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Out With the Old and In With the New

[image: image6.wmf](more than the weather)
The weather keeps changing and changes also continue with the way all of us apply for positions.  Two of the Civilian Personnel Operations Centers (CPOCs) are in the process of closing.  This means that the Southwest CPOC, located at Fort Riley, Kansas is assuming civilian personnel services for our installation.  The plan calls for the completion of this event by 10 March 2002.  Several meetings (in person, via phone, TDY’s and video teleconferences) have occurred with our new partners.  It is anticipated that the change in civilian personnel services will be transparent.  

You may now submit resumes any time to the SWCPOC.  Just go to the Civilian Personnel On-Line, select “Links” then “Regional Pages” then “Southwest” and follow the directions for creating your new resume.  I strongly encourage you to submit a new resume especially if you haven’t updated yours in a while.  Resumes at SWCPOC will remain in their database indefinitely for current employees.  You may have only one resume of record on file at each CPOC.

When you self nominate for a position, follow the directions using the information above.  Then read the instructions about how to self nominate for a position.  Also, don’t forget to create your SOARs account so you can review what resume the CPOC will be using to assess your skills before you self-nominate.  Some of you may use the Army Resume Builder.  This system now retains only your most recent resume.  Check ROARS https://www.cpocscr.army.mil/emp-center/ROAR/default.htm at or SOARS at http://cpolrhp.belvoir.army.mil/swr to make sure your resume is current.

A centralized Resumix database will also be operational soon.  The goal is to consolidate resumes into one database.  For more information, read the article, “Centralized Resumix Database” on page 6 of this issue of the UPDATE.

We are off to a good start with our new personnel partners.  Happy Spring!







Sandra L. Kruse

Director

Civilian Personnel 

Advisory Center
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The Civilian Personnel Advisory Center (CPAC) is open for business from 0900-1130 and 1230 to-1630.  Appointments are encouraged in order that we may better serve your personnel needs.  You can reach the advisor for your organization at 

[image: image8.wmf]596-0927.
The business hours for the Missouri Career Center (formerly Missouri Job Service), located in Building 470, Room 2203 are now 0800 to 1630 hours.  The Missouri Career Center provides a variety of services related to employment and training. 

The Career Center has a “Self-Service” option available to job seekers in their resource center. Job seekers may search for jobs, complete resumes, take a typing test, complete an aptitude/skills survey or view a variety of printed and on-line information. 

The Career Center utilizes an automated job match system that is designed to match applicant skills with employer requirements. Matches are made by identifying an applicant’s skills, knowledge, abilities, salary requirement and location availability to the requirements of the position as dictated by the employer.

Also available within the Career Center is a resume service for job seekers who require a resume. Resumes are stored in the database and are used with the on-line job matching system. A computer software package is available to provide applicants with the option of preparing their own professional looking resume.     
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There will be a satellite broadcast sponsored by OPM on       6 March 2002 from 1130 to 1230 hours introducing the Long Term Health Care Insurance Program.  It will be televised locally on Channel 60.

The U.S. Office of Personnel Management is sponsoring a high-quality long term care insurance program for members of the Federal Family. They have contracted with Metropolitan Life Insurance Company and John Hancock Life Insurance Company, who have come together as LTC Partners to provide this insurance. 

The long term care insurance program is not available YET, but it will be soon. They will have an early enrollment opportunity from March 25 through May 15 and an open season from July 1 through December 31, 2002. 

The Office of Personnel Management (OPM) is finalizing product design at this time. The progress of LTC can be tracked on the OPM LTC web site www.opm.gov/insure/ltc/index.htm for the Federal Family.  More information about Long Term Care Insurance in general is also available at this site. 

Eligible Groups (the Federal family)

· OPM estimates that the “Federal family” could approach or exceed 20 million people. 

· As specified in the law, individuals eligible to apply for this insurance coverage are: 

· Employees - Federal employees (including employees of the U.S. Postal Service and Tennessee Valley Authority, but not employees of the District of Columbia Government) and members of the uniformed services. 

· Annuitants - Federal annuitants, survivors of Federal employees receiving a survivor annuity, survivors of Federal annuitants receiving a survivor annuity, individuals receiving compensation from the Department of Labor, members or former members of the uniformed services entitled to retired or retainer pay, and retired military reservists at the time they qualify for an annuity. 

· Spouses of employees and annuitants. 

