist.cgi
7.  BEST BENEFITS BULLETIN

Attached is a copy of the Benefits and Entitlements Service Team’s (BEST) Benefits Bulletin, dated 3 Dec 03.
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8.INCREASE IN FEDERAL EMPLOYEES GROUP LIFE INSURANCE (FEGLI) OPTION B PREMIUMS 

Attached is a copy of an article AFPC/PA released advising employees of an increase in Federal Employees Group Life Insurance (FEGLI) Option B premiums.  In Sep 02, the Office of Personnel Management announced additional age bands for Option B life insurance premiums, stating the increases would be phased in over a three year period.  Premium increases for Phase I were effective 12 Jan 03.  
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Premium increases under Phase II will affect employees age 70 and above.  Although effective 1 Jan 04, the new rates will actually be applied at the beginning of the first pay period in Jan 04, which for most Air Force-serviced employees is 11 Jan 04.  Affected employees should see the changes on their 30 Jan 04 Leave and Earnings Statement.

Employees who don't plan to take Option B into retirement and wish to decrease or cancel their Option B coverage as a result of the rate increase may do so at any time, but should submit the election by 10 Jan 04 to avoid paying any of the increased premium rate.  As always, elections will be submitted via the BEST automated web or phone systems.  

Employees with questions should contact a BEST Benefits Counselor for assistance.  Additional information can also be found on the OPM Web site at www.opm.gov/insure/life/index.htm.  

 9. 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.  

10. 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 at Theresa.Dickson@Peterson.af.mil.

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

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

Ms. Vanessa Sullivan, 721 CES/CCA, Cheyenne Mountain AFS CO.  Ms. Sullivan is needed to care for her mother who has a terminal illness.

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. 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.

Ms. Roberta Clark, 45th Space Wing Safety Office, Patrick AFB FL.  Ms. Clark needs an undetermined amount of leave due to extensive injuries sustained in an automobile accident.

Ms. Lisa Wiggs, 45th Contracting Squadron, Patrick AFB FL.  Ms. Wiggs is in need of approximately 303 hours of leave due to Caesarean delivery and recovery.

REPEAT ARTICLES

11.EXCUSED ABSENCE FOR ACTIVATED MILITARY MEMBERS RETURNING TO FEDERAL CIVILIAN EMPLOYMENT

President George W. Bush issued a memorandum to the heads of Executive departments and agencies on 14 November 2003, directing that civilian employees who were called to serve on active duty in the continuing Global War on Terrorism be granted 5 days of uncharged leave (excused absence) from their civilian duties upon notification from the employee of their intent to return to Federal civilian employment.  This request covers all employees who were activated for military service in connection with Operation Noble Eagle, Operation Enduring Freedom, Operation Iraqi Freedom or any other military operations subsequently established under Executive Order 13223.  Agencies may grant this period of excused absence prior to the employee’s resumption of his/her duties or at a time mutually agreeable to the agency and employee, if the employee has already returned to duty.  For further information, please contact your servicing Employee Relations Specialist or call 556-4737 for the name and telephone number of your organization’s servicing Employee Relations Specialist.           
12.CERTIFICATION OF CIVILIAN PERFORMANCE PLANS

Supervisors are encouraged to review each of their civilian employees’ performance plans to verify that they have been certified by the employee, the rating official and the reviewing official for the current civilian rating period.  The current rating period started on 1 Apr 03 and closes on 31 Mar 04.  

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.  

If performance plans have not been certified for the current rating period, supervisors should do so now.  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, i.e., after 31 Dec 03.  

Finally, supervisors are encouraged to contact their servicing Employee Relations Specialist as soon as a performance problem develops.  Do not wait until the end of the rating period to take action.  Please call (719) 556-4737 for the name and telephone number of your organization’s servicing Employee Relations Specialist.           
13.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.

14.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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15.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: * 17-20 Feb 04, 20-23 Apr 04, 13-16 Jul 04 and 14-17 Sep 04.  POC is Beverly Sagapolutele at Beverly.Sagapolutele@Peterson.af.mil.  

16.*   NOTE  The 13-16 Jan 04 class has been cancelled and we have added a Feb and Sep class. 
(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:

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

PER-RETIREMENT SEMINAR – FERS EMPLOYEES 9SATS AVAILABLE) 06-07 May 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 date is 27 Jan 04.  POC for sign up is Ms. Sadie Petersen at Sadie.Petersen@Peterson.af.mil 
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