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_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Transfer of Civilian Payroll Office from Charleston to Denver

The scheduled transfer of payroll offices will occur 5 May 2002.  Employees will notice no difference in the payroll process and will see no difference in their pay due to the transfer.  Employees will receive their Leave and Earnings Statement in the same manner as they do today, and it will include all year-to-date pay and leave information after the transfer. Customer Service Representatives (CSR) and timekeepers will not change because of the transfer. Any changes employees wish to make to their pay records or any questions they have about pay will continue to be provided to the same CSR and timekeeper.

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
Emergency Contact Database

The Army has developed an automated emergency contact data base system as a result of the September 11th terrorist attacks for all Appropriated and Nonappropriated fund civilian employees.  All employees who are U.S. citizens may have their emergency contact data readily available in the event of an emergency or death of the employee.  PRIVATE "TYPE=PICT;ALT= "
The emergency data provided by employees will be stored and made available to only those authorized individuals who will be directly involved in the actual process of notifying the emergency contact(s) and processing or assisting with the necessary documents in the event of injury or death of an employee.  PRIVATE "TYPE=PICT;ALT= "

PRIVATE "TYPE=PICT;ALT= "Cooperation by employees is needed to enable prompt notification of the emergency contact, which may be anyone the employee chooses.  Employees can update the information to their account at any time.PRIVATE "TYPE=PICT;ALT= "  If the primary emergency contact listed is not an immediate relative, it is important for employees to inform their emergency contacts in advance about how to locate their next of kin and/or dependents.  Instructions are located at http://cpol.army.mil/main/contacts/instructions.html and the data entry screen is located at  https://cpsapp2.belvoir.army.mil/emercontact/default.asp.

Death of an Employee

There are times when a supervisor will be required to deal with the death of an employee. Survivor assistance must be timely and responsive.   In many cases, survivors may be eligible for as many as six kinds of payments based on the deceased employee's civilian service, which include:

· Worker's Compensation if the death was work-related 

· Federal Employees Group Life Insurance (FEGLI) 

· Civil Service or Federal Employees Retirement Systems 

· Thrift Savings Plan proceeds

· Social Security 

· Unpaid compensation (salary and lump sum annual leave)

The supervisor should (1) immediately notify the CPAC of the death and provide the address and phone number of the employee's next of kin; (2) create and forward a request for Personnel Action (RPA) to the CPAC which includes the date of the employee’s death on the RPA; and (3) send a condolence letter.

The CPAC will notify the ABC-C and coordinate the RPA to the ABC-C. The ABC-C will contact next of kin by phone, providing the ABC-C contact name and phone number so the survivor may contact the ABC-C at his or her convenience. The ABC-C will process the action under the Expedited Death Procedure (unless the death is due to suspicious circumstances (e.g., murder, missing person, etc) and send condolence letter, attaching required claim forms.  The ABC-C will issue instructions to the survivor to complete claim forms and mail directly to claims processing offices at addresses provided; however, if death is due to suspicious circumstances, the survivor will be instructed to return completed claim forms with death certificates and other required documents to the ABC-C.

The survivor is to complete the below forms and must attach an original, certified Death Certificate to each claim and also attach other applicable documents, i.e., marriage/birth certificate(s), divorce decree(s), Court Order Appointing Executor of Estate.

· Application for Death Benefits (SF 2800 if CSRS or SF3104 if FERS) and Documentations and Elections in Support of Application of Death Benefits, SF 3104B if FERS and mail to the OPM.  The following forms may also be needed.  

· Survivor's Military Service Election (OPM 1519 if CSRS; SF 3104B if FERS).

· Initial Certification of Full Time School Attendance, RI 25-41, if applicable.

· Withholding Certificate for Pension or Annuity Payments, W-4P.

· Direct Deposit Form, SF 1199A (if CSRS)

· Claim for Death Benefits, Form FE-6.  Mail to the OFEGLI

· Claim for Unpaid Compensation of Deceased Civilian Employee, SF 1153.  Mail completed form with certified death certificate to ABC-C.

· Thrift Savings Plan Information Relating to Deceased Participant, Form TSP-17, if applicable; mail to the TSP Service Office.
 

Sick Leave

 (http://www.opm.gov/oca/leave/HTML/sicklv.htm) 
For Personal Medical Needs:  An employee may use sick leave when he or she is incapacitated for the performance of duties by physical or mental illness, injury, pregnancy, or childbirth; receives medical, dental, or optical examination or treatment; or  would jeopardize the health of others because of exposure to a communicable disease. 