· Adult children (at least 18 years old, including adopted children and stepchildren) of employees and annuitants. 

· Parents, parents-in-law, and stepparents of employees (but not of annuitants). 

[image: image10.wmf]The law gives OPM authority to issue regulations to cover other relatives, (for example, grandparents, brothers and sisters, foster children, etc.). OPM can add these groups at any time. However, given the size of the program already, and the education and communication challenges, there is no reason to increase, no matter how slightly, the risk of a successful program launch. Therefore, OPM will not be adding any additional groups of relatives in the near future. They will re-visit the issue of additional groups of qualified relatives once the program is up and running successfully for the core groups identified in statute. 

                                                         Top 
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The 2002 Army Family Action Plan (AFAP) will be held on 19 March at the Audie Murphy Club.  "What is AFAP?” you ask.  AFAP is a process for communities to provide input to the local leadership.  Are you concerned about making sure important benefits don't go away?  Can you think of improvements in your local military community?  Are you looking for better job opportunities?  If so, you AND your ideas are needed in the AFAP process.

The process is simple.  If you have issues that you would like to see addressed by our leadership, submit them on a Bin Issue sheet and deposit them in one of the gold boxes you will see around Post.  (One is in the CPAC office too!)  If you would like to be a part of the process by actually working the issues, fill out one of our delegate applications and come be a part of the conference.  The conference will be held on 19 March 2002 from 0800-1700.

For more information, please call ACS at 596-0212 or email holmess@wood.army.mil.
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Come One Come All


You are cordially invited to attend a fair sponsored by the American Federation of Government Employees, Local 908.  The fair is scheduled from 1100 – 1700, Nutter Field House, 3 and 4 April 2002.


It is open to ALL civilian employees and will provide information regarding the following topics:


Retirement Benefits, Army Benefits Center for Civilians (ABC-C), Employee/ Member Self Service (E/MSS), Thrift Savings Plan (TSP), Federal Health Insurance programs, Federal Life Insurance, Federal Women’s Fair Practice Act, Office of Workers’ Compensation, Health Promotion, Armed Forces Bank, Mid-MO Credit Union, and much more. 

Most of the information required for annuity estimates is located on your Leave and Earnings Statement (LES).  So, be sure you bring your most recent one.


Employees, with supervisory approval, may have up to four hours to attend this event without charge to leave.  Employees may also split up their four hours (two the first day and two the second day as an example).  Employees may consider using their lunch hour in conjunction with the four hours to extend their attendance time.  Additional time must be approved by supervisors and charged to the appropriate leave category.


Supervisors are highly encouraged to approve civilian employees’ requests to attend this event as long as the organization’s mission is not adversely affected. 
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The Army Career & Alumni Program (ACAP) and the Directorate of Morale, Welfare and Recreation (DMWR) is sponsoring a Job Fair on 7 May 2002, Nutter Field House from 0900 – 1400.  If you are or know someone who is retiring and looking for work, please inform them about this fair.  Retiring civil servants are eligible for ACAP services.  Many vendors representing a variety of companies will be on sight to provide information about their businesses.  For more information, contact the ACAP center at (573) 596-0175.
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A centralized Resumix database will be coming soon.  Centralization will be accomplished by consolidating all the resumes maintained by a CPOC into a central single database located and maintained in Alexandria, Virginia.  

Once the activities serviced by a CPOC are brought into the centralized database, each applicant will have one resume that will be shared by all the other CPOCs which have centralized.  Employees will not have to resubmit a resume because of this centralization effort.  Only the most recent resume will be retained. 

Under centralization, once an applicant is selected and accepts a temporary or permanent position, he/she must submit a new resume for any future consideration.  An employee who is selected for a temporary promotion or a temporary reassignment will not have to submit a new resume. 

Resumes input through the Army Civilian Resume Builder will auto flow data directly into the Resumix central database with no manual intervention.  This will transmit the resumes to the database much faster than the current process.  No resume submitted through the Army Civilian Resume Builder will be rejected. 

