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01 JUNE 2004

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: image2.wmf]  REMINDER…UPDATING CURRENT DUTY (DAYTIME) PHONE NUMBER:  We are each responsible for updating our duty (daytime) phone number.  By calling the Benefits & Entitlements Servicing Team (BEST), 1-800-616-3775, and following the instructions on the Interactive Voice Response System (IVRS) you can update your duty phone number.  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>>
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SUPERVISORS PLEASE NOTE THE FOLLOWING CIVILIAN REFERRAL CERTIFICATE PROCESS

Effective 15 May the Air Force Personnel Center will issue civilian referral certificates for 20 calendar days instead of the current 30 days. Any extensions will be rare and the approval process for such extensions is still being worked.   Additionally, selecting officials need to annotate up to three acceptable selections, which will help expedite the process should the first selectee decline a job offer.  These changes are part of an initiative to reduce the time it takes to fill civilian positions.

2004 APPRAISAL INFORMATION

The effective date for the 2004 Appraisal period is June 1, 2004.  Since this falls into a pay period, you may not receive your monetary awards until July 2nd.  Please do not contact us regarding your “missing” monetary award until after July 2nd.

The Time-Off Awards have an effective date of June 3, 2004, so they may not show on your LES until July 2, 2004.  Remember, you cannot use the TOA until it shows on your LES.  POC DPCE 556-4737.

THRIFT SAVINGS PLAN (TSP) OPEN SEASON 

Civilian employees can sign up or change their Thrift Savings Plan contribution amounts during the "open season" scheduled for 15 April - 30 June.  Contributions, elections and changes made between 15 April and 12 June will take effect 13 June.  Changes made on or after 13 June will become effective at the beginning of the pay period following the one in which the election is made.  The maximum employee contribution amount for this open season is 14% for FERS employees and 9% for CSRS employees.  To make a TSP election, change/terminate the amount of contributions, employees must go to the web automated system - the Employee Benefits Information System (EBIS) at http://www.afpc.randolph.af.mil/dpc/BEST_GRB/EBIS.htm/ or the call the Benefits and Entitlements Service Team (BEST) at 1-800-616-3775 at AFPC, Randolph AFB, TX.  The Civilian Personnel Flight will not accept TSP-1 forms as all TSP elections/changes are made thru the web/telephone automated systems.  Employees can access the TSP website to designate how to allocate their contributions among the five funds at http://www.tsp.gov/ or call the Thrift line at (504) 255-8777.  

NEW 21ST SW SUPPLEMENT AVAILABLE

The 21st SW Supplement to AFI 36-815, Absence and Leave is now available on the 21st SW Publishing Office website at https://halfway.peterson.af.mil/publish 

AF CIVILIAN EMERGENCY DATA SYSTEMS (EMDS), NEXT OF KIN (NOK) NOTICATION
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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. Lori J. Anderson, 302 MSS/DPMSA, Peterson AFB CO. Ms. Anderson is recovering from abdominal surgery as a result of her metastases breast cancer 

Ms. Karen Williams, NORAD-NORTHCOM J22SD, Peterson AFB CO.  Ms. Williams is recovering from postpartum after a cesarean birth.

Ms. Linda Willert, JPPSO-COS, Peterson AFB CO.  Ms. Willert is suffering from small cell cancer treatable however not curable. 

Ms. Lisa Harvey, SMC Det 11/IS, Peterson AFB CO.  Ms. Harvey is undergoing treatment due to Breast Cancer.

Ms. Michele Schaffer, 21 SCS/SCMTT, Peterson AFB. Ms. Schaffer is recovering from cancer surgery.

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.

Mr. Ronald Mosley, 927th LRS, Selfridge ANGB, MI.  Mr. Mosley is in need of leave due to medical issues.

Ms. Starlene Holley, AFSPC Clear AFS, AK.  Ms. Holley had to have emergency surgery requiring extended bed rest.

Ms. Rebecca Barner, 10th MSG/SVF, USAFA, CO.  Ms. Barner is in need of leave due to serious medical condition.

Ms. Linda Solomon, 10th MSG/SVMP, USAFA, CO.

Ms. Solomon is in need of leave due to serious medical condition. 

Mr. Tony Wright, 100th CPTS, Mildenhall AB, UK.  Mr. Wright is need of leave due to complications from a medical condition.
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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, CPF 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 26 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 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.

PRE-RETIREMENT SEMINARS: 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.  POC for sign up is Ms. Sadie Petersen at Sadie.Petersen@Peterson.af.mil.  The following is a partial listing of upcoming seminar dates:
MID-CAREER SEMINAR – FERS EMPLOYEES (FULL CALL FOR WAITING LIST) 08-09 JUL 04

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 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.  Course Dates: 23-25 JUN 04.  Please contact Beverly 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 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: 13-16 JUL 04 & 28 SEP-01 OCT 04

Please contact Beverly Sagapolutele at Beverly.Sagapolutele@peterson.af.mil.

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, Professional Military Education, Retention Issues, Discipline/Standards, Mentoring, Fitness Programs and Military Administrative Issues. Instructor: Ms. Sandra King. Course dates: 21-22 JUN 04

Please contact Beverly Sagapolutele at Beverly.Sagapolutele@peterson.af.mil.
HELPING PEOPLE WORK MORE EFFECTIVELY IN TEAMS

This 1-day workshop will helping people work more effectively in teams.  Successful team members don’t do the same thing at the same time.  They do the right thing at the right time. This workshop will provide insight on:

· The right roles for the right people within a team

· Identifying individual approaches to innovative teamwork

· Fostering trust and building mutual support

· How to encourage problem solving

· Reducing project cycle time and increases productivity
Course Date:  6 Jul 04.

Please contact Beverly Sagapolutele at Beverly.Sagapolutele@peterson.af.mil
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