For Family Care or Bereavement Purposes: Most Federal employees may use a total of up to 104 hours (13 workdays) of sick leave each leave year to---provide care for a family member who is incapacitated as a result of physical or mental illness, injury, pregnancy, or childbirth; provide care for a family member as a result of medical, dental, or optical examination or treatment; or make arrangements necessitated by the death of a family member or attend the funeral of a family member. 

A covered full-time employee may use 40 hours (5 workdays) of sick leave each leave year for these purposes. An additional 64 hours (8 workdays) of sick leave may be used each year if the employee maintains a balance of at least 80 hours of sick leave in his or her account. Part-time employees and employees with uncommon tours of duty are also covered, and the amount of sick leave permitted for family care and bereavement purposes is pro-rated in proportion to the average number of hours of work in the employee's scheduled tour of duty each week. 

For a Family Member with a Serious Health Condition:  Most Federal employees may use a total of up to 12 administrative workweeks of sick leave each leave year to care for a family member with a serious health condition. If an employee previously has used any portion of the 13 days of sick leave for general family care or bereavement purposes in a leave year, that amount must be subtracted from the 12-week entitlement. If an employee has already used 12 weeks of sick leave to care for a family member with a serious health condition, he or she cannot use an additional 13 days in the same leave year for general family care purposes. An employee is entitled to a total of 12 weeks of sick leave each year for all family care purposes. 

For Adoption:  An employee may use sick leave for purposes related to the adoption of a child. Examples include appointments with adoption agencies, social workers, and attorneys; court proceedings; required travel; any periods of time the adoptive parents are ordered or required by the adoption agency or by the court to take time off from work to care for the adopted child; and any other activities necessary to allow the adoption to proceed.  Adoptive parents who choose to be absent from work to bond with or care for an adopted child may not use sick leave for this purpose. Parents may use annual leave 

or leave without pay for these purposes.

"Family member" is defined as--spouse, and parents thereof; children, including adopted children, and spouses thereof; parents; brothers and sisters, and spouses thereof; and any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship. 

The term "serious health condition"  includes such conditions as cancer, heart attacks, strokes, severe injuries, Alzheimer's disease, pregnancy, and childbirth. The term "serious health condition" is not intended to cover short-term conditions for which treatment and recovery are very brief. The common cold, the flu, upset stomach, earaches, headaches (other than migraines), routine orthodontia or dental problems, etc., are not serious health conditions unless complications arise.  The following form may be used to document a serious medical condition: http://www.dol.gov/dol/esa/public/regs/compliance/whd/fmla/wh380.pdf 

CPAC POC: Ron Waldhour, 751-5796

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Long Term Care Insurance (LTCI)

(http://www.opm.gov/insure/ltc)
Early enrollment for the Federal LTCI Program runs from 25 March to 15 May 2002.  OPM has designed the early enrollment specifically for individuals who already know about long term care. Individuals who need to learn more in order to make an informed decision when choosing their options should wait to apply during the open season starting 1 July 2002. 

There will be two opportunities for eligible individuals (active and retired civilian employees and uniformed service members) to enroll in LTCI provided by LTC Partners.  It is important to note that not all plan features will be available during Early Enrollment.  Premium payments may be made to the provider through automatic bank withdrawal and direct billing, however, payroll deduction will not be available. Premium costs and a calculator to assist with decisions about LTCI have been posted at http://www.opm.gov/insure/ltc/calculator/intro.htm. 


The second opportunity to enroll will be the first LTCI Open Season to be held from 1 July through 31 December 2002. At that time all benefits options under the program will be available and payroll deduction will be implemented. Those who enroll under the Early Enrollment Program may switch to payroll deduction during the LTCI Open Season. 

The OPM has determined that the provider, LTC Partners, is solely responsible for all core functions that support this program.  Since LTCI may be unfamiliar to many people, employees should rely on the experts at LTC Partners to field any questions that they may have about long term care in general or about any aspect of the plan.  CPAC personnel and Army Benefits Center–Civilian (ABC-C) counselors are not to answer any questions regarding this insurance. 

Employees who are interested in receiving information about LTCI will be able to subscribe to a series of informational bulletins being produced by LTC Partners.  LTC Partners will also provide information regarding enrollment, including brochures and applications for coverage. Enrollment will be made directly with LTC Partners. Enrollments cannot be accepted through any servicing personnel office or the ABC-C. Employees may also contact LTC Partners to subscribe to the bulletin series by calling: 1-800-LTC-FEDS (1-800-582-3337) or via the LTC website at http://www.ltcfeds.com.  For more information about LTCI,  see OPM’s Frequently Asked Questions at http://www.opm.gov/insure/ltc/faq/index.htm. 