A change associated with the centralized Resumix effort is the establishment of the Army notification system -- Applicant Notification System Web Enable Response (ANSWER).  ANSWER will be the method for employees to obtain information on the status of their resumes.  Applicants can access ANSWER via the web to find the status of their resume.  ANSWER includes the functionality contained under your current applicant response system and in June will allow an applicant to edit a resume from the application. Applicants can select/copy their resumes from the ANSWER and can paste them into the Army Civilian Resume Builder to update resumes. 
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FOR INFORMATION ON RETIREMENT AND POST 56

1.  GO TO THE ARMY BENEFITS CENTER-CIVILIAN (ABC-C) WEBSITE AT HTTPS://WWW.ABC.ARMY.MIL
2.  CLICK ON “SITE MAP”
3.  SCROLL DOWN TO “RETIREMENT” 
a.  UNDER RETIREMENT, CLICK ON  “ABC-C RETIREMENT INFORMATION”.  THERE WILL BE INFORMATION ON:
     1) CREDITABLE CIVILIAN SERVICE (CSRS)

     2) CREDITABLE CIVILIAN SERVICE (FERS)

     3) POST 56 MILITARY DEPOSIT (CSRS)

     4) POST 56 MILITARY DEPOSIT (FERS)

     b.  UNDER “FORMS”, GO TO “MILITARY DEPOSIT FORMS”

     1) RI 20-97 ESTIMATED EARNING DURING MILITARY SERVICE
     2) SF 2803 APPLICATION TO MAKE DEPOSIT OR REDEPOSIT (CSRS) (for those hired after 10-02-82)

     3) SF 2803 APPLICATION TO MAKE DEPOSIT OR REDEPOSIT (CSRS) use this form if you will become eligible for Social Security benefits (for those hired before                                              10-01-82)

     4) SF 3108 APPLICATION TO MAKE SERVICE DEPOSIT FOR CIVILIAN SERVICE (FERS)

HOW TO MAKE A MILITARY DEPOSIT
1.  To make a military deposit, go to the ABC-C website and print out the RI 20-97 and complete it, attach your DD214(s) and mail it to your branch of service.  The name and addresses are listed on another page. Make a copy for your records before mailing.

2.  When you receive your earnings statement, you will need to complete either one of the SF 2803’s(CSRS) or the SF 3108 (FERS), whichever applies to you. Send it with your earnings statement and DD214(s) to the ABC-C Center at:

Office of the Assistant Secretary

Manpower and Reserve Affairs

Southwest Civilian Personnel Operations Center

Army Benefits Center, ATTN:  ABC-C

301 Marshall Avenue

Fort Riley, KS 66442-5004

3.  The ABC-C Center will complete the back of the form and mail the completed form to payroll (DFAS) in Denver, Co.  DFAS will compute the cost to buy your military service and will send you a letter telling you what it will cost and giving your options on how you can buy it.

4.  You will notify DFAS of your decision on buying your military service.

5.  When your deposit is paid you will receive two copies of your paid receipt.  You will keep one and give the other one to Civilian Personnel Advisory Center to forward to CPOC to be filed in your Official Personnel Folder (OPF).
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FAMILY AND MEDICAL LEAVE ACT (FMLA) provides an entitlement to a total of 12 administrative workweeks of unpaid leave during any 12-month period for 


(a) The birth of a son or daughter and care of the newborn;


(b) The placement of a son or daughter with the employee for adoption or foster care;


(c) The care of a spouse, son daughter, or parent with a serious health condition;


(d) A serious health condition of the employee that makes the employee unable to perform the duties of his or her position.  

If an employee chooses to invoke their FMLA entitlement, he or she completes the OPM Form 71, giving as much notice as possible under the circumstances.  When the FMLA is invoked, an employee may elect to substitute accrued or accumulated annual leave or sick leave for the unpaid leave, but sick leave may be substituted only in those situations where the use of sick leave would otherwise be permitted.  

FEDERAL EMPLOYEES FAMILY FRIENDLY LEAVE ACT (FFLA) provides sick leave for family care, adoption, foster care, or bereavement purposes. 

Most 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. 

An employee may be advanced only the first 40 hours of sick leave (or a proportional amount for an employee on a part-time schedule or uncommon tour of duty) based on the employee’s request.  No sick leave may be advanced for the purpose of maintaining the minimum 80-hour balance.

Under the FFLA, the term "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.

SICK LEAVE FOR ADOPTION.  Under the FFLA, Federal employees are entitled to use sick leave for purposes related to the adoption of a child.  The limitations of the FFLA apply.

LEAVE FOR BONE MARROW OR ORGAN DONATION.  An employee may use up to 7 days of paid leave each calendar year to serve as a bone-marrow donor.  An employee also may use up to 30 days of paid leave each calendar year to serve as an organ donor.  Leave for bone marrow and organ donation is a separate category of leave that is in addition to annual leave and sick leave.  The time card would be posted as administrative leave (LV) for these purposes.

VOLUNTARY LEAVE TRANSFER PROGRAM allows Federal employees to donate annual leave to other Federal employees who have medical emergencies and who have exhausted their own leave.  
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Completing beneficiary forms is an option that every civilian employee may choose. However, when you complete beneficiary forms, it becomes your responsibility to ensure those forms are current.  A change in marital status or family status does not automatically change a beneficiary form that you previously submitted, nor does it prevent the benefactor from receiving the death benefits that you designated. The most common mistake is when the employee names a spouse and later divorces that spouse but forgets to change the beneficiary form. There are several types of beneficiary forms that you can complete to designate your after death payable benefits. These forms include the Standard Form 2823, Designation of Beneficiary, Federal Employee’s  Group Life Insurance (FEGLI), Standard Form 2808, Designation of Beneficiary Civil Service Retirement System, Standard Form 3102, Designation of Beneficiary, Federal Employee’s Retirement System, Standard Form 1152, Designation of Beneficiary, Unpaid Compensation of Deceased Civilian Employee, and TSP-3, Thrift Savings Plan, Designation of Beneficiary. You may access the SF 1152, 2808, 2823, and 3102  electronically by clicking on the Office of Personnel Management’s (OPMs) web site at http://www.opm.gov/forms. You can obtain a copy of the TSP 3 from the Thrift Savings Plan (TSP) Homepage at http://www.tsp.gov. Once you complete your forms, you should submit the SF 1152, 2823, & 3102 to your CPOC. You will submit the SF 2808, if applicable, to OPM at the address on the reverse side of the form. The TSP 3 should be sent to the National Finance Center at the address on the reverse side of the form. You should make copies of your beneficiary forms prior to submitting them to the appropriate offices. 

If you do not complete beneficiary forms, your death benefits will be distributed in the order of precedence. The order of precedence is as follows: 

1. Court order property settlement (if applicable). 

2. To the widow or widower. 

3. If none, to the child or children in equal shares, with the share of any deceased child distributed among the descendants of that child. 

4. If none, to the parents in equal shares or the entire amount to the surviving parent. 

5. If none of the above, to the executor or administrator of the estate of the decedent. 

6. If none, to the next of kin under the laws of the state in which the decedent  was domiciled at date of death. 

If you have any questions regarding the completion of beneficiary forms, you may contact the Army Benefits Center-Civilian (ABC-C) at 1-877-ARMY CTR (276-9287). Hearing impaired employees can contact a Benefits Counselor at 1-877-ARMY TDD (276-9833).
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[image: image20.wmf]It is mandatory that all requests for employment and salary information are directed to The Work Number for Everyone®, an automated employment verification service that allows you to have your employment and salary verified within a matter of minutes.  This fast, secure service is used for mortgage applications, reference checks, loan applications, and apartment leases.  Anything you need that requires proof of employment.  It is quick, accurate and best of all it’s easy.

The Work Number for Everyone® will speed up this process by giving you and your verifier access to employment information 24 hours a day 7 days a week.  The Work Number is a cost effective and environmentally smart way for Department of the Army employees to have their employment verified confidentially.

What are the benefits of this service?

· Faster, more efficient, and more complete responses to employment verification requests

· Increased security of sensitive salary information

· Standardized verification procedures

· An audit trail to insure proper verification procedures

· Longer hours of accessibility to employment verification information

· Dedicated Client Service Center

Detailed brochures will be located at http://cpol.army.mil/library/benefits/talx/index.html.  You may also call 1-800-996-7566 to speak with a Work Number Customer Service Representative.
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Warning signs of workplace violence 

Article from Safety Online Newsletter 1/14/2002  

WASHINGTON, Jan 14, 2002 (United Press International via COMTEX) -- Workplace violence is a process and employees and managers should be trained to recognize the warning signs as it escalates, a consultant to the security industry said. 

"Violence can happen suddenly, but typically it builds over time," Joseph Ricci told United Press International Monday. 