Resumix Centralization

Army will be consolidating all the resumes maintained by the Civilian Personnel Operations Centers (CPOCs) into one central Resumix database in two major phases.  Upon completion of the centralization, applicants will need to have only one resume in the database, and it can be used to apply for a vacancy in any region.  Eventually, resumes submitted through the Army Civilian Resume Builder will flow automatically into the centralized Resumix database. Self-nominations initiated through the Vacancy Announcement Builder will be posted automatically to the centralized Resumix database and will provide on-line confirmation to the applicant.  


Using a new tool called ANSWER, applicants will be able to go to one place to obtain information about their resume and self-nomination submissions. ANSWER will replace the Resumix On-Line Applicant Response Systems (ROARS) and Standard On-Line Applicant Response System (SOARS) and will notify applicants of the receipt, status and final disposition of their applications. 


The consolidation of  five regional databases is considered Phase I in the move to the single portal concept (Northeast, Southwest, South Central, Southeast, North Central).  Phase II will bring in the remaining regions (West, Europe, Pacific and Korea) later in 2002.  Information about the transition will be posted on the Army CPOL Home Page. 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Army Benefits Center-Civilian (ABC-C) Automated Systems

The ABC-C web site (https://www.abc.army.mil) is available 23 hours a day, 7 days a week.  You can navigate the system at your pace, print screens of information, print receipts of your transactions, and view your current benefits elections or even your projected ones.  If you have been contemplating retirement or are just curious about the benefits you carry, you can receive an annuity estimate or a personal benefits statement within minutes showing what you would be entitled to upon retirement and what benefits you are now carrying.  The Employee Benefits Information System (EBIS) is a secure site and requires you to enter a password, SSN and PIN to access. 

If you don't like computers, the toll free telephone system, the Interactive Voice Response System (IVRS) may be for you.  Unlike EBIS, you only need your PIN and SSN to access. If you haven't established a PIN yet, your initial PIN is your four-digit month and year of birth. Just let your fingers do the walking and IVRS do the talking! Simply call 1-877-276-9287, select "2" for the Benefits and Entitlements Services System, listen carefully to the prompts, input your SSN and PIN and select any benefits module of your choice, i.e., FEHB, Retirement, TSP, Federal Employees Group Life Insurance (FEGLI), Benefits News or Faxed Document. The unique feature of IVRS is that once you are in one of the modules, you can press "0" and the system can connect you to a trained counselor, if needed, Monday through Friday, from 6:00 a.m. to 8:00 p.m., CST. 

Possible Retirement Counseling Scam

The Army Benefit Center-Civilian (ABC-C) has been alerted that government employees are receiving phone calls from individuals who claim their company has a government contract to provide retirement counseling and annuity estimate services.  Employees who have been contacted have been asked personal questions regarding grade, salary, length of service, etc. supposedly for purposes of preparing an estimate of retirement income.  The ABC-C counselors often contact employees to finalize preparation of annuity estimates, but typically only when an employee has specifically requested an estimate. The Office of Personnel Management (OPM) does not contact employees or annuitants requesting this type of information.  Employees who are contacted and asked this personal information should ask the caller to clearly identify themselves, the name of the company they represent and the purpose of the requested information. As always, everyone should be cautious in providing personal information over the phone to an unidentified caller. 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Digital Army Library Service (DALS) Offers Commercial Databases
Army Knowledge Online (AKO) users now have access to eight commercial databases and 2,000 e-books through the Digital Army Library Service (DALS). The products were purchased for U.S. Army military personnel, family members and civilian employees. Users access these commercial reference sources from the DALS website at: http://www.libraries.army.mil and are taken through for authentication. Resources include the full text of Army Times and Sports Illustrated along with consumer health magazines, biographical information, country reports, college information and practice tests for SAT, ACT, LSAT, and others. Among the 2,000 e-books in the Net Library are classics, military history, special dictionaries, mysteries, and college guides. 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Update-Federal Employees Health Benefits Children's Equity Act of 2000

OPM issued guidance on how the change in Blue Cross and Blue Shield options has affected the Children’s Equity procedures and of a correction to Benefits Administration Letter (BAL) 00-224, Federal Employees Health Benefits: Children’s Equity.  Public Law 106-394, the “Federal Employees Health Benefits Children’s Equity Act of 2000,” requires agencies to enroll employees in the lowest option of the Blue Cross and Blue Shield Service Benefit Plan if the employee is not enrolled or if he/she is enrolled in an HMO that doesn’t serve the area in which the children live.   The Basic Option is now the lowest option of the Blue Cross and Blue Shield Service Benefit Plan.  Therefore, OPM has revised BAL 00-224, Federal Employees Health Benefits: Children’s Equity to read as follows:

If the Employee Is Not Enrolled at All

If the employee is not enrolled for any FEHB coverage, enroll him/her for self and family coverage in the Basic Option of the Blue Cross and Blue Shield Service Benefit Plan (enrollment code 112).