His company, Ricci Communications of Alexandria, Va., has released a set of guidelines aimed at recognizing and preventing workplace violence. He said the recent stress created by corporate layoffs, a slow economy, the Sept. 11 attacks, as well as the resulting war on terrorism have heightened the risk of workplace violence and the responsibility of organizations to be diligent in efforts to prevent it. 

The threat can be internal, coming from a disgruntled or terminated employee, or external, coming from someone with a grievance against the company because of product dissatisfaction or lost investments, Ricci said in an interview that focused on internal threats. 

"Workplace violence has a devastating impact on productivity and morale of an organization, directly affecting the productivity and financial performance, costing business millions each year in medical and psychological care, and liability," he said. 

Organizations seeking to prevent internal workplace violence must screen potential employees before hiring, Ricci said, which limits legal liability for the behavior of individuals with checkered pasts. Companies now are being held responsible for hiring potentially violent employees. 

The employment application should include a waiver and release for permitting the verification of information provided by the candidate, Ricci Communications guidelines say. 

References must be checked; criminal history and credit checks should be conducted. In addition, policies should be instituted that would enable checking into the backgrounds of existing employees and contract personnel. 

Ricci advises companies to maintain a zero-tolerance policy for verbal or written threats or other indications of violent behavior and to administer that policy fairly, quickly and consistently. Employees should have several confidential reporting channels regarding threats or misbehavior, such as a drop box, a phone line or anonymous e-mail. 

"Nine times out of 10, somebody says: 'I knew he was going to go. He had said something to me.' But nobody ever reports it," Ricci told UPI. 

According to the guidelines, it should be considered a warning sign if the individual demonstrates: (1) low self-esteem and considers himself the victim of injustice; (2) a fascination with death, violence or weapons; (3) a history of violence, paranoia or destructive behavior; (4) an often controlling or demanding manner; (5) an orientation toward the task at hand rather than people; (6) signs of persistent and inappropriate anger. 

But is being task-oriented a warning of violent behavior? And who defines "low self-esteem"? 

"It's not so much that it's one thing," Ricci said. "It's a cumulative effect. But if they start meeting several of those elements, then maybe you do ask someone to intervene, or give them some counseling, or keep more of an eye on them." 

Agencies of intervention could be human resource departments or employee assistance programs. "Or it could be self-referral," Ricci said. EAPs safeguard the anonymity of the employee. 

Ricci Communications lists "behavioral flags" as excessive tardiness, reduced productivity, changes in health or hygiene, excessive use of excuses, and increasingly violent mood swings. 

The proximate stimulus for violent behavior could be some form of public humiliation in the workplace. For example, one might be passed over for promotion, make a critical error in a high-profile position, be reprimanded in front of co-workers, or dismissed because of "down-sizing." Personal trauma such as divorce or separation, the death of a spouse or family member, or a severe illness could spark trouble. 

Ricci agreed on the desirability of a "soft approach." Make sure counseling is available, he said. "That's why you have to educate people about the process. A lot of people won't seek counseling by themselves. You have to have a process in place." 

But should the workplace be an occasion of surveillance and snitching? What's outside the normal range of behavioral variation? 

The consultant answered by speaking of the tradeoff between privacy rights and the possibility of spiteful denunciations vs. the threat of violence. 

"If you see that someone's taking advantage of the system" through malicious or frivolous reports, "then you have to make corrections to the system," Ricci told UPI. The impingement of civil liberties, the targeting of rivals, and office politics become important considerations. But not doing anything carries its own dangers, he said. 

"Maybe there would be even a disciplinary thing for turning people in for vengeful reasons." 

The idea is not to fire the employee, except for violations of the zero-tolerance policy involving threats or actual violence. Rather, it's to institute a screening process that takes human factors into consideration. 

"The same guy can get reported a lot," indicating a real problem, he said. 

By LOU MARANO 
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Employee/Member Self Service-A Success Story

During the past year, E/MSS has added many new features.  To name just a few:

· Civilian employees can now change their state tax withholding; start, stop and change savings bonds; and view/print their W2s
· Military members can view their LES, make federal tax changes or start TSP contributions

· All civilian employees and Military members paid through the DFAS Columbus, Indianapolis and Cleveland sites can access their travel payment voucher through E/MSS 

During the past year, we have seen our customer base grow from 432,000 in

January 2001 to 895,000 at the end of December 2001.  We are implementing a marketing strategy during 2002 to increase this even more.

Coming to a computer near you-soon!

Because of the numerous benefits and the growing demand, we are planning to add more features in 2002.  These include, but are not limited to:

· TSP Phase II- January

· MCTFS and DJMS 

· LES (print, save to file)-January

· Cambridge Pilot-February

· AOP, links for smart LES

· Military Phase II

· State tax & savings bonds- July

· Address & allotments (DJMS)-October

· Retiree Account Statement-February

· E/MSS link for DCPS CSRs-March

· PIN Letter on Demand-May

· Travel AOP

· DFAS-KC-May

· DFAS-Denver-July 
· NAF LES-Fall 

· Website update- On going

· Security enhancements - On going

· W-2s-January, 2003
Knowing that there is even more to do; we have the following projects on our long range-planning calendar.

· Add links for Services online


· NSA Copy of E/MSS

· Certification of Eligibility (ROE, COE)

· Pay Certification (TALX)

· Online PIN validation

· Add Coast Guard customer
EMSS can be viewed on the web at https://emss.dfas.mil/emss.htm.
If you have questions concerning E/MSS please contact Mr. Dennis Eicher, at 317.510.3218 (dennis.eicher@dfas.mil) or Mr. Jim Pitt, at 703.607.5052 (jim.pitt@dfas.mil).
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TDY Mileage Rate Change
Effective for TDY travel on or after 21 January 2002 the POC mileage rates have changed.  The new rates are as follows:

Automobile

36.5¢ 

Airplane

97.5¢

Motorcycle

28¢

These changes are for TDY only.  The mileage rates for permanent change of station (PCS) did not change.
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Why Was My Claim Returned?

Returned travel packets results from incorrect/incomplete travel submissions.  It is a policy of Travel Pay Services to make one attempt to contact you by phone (work phone number is recommended - they work the same hours we do!) before returning your claim.  Below are only a few reasons why your claim could have been returned:

1. No claimant's signature/date

2. No supervisory reviewer's signature/date

3. No orders attached

4. Duplicate claim

5. No further entitlements to be paid
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Submission Tips to Prevent Returns

To avoid having your claim returned to you, please read and follow this simple advice:

1. Use the Traveler's Checklist.

             https://dfas4dod.dfas.mil/centers/dfasin/travpay/
2. Include your e-mail address on your 1351-2.

3. Provide a POC if you’re long-term TDY.

4. Check over your entire packet for completeness, sign, and date your claim.

5. Make sure your Reviewing Official signs and dates your claim.

6. If faxing your claim, never fax a light or colored copy.

7. Submit one complete travel packet (voucher, receipts, and orders).
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Federal Employees Can Now Keep 

Their Frequent Flier Miles


It's official. By law, federal employees may now keep for their own personal use the frequent flier miles they earn while on official travel. The provision was enacted on December 28th as part of the National Defense Authorization Act for FY 2002 (S. 1438). Section 1116 of this law allows federal employees to keep "promotional items," including frequent flier miles, earned on official travel. Previously, frequent flier miles earned on official travel were considered the property of the government, and could only be used for official travel. The new benefit is effective immediately, and even permits federal employees to use frequent flier miles earned before the law was enacted. Employees are responsible for establishing their own frequent flier accounts and paying the related costs, if any. They may also now use their frequent flier miles to upgrade from coach class if they wish. The General Services Administration is in the process of amending the pertinent federal regulations to conform to the change in the law. 

Questions have been raised concerning the taxability of frequent flyer miles or other promotional items that are received as the result of business travel and used for personal purposes.  There are numerous technical and administrative issues relating to these benefits on which no official guidance has been provided, including issues relating to the timing and valuation of income inclusions and the basis for identifying personal use benefits attributable to business (or official) expenditures versus those attributable to personal expenditures.  Because of these unresolved issues, the IRS has not pursued a tax enforcement program with respect to promotional benefits such as frequent flyer miles.

Consistent with prior practice, the IRS will not assert that any taxpayer has understated his federal tax liability by reason of the receipt or personal use of frequent flyer miles or other in‑kind promotional benefits attributable to the taxpayer’s business or official travel.  Any future guidance on the taxability of these benefits will be applied prospectively.

This relief does not apply to travel or other promotional benefits that are converted to cash, to compensation that is paid in the form of travel or other promotional benefits, or in other circumstances where these benefits are used for tax avoidance purposes.