If the Employee Has Self and Family Coverage in an HMO That Doesn't Serve the Area Where the Children Live

If the employee already has a self and family enrollment, but it's in an HMO that doesn't serve the area where the children live, change the enrollment to self and family in the Blue Cross and Blue Shield Basic Option.

In BAL 00-224 (http://www.opm.gov/asd/htm/2000/00-224.htm), OPM stated that if an employee participates in premium conversion, he must wait until the open season after the last child reaches age 22 to cancel or change to self only.  OPM has since determined that loss of a dependent is a qualifying life event.  An employee can elect to cancel or change to self only if he/she makes this request within 60 days after the date the last child turned age 22. 

If the employee does not enroll in an appropriate health plan or provide documentation of other coverage for the children, the agency must enroll the employee for self and family coverage in the basic option of the Blue Cross and Blue Shield Service Benefit Plan 

This type of mandatory coverage has been in effect for several years in the private sector. The legislation extends the requirement to Federal employees. It doesn’t matter who submits the court order…the custodial parent, an attorney for the custodial parent, the State administrative agency that issues the order, whomever. 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Catch-62 (By Brian Friel, GovExec.com)

For the complete article, see http://www.govexec.com/dailyfed/0302/032102pb.htm
Some military veterans who went on to civilian careers in government are getting a nasty surprise when they turn 62. Their pensions are being cut.  The Catch-62, as veterans call it, affects people who served in the military after 1956 and then were hired as civilian employees under the Civil Service Retirement System (CSRS) before October 1, 1982, and who also are eligible for Social Security benefits.  Veterans under CSRS who want their military service to count toward their civilian retirement benefits must make a deposit to the Civil Service Retirement fund amounting to 7 percent of their military earnings. They have to hand over the money before they retire. Veterans hired under the Federal Employees Retirement System must make a deposit worth 3 percent of their military earnings. Veterans make interest-free deposits during the first three years of employment as civilians. After the first three years of employment are over, they must pay the deposits plus interest.  Those hired after October 1, 1982, must make the deposit or receive no credit for their military service in their civilian pensions. But veterans hired before that date--and have enough earnings under Social Security to qualify for Social Security benefits--have a different choice with two options. Under the first option, they can make the required deposit and get full credit for their military service in their civilian pensions throughout retirement. Under the second option, they can waive the deposit in writing and get full credit for their military service until they reach age 62 and become eligible for Social Security benefits. Then the military portion of their retirement credit is taken away, and their pensions are cut. 

Time-In-Grade (TIG) Restriction

Since the early 1950's, Federal employees in General Schedule positions at GS-5 and above have had to serve at least one year in grade before being promoted. This restriction originated in statute with the now expired ``Whitten Amendment,'' a series of controls on expansion of the Federal work force during the Korean conflict. The TIG restriction is currently described in 5 CFR part 300, subpart F.  

TIG is the 52-week requirement Federal employees in competitive service General Schedule (GS) positions at GS-5 and above must serve before they are eligible for promotion to the next grade level under the merit promotion program.  The TIG restriction is intended to prevent excessively rapid promotions in the competitive service General Schedule positions and to protect competitive principles.  However, the following actions may be taken without regard to TIG provided they are consistent with all other applicable requirements, such as qualification standards:  

· Appointment based on selection from a competitive examination register of eligibles or under a direct hire authority.

· Noncompetitive appointment based on a special authority in law or Executive order (but not including transfer and reinstatement) made in accordance with all requirements applicable to new appointments under that authority.

·  Advancement in accordance with merit promotion and internal placement provision up to any General Schedule grade the employee previously held under non-temporary appointment in the competitive or excepted service.

· Advancement of an employee from a non-General Schedule position to a General Schedule position unless the employee held a General Schedule position under non-temporary appointment in the executive branch within the previous 52 weeks.

· Advancement of an individual whose General Schedule service during the previous 52 weeks has been totally under temporary appointment. 

· Advancement of an employee under an approved training agreement that permits accelerated promotions as an exception to normal TIG.    

· Advancement to avoid hardship to an agency or inequity to an employee in an individual meritorious case.  

· Advancement when OPM authorizes it to avoid hardship to an agency or inequity to an employee in individual meritorious situations. 

In many instances, positions are filled with current GS employees who are in the same line of work. When applicants are GS employees in the same line of work, the issue is normally clear-cut. If they meet TIG, then they meet specialized experience requirements.  However, it is important to remember that TIG is an entirely separate issue from quality of experience or specialized experience. An employee may meet TIG, but not have the necessary specialized experience needed for promotion.  For instance, after one year, a GS-2210-12, Information Technology Specialist would have both TIG and specialized experience for promotion to a GS-2210-13. However, he or she most likely would not have the necessary specialized experience needed for promotion to a General Engineer, GS-0801-13 despite meeting the TIG requirement. 

Keeping TIG and specialized experience requirements separate is especially important when dealing with Federal employees in non-GS positions.

If a non-GS employee is applying for a GS position, TIG provisions generally are not applicable to qualify employees for a position.  TIG provisions are not qualification requirements.  Applicants must meet the criteria found in the Office of Personnel Management (OPM), Operating Manual for Qualification Standards for General Schedule Positions, including the appropriate length and level of experience for the position. TIG requirements apply only to employees who have held a competitive service, GS position in the last 52 weeks. All Federal civilian service is creditable at the required or higher (or equivalent) grade for TIG.  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Disability Retirement Procedures


Supervisory responsibilities:

· Direct employee to the ABC-C IVRS or EBIS automated system for retirement counseling and processing services.

· Complete SF 3112B, Supervisor’s Statement, and attach the employee's Job Description, Performance Standards and most recent Performance Appraisal.   

· Approve requests for leave or leave without pay when employee has a pending disability application.

· Submit Request for Personnel Action upon approval of disability retirement by OPM and forward through the CPAC without an effective date.

· Complete retirement certificate and initiate award action, if appropriate. 

Employee responsibilities:

· Contact the ABC-C for counseling and to obtain an annuity estimate.

· Obtain retirement forms list from the ABC-C (web site or Fax Back System).

(https://www.abc.army.mil/Information/ABCRetirement/Information/CompletingtheRetirmentPackage.htm)

· Obtain SF 3112 and appropriate immediate retirement form from appropriate source or http://www.opm.gov/forms/index.htm.

CSRS/FERS Screen Fill version:   http://www.opm.gov/forms/pdf_fill/sf3112.pdf
CSRS Information: http://www.opm gov/retire/html/library/sf3112-1.pdf  

FERS Information: http://www.opm.gov/retire/html/library/sf3112-2.pdf 

· Provide SF 3112B to supervisor and SF 3112C to physician for completion.  When returned, forward completed SF 3112A with supervisor and physician's statement to CPAC.  Retain a copy of all paperwork submitted to the CPAC.

CPAC responsibilities:

· Direct employee to the ABC-C IVRS or EBIS automated systems for disability retirement counseling and processing services.

· Determine if reasonable accommodation is possible and complete the Agency Certification of Reassignment and Accommodation Efforts, SF 3112D. Forward documents to the ABC-C.

· Provide Notice to Federal Employee About Unemployment Compensation, SF8.

ABC-C responsibilities: 

· Provide information and assistance services to employees.

· Contact the CPOC to have the OPF shipped to the ABC-C.

· Provide disability retirement calculations if requested.

· Complete preliminary disability retirement, counsel employee, and send application through DFAS to OPM.

· Suspense application package pending approval by OPM.

· Upon receipt of  OPM’s decision, notify supervisor and CPAC of determination.

· Process approved disability application paperwork through DFAS to OPM.  Authenticate SF-50, file copy in OPF and return OPF to CPOC.

· If disapproved, maintain copy for 30-35 days pending employee's request for reconsideration.  If employee does not file for reconsideration, return the application and disapproval letter to employee. 

· Provide limited assistance to retired employees and provide OPM telephone numbers to retirees.  

ABC-C General Retirement Information

https://www.abc.army.mil/Information/ABCRetirement/Information/Information.asp 

Retirement Frequently Asked Questions https://www.abc.army.mil/Information/ABCRetirement/FAQ/RetirementFAQs.asp
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

Automation Tools

A Guide for Helping Federal Employees Understand Their Employment Status and the Associated Benefits and Entitlements- This module helps employees determine their official "status" (including appointment type, tenure group, and work schedule) with the Federal Government and provides general information about eligibility for benefits and entitlements. 
http://exsys.cpms.osd.mil:8080/Wren/status/status1.htm 

Leave and Absences- This module provides managers, supervisors, and employees with general information on the various types of Federal employee leave and absences.

http://exsys.cpms.osd.mil:8080/Wren/lvab/lvab.htm 

Service Computation Date- This module helps obtain information that will assist in determining and computing correct service computation dates

http://exsys.cpms.osd.mil:8080/Wren/scd/scd.htm 

PCS Advisor- This system will help employees learn about the different categories of DoD PCS moves and estimate eligibility/reimbursement for each category

http://exsys.cpms.osd.mil:8080/Wren/cgi-bin/exsyscgi?KBNAME=/export/home/apache/htdocs/Wren/pcs/pcsweb 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Premium Conversion Reminder

This is a reminder to employees who are enrolled in the Federal Employees Health Benefits Program (FEHB) and did not waive the “Premium Conversion”.  Premium conversion uses Federal tax rules to let employees deduct their share of health insurance premiums from their taxable income, thereby reducing their taxes.