For information regarding this announcement, call (202) 622‑4606 (not a toll‑free number).  Alternatively, taxpayers may transmit comments electronically via the following e‑mail address:   GOTOBUTTON BM_1_ Notice.Comments@irscounsel.treas.gov.  Please include “Announcement 2002‑18" in the subject line of any electronic communications.
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The following employees are approved leave recipients:

David Allen, DOL – personal battle with illness

Patricia Allen, MEDDAC – personal battle with illness

Denise Clayton, MEDDAC – personal battle with illness

Jo A. Crooks, MEDDAC - personal battle with illness

Bernard Easton, 43rd AG – personal battle with illness

Ron Hodges, DPTM - personal battle with illness

Jack Hunt, DOTD – personal battle with illness

Janay R. McCargo (Vannocky), USAES - personal battle with illness

Joe Peltz, DOL – spouse’s battle with illness

Ron Pemberton, DPW - personal battle with illness

Cynthia Veach, MEDDAC – child’s battle with illness

Douglas Wagner, DCLT – personal battle with illness

The current list of recipients is available for viewing at www.wood.army.mil/CPO/leavetra.htm.   At that site you will find general information about the leave transfer program and forms to become a recipient, as well to transfer leave.
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FINANCIAL ENGINES®, the new on-line investment advice and financial planning service, was recently activated and is now available to NAF 401 (k) Plan participants.  Visit www.nafbenefits.com and click on the Financial Engines link.  When you reach Financial Engines’ web site, click “Start Here”.  Select “Sponsored by a company or organization”.  For Sponsor, enter “Army”.  For Temporary ID, enter your social security number.  Follow the simple instructions.  If you have questions, you may call Financial Engines’ Support Team at 1-888-624-9055, or contact the NAF Personnel Office at 596-0283.

Top
The Directorate of Common Leader Training (DCLT) Professional Development Center, is offering the following training events:  

Courses are open to all military and DoD civilian employees of Fort Leonard Wood unless otherwise noted.  All courses have limited seating and will be filled on a first-come first-served basis.  Most courses are held in the MANSCEN Complex.  Attendees will be notified of meeting place after registration has taken place.  There is no cost to attend any of the below mentioned courses.

For information on how to register for any of these courses, please see your organization's training coordinator or contact Sandra Barrera at 563-5924 or via e-mail at barreras@wood.army.mil.  

Please visit the Professional Development Center’s website for information on all the courses offered at www.wood.army.mil/dcltsf.

Microsoft PowerPoint (Intermediate) 2000
12-14 March, 1200-1600 daily

*Prerequisites:  There is a pre-test given to students enrolling in this class.  Pre-tests must be completed no later than 3 working days prior to the first day of scheduled class.  Pre-tests are given in the MANSCEN Computer Lab, Lincoln Hall, room 2691, and can be taken any time the lab is open.  Prior coordination with lab staff is required to ensure a computer is available.  Contact the MANSCEN Computer Lab staff at 3-5679. 

Learn how to set options, use masters and templates, work with WordArt, work with graphics, apply animation features, prepare presentations and design presentation for the Web.

Microsoft Outlook (Intermediate) 2000
12-14 March, 0730-1130 daily

*Prerequisites:  There is a pre-test given to students enrolling in this class.  Pre-tests must be completed no later than 3 working days prior to the first day of scheduled class.  Pre-tests are given in the MANSCEN Computer Lab, Lincoln Hall, room 2691, and can be taken any time the lab is open.  Prior coordination with lab staff is required to ensure a computer is available.  Contact the MANSCEN Computer Lab staff at 3-5679. 

Students will learn how to work with mail templates, create signatures, use the address book, use stationary, flagging, finding and customizing the message window, organize items, use the calendar to schedule events, plan meetings, add and remove attendees, post a web calendar, integrate calendar with Outlook components and customize calendar.  User will also learn how to explore contacts and use the journal, use the task feature and integrate Outlook and Office.

Microsoft Word (Intermediate) 2000
19-21 March, 1200-1600 daily

*Prerequisites:  There is a pre-test given to students enrolling in this class.  Pre-tests must be completed no later than 3 working days prior to the first day of scheduled class.  Pre-tests are given in the MANSCEN Computer Lab, Lincoln Hall, room 2691, and can be taken any time the lab is open.  Prior coordination with lab staff is required to ensure a computer is available.  Contact the MANSCEN Computer Lab staff at 3-5679. 