An employee participating in premium conversion generally has all the same flexibility as a person who chooses not to participate. Because of the tax laws, there are two exceptions. If you waive premium conversion you will have the flexibility, without giving any reason whatsoever, either to drop your health insurance altogether or change from a self and family enrollment to self-only.

However, if you are participating in premium conversion, you will be allowed to drop coverage, or change to self- only, only if your decision to do so comes at the time of a Qualifying Life Event (QLE), such as when you get married or your spouse gets a job that covers you under your spouse's health insurance.  You may waive participation in premium conversion (or elect to participate, if you previously waived) during the annual FEHB Open Season.  Also, you may have the opportunity to waive participation if you've experienced a QLE. 

A QLE is a term defined by OPM to describe events deemed acceptable by the IRS that may allow participants in premium conversion to change their participation election for premium conversion outside of an open season.  With two exceptions, the rules for changing FEHB enrollment outside of Open Season do not change.  Most of the time, people make changes to their FEHB enrollment on account of and consistent with a qualifying life event. The opportunities for you to enroll or change enrollment described in the FEHB Employee Health Benefits Election Form (SF 2809) will continue to be allowed under premium conversion except:

· you may not cancel your enrollment at any time

· you may not change from self-and-family to self-only at any time.

The IRS has additional events that will allow you to change your participation (election) in premium conversion.  The waiver form and a table of permissible changes is located at the web site identified below:

Waiver Form and Table of Permissible Changes

https//www.abc.army.mil/Information/ABCHealth/Information/DAWaiverForm.pdf
Questions and Answers

http://www.opm.gov/insure/health/pretaxfehb/qanda/index.htm 

Premium Conversion http://www.opm.gov/insure/health/pretaxfehb/index.htm
Anti-Terrorism/Force Protection (AT/FP) Awareness Training

There is now a requirement for all DoD civilian employees to complete Level 1 AT/FP Awareness training on an annual basis, as well as to receive a specific briefing when traveling outside of the continental United States (OCONUS) as a result of PCS, TDY, or Leave.  Activity security managers are to ensure that employees who travel OCONUS receive an Area of Referral (AOR) specific briefing prior to departure from their home station, in addition to completion of AT/FP Level 1 Awareness Training.  For OCONUS travel, the AT/FP Level I Awareness Training must be completed within 12 months of the departure date.  An AOR specific briefing on the planned area of travel or deployment must have been completed within two months of the departure date.  Area specific briefings are provided by the Security Office at DPTM (POC Mr. Howell, 751-6935).

The AT/FP Level 1 Awareness training can be completed on-line at http://www.at-awareness.org.  The purpose of the training is to increase your awareness of terrorism and to improve your ability to apply personal protective measures whether you are traveling, at work, or at home.  Contact your security manager for the access code and additional information about the training.  Employees will be granted duty time and access to government computers for the purpose of completing this training, which may be taken on your office computer.  If you do not have access to an office computer, you may use a computer at the Education Center, Building 4600, Room B-104, Monday through Thursday between the hours of 0730 and 2030 or Fridays from 0730 to 1630.   If you are not accustomed to operating a computer, the Education Center employees will be available to assist you.  Supervisors wishing to schedule groups of employees at the Education Center can do so by calling Mr. Norman Monroe at 751-3988.

Employees who are not comfortable with taking this training on a computer will be afforded an opportunity to receive a briefing in a classroom setting.  Contact Mr. Richard Hankins at 751-6019 to coordinate classroom briefings.

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Thrift Savings Plan (TSP) Open Season Reminder

The next TSP open season will be 15 May – 31 July 2002.  For additional information, visit the TSP web page at http://www.tsp.gov or the Army Benefits Center-Civilian web page at https://www.abc.army.mil/Information/ABCTSP/TSP.asp.

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Army Attitude Survey

Results of the Army-wide employee attitude survey have been published and are located at http://www.cpol.army.mil/library/armyplans/01survey/index.html.   The results show overall Army results and the results for 7 MACOMs.  Fort Jackson results were provided to supervisors. If needed, an electronic copy may also be obtained from the CPAC.

Points of Contacts for Employees

ACTIVITY
Activity POC
PHONE
CPAC POC 
PHONE

TRADOC





1st Tng Bde
Elaine McShepard                           
4230
John Amos                 
4692

4th Tng Bde
Kathy Wood                                    
1235
John Amos                 
4692

Victory Bde
Debbie Allen                                   
7536/3301
Betty Jeffcoat             
6426

120th AG
Sandra Taylor                                   
7218
Betty Jeffcoat             
6426

SSI
Donna Frye                                    
8125
John Amos                 
4692

Chaplain School
Terri Binn                                          
8889
John Amos                 
4692







USAG





AG (MPD)
Peggy Penn                                  
3171
John Amos                 
4692

DCA
Peggy Meetze                                  
5263
John Amos              
4692

DLE
Suzanne Holbrook                            
4813
Darlene Morgan        
6432

DOC
Jane Steppe                                     
4140
Darlene Morgan         
6432

DOIM
Juliette Greene                               
5332
John Amos                
4692

DPTM
Mary Coggins                                
7523
John Amos                 
4692

DPTM-TSC
Pam Keeney                                   
6014
John Amos                 
4692

DRM
Sheila Davis                                    
7629
Darlene Morgan         
6432

EEO
Diane Lucas                                      
5443
John Amos                 
4692

IG
Millie Mixson                                 
5314
John Amos                 
4692

LEA
Linda Wannamaker                          
6925
John Amos                 
4692

PAO
Karen Soule                                       
6719
John Amos                 
4692

Safety
Angelo Aponte                                
6004
John Amos                 
4692

SJA
Amber Bennett                                  
7657
Darlene Morgan        
6432







MEDCOM





MEDDAC
Kathy Kelley                                       
2125
Betty Jeffcoat             
6426

DENTAC
Karen Lavenia                                                   
5223
Betty Jeffcoat             
6426

Vet Service
Paula Glaze                                    
7711
Betty Jeffcoat             
6426







FORSCOM





5th Bde, 87th Div
Arleatha Allen                                   
4356
Darlene Morgan         
6432

SRAANG
Debra Kennedy                       
(803) 806-4223
Darlene Morgan         
6432







CIC
Connie Bowman                 7664             

John Amos                 
4692







MEPCOM





MEPS (Ch)
Cindy Logan                  
(704) 344-6417
Darlene Morgan         
6432

MEPS (FJ)
Debbie Burton                                   
5141
Darlene Morgan         
6432







Columbia Rec Bn
Terry Milam                     
(803) 253-5782
Darlene Morgan         
6432







CPAC

           CPAC



Labor/MER
Ron Waldhour                                
5796    Automation
Suzette Jordan
6379

FECA
Carla Laird                                        
5834    Job Info
Marilyn Howard
3219

Updating Training, Honorary Awards and Education

Training:

Due to the fact that certain documents are no longer filed in an employee’s Official Personnel Folder (e.g. training, honorary awards and education), it is important that the automated civilian personnel system (MDCPDS) be kept up-to-date.  Employees should check with their activity POC to determine what training, honorary awards and education level is already reflected in MDCPDS and then provide the missing information.

Recent analysis of completed training in MDCPDS revealed a significant decline from previous years.  Army civilian training policy requires all completed mission related and mandatory training be documented in DCPDS, regardless of length of training.  The Army has recently authorized the implementation of Oracle Training Administration-Lite (OTA-Lite), for the express purpose of entry of completed training data.  This methodPRIVATE "TYPE=PICT;ALT= " allows activity training coordinators and managers to input completed training data directly into the employee's electronic training record in DCPDS.  Training coordinators have been provided information about this method of data entry and may obtain additional assistance from the CPAC.  There also is a PRIVATE "TYPE=PICT;ALT= "”Job Aid for COMPLETED TRAINING using OTA-Lite: Click here and scroll down to Training, Completed and the ScreenCam movie

Within the South Central region, training completions may be processed in three ways, which are described at (http://cpolrhp.belvoir.army.mil/scr/hrdd/update/Update.htm):

· Supervisors and Training Coordinators at the installations may update completed training using OTA-Lite.

· CPOC will accept required training-update data via spreadsheet and update employee training history.

· CPOC will accept training history information via DD 1556s and update employee training history. 

Education:

The SC CPOC will accept an update to an employee’s education record via email. Go to http://cpolrhp.belvoir.army.mil/scr/hrdd/update/Update.htm, then click Education History Update.  This will produce an email addressed to the SC CPOC with information to complete regarding completed education.  Once you complete the information, you can then send via email.  If necessary, you can fax to DSN 746-5859.  

Honorary Awards:

If any honorary awards are not reflected in the employee’s award history, activities should send a copy of approved Honorary Awards (DA 1256 and supporting documentation) to the CPAC for forwarding to the CPOC. The CPOC will then update Awards history in the MDCPDS.    Monetary awards are automatically updated when a Notification of Personnel Action is generated, so there is no need to send a copy of these.