Student will learn how to prepare documents, format page setup, apply borders and shading, work with auto text, use auto correct, understand headers and footers, insert page numbers, insert text from another file, work with indents, use breaks and spacing, insert columns, use outline numbering, work with graphics, create tables, work with WordArt, prepare and print envelopes and labels, prepare a document for the web, work with hyperlinks and send a document via e-mail.

Microsoft Access (Intermediate) 2000
19-21 March, 0730-1130 daily

*Prerequisites:  There is a pre-test given to students enrolling in this class.  Pre-tests must be completed no later than 3 working days prior to the first day of scheduled class.  Pre-tests are given in the MANSCEN Computer Lab, Lincoln Hall, room 2691, and can be taken any time the lab is open.  Prior coordination with lab staff is required to ensure a computer is available.  Contact the MANSCEN Computer Lab staff at 3-5679. 

Student will learn how to examine and modify tables in design view, adjust data types, change field properties, use default values, explore indexes, understand the lookup wizard, use input masks.  Learn how to modify forms using form sections, binding controls, calculated controls and other controls.  Create Queries with the query wizard, add tables and fields, specify criteria, work with query fields, create action queries and create calculated fields.  User will learn how to customize reports, use report sections, modify report controls, change format properties, add controls and use calculated controls.  Learn how to work with HTML and Hyperlinks and perform database maintenance.

Microsoft Excel (Intermediate) 2000
26-28 March, 1200-1600 daily

*Prerequisites:  There is a pre-test given to students enrolling in this class.  Pre-tests must be completed no later than 3 working days prior to the first day of scheduled class.  Pre-tests are given in the MANSCEN Computer Lab, Lincoln Hall, room 2691, and can be taken any time the lab is open.  Prior coordination with lab staff is required to ensure a computer is available.  Contact the MANSCEN Computer Lab staff at 3-5679. 

Student will learn how to rename worksheets, move worksheets, use lists, work with functions (logical, financial, date and paste), format worksheets, use 3-D references, use Excel and the Web, use templates, and use Microsoft Map.

Microsoft FrontPage (Advanced) 2000  CLASS IS FULL
26-28 March, 0730-1130 daily


Enrollment for this class must be coordinated through Ms. Cathy Holland, MANSCEN Computer Lab, 3-5679.

Prerequisites:  (1) Student must be on Additional Duty Orders as Primary or Alternate Webmaster for their organization.  (2) Student must have a licensed copy of FrontPage 2000 all ready installed.  (3) Student must have completed basic level FrontPage training at Ft. Leonard Wood.  (4) Student should have a fundamental knowledge of basic FrontPage features. 

PC Literacy
01-03 April, 1200-1600 daily

This course is for the "new" computer user.  Learn how to utilize the PC more efficiently; how to personalize it to meet personal needs and meet government requirements; major components of the computer to include keyboard, mouse, and central processing unit; how to utilize the Windows operating system; and file/folder maintenance.
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1.  The installation’s work force is represented by three labor unions:  The American Federation of Government Employees (AFGE), Local 908; the National Association of Government Employees (NAGE), Local R 14-32; and the International Association of Fire Fighters (IAFF), Local F-108.

2.  AFGE represents two DA bargaining units containing over 1,100 DA civilian employees at Fort Leonard Wood.  Exclusive recognition was granted in 1970 for Units One and Two.  Employees of the Chemical and Military Police Schools are excluded at this time.

     a.  Unit One is General Schedule employees, activity-wide, excluding Fire Fighters and professionals.

     b.  Unit Two is comprised of the professional employees, activity-wide.  Included are engineers, doctors, dentists, registered nurses and pharmacists.

     c.  The following is a list of AFGE officers:

William Logue

President




MEDDAC

Patsy Haught

Secretary/Treasurer



Sherman Walker

MANSCEN Vice-President


1st Bde 

Larry Suggs


Chemical School Vice-President

43 AG Bn


Linda Wischow 

Military Police School Vice-President
LEC

Jill Bonkowske

MEDDAC Vice-President


MEDDAC

Art Forshey


Engineer School Vice-President

DOIM

Stewards:    Larry Suggs, Chief Steward



    
Claretta Crawford, Clark Library



    
Jill E. Bonkowske, MEDDAC, Nutritional Care



    
Ricky Compton