CPAC POC: Suzette Jordan, 751-6379 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Cancellation of PME I and PME II

Due to an unforeseen budget shortfall at Headquarters, Department of the

Army, the Army Management Staff College has cancelled Personnel Management for Executives I and II through this fiscal year.  The PME II class scheduled for April 28 - May 3 is included in the cancellation.  Students accepted into April's PME II class will be deferred to fiscal year 2003.

PME applications will be kept in the AMSC database until next year's schedule has

been finalized, and all applicants will have the opportunity to apply for a

later class.  Any applicant wishing to remove their application from our

database should contact the registrar's office at (703) 805-4756/4757 or DSN

655-4757 or registrar@amsc.belvoir.army.mil. 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Worker’s Compensation

The Office of Worker’s Compensation Program (OWCP) now has a toll-free call center for claimants or medical providers to call for FECA Information.  Caller must have claim number and SSN.

· General Information 
- 1-866-999-3322

· Claim Information
- 1-866-692-7487

OWCP will no longer send claimants cards with their FECA claim number and OWCP mailing address.  The claimant will instead receive form letter (CA-14) from OWCP giving them details on FECA benefits and information.  Their claim number will be included in the letter.  Employees are advised to keep their letter, when received, in a safe location for future use and information.

CPAC POC: Carla Laird, 751-5834

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Informal Classification Appeal


An employee may initiate a request to management for an informal review of the classification of his or her position. The classification refers to the title, pay plan, series, and/or grade assigned to the position.  Supervisors should be familiar enough with the classification standards and the basis of the classification decisions applied to positions under their control to be able to provide the initial explanation to employees. If more detailed and technical information is required to respond to an employee, the CPAC and/or CPOC should be consulted.  

An employee should not request a review to resolve why certain duties and responsibilities have been assigned. The manager should ensure that a clear understanding exists regarding the duties and responsibilities assigned to the employee and that the position description adequately reflects such information. In many cases, a statement regarding what has changed in a job description may serve as a basis in determining the need for a new description.  A new description should be initiated, if necessary, and processed through the CPOC.  


Occasionally, a request for a review may result in a CPOC classification specialist conducting an audit of the position.  A formal position audit or position review with an employee or his/her supervisor is one tool to gather first-hand information about a particular position. It is an interview designed to highlight the key or major aspects of a position. Findings are then compared to position classification standard(s) and other organizational materials to ensure that the position description accurately describes the major duties and is properly classified.  Position audits are conducted via telephone whenever possible. On-site audits are conducted only as a last resort to gain pertinent information that is otherwise unattainable. An audit is only conducted when significant changes are being proposed or have occurred to a position. 


It is critical that the manager or supervisor promptly advise the CPOC of position and organization changes and provide information pertaining to the change (e.g., revised position description, reorganization proposals, identifying the position(s) that will be impacted, etc.).   


When all informal efforts have been exhausted and the employee still disagrees with the classification, management should advise the employee concerning formal classification appeal procedures. The CPAC can provide information concerning appeal procedures assistance in initiating such actions. 

CPAC POC: John Amos, 751-4692

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

Union Officers and Stewards

National Federation of Federal Employees (NFFE) LOCAL 1214:

President: John Hawkins  - Union Hall Number 787-1722 or 751-2622

Treasurer: Ruth Mitchell - Union Hall Number 787-1722 or 751-2622

1st Vice President: Wayne Dickerson - 751-4142 or 751-1612

2nd Vice President: Vacant

3rd Vice President: Madeline B. Myers - 751-6225

Chief Steward: Vacant

Steward: Rudine Boyd - DENTAC 751-6211 or 751-3660

Steward: Eric Milner - MEDDAC 751-3156 or 751-3163

American Federation of Government Employees (AFGE) LOCAL 1909:

President: Richard MacDonald - Union Hall Number 751-7751

1st Vice President/Chief Steward: Marie Brize - Union Hall Number 751-7751

2nd Vice President: Alice Gallaway - Union Hall Number 751-7751

Steward: Rico Reece  751-4423

Steward: Laurel Irving  751-6094 

“There are no great men. There are only great challenges, in which ordinary men are forced by circumstances to meet”                         Admiral William “Bull” Halsey
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The CPAC News is a compilation of civilian personnel related topics from a variety of sources, including the Office of Personnel Management, the DoD Field Advisory Service, and the Department of the Army.   You are encouraged to informally share with us your views, ideas and recommendations or express your concerns about our civilian personnel servicing. You may call me at 803-751-6818 or email me at Sonny.Fine@jackson.army.mil or contact your servicing personnel specialist in the CPAC.  We hope that your constructive feedback will help us improve the delivery of civilian personnel services at Fort Jackson.  

SONNY FINE, CIVILIAN PERSONNEL OFFICER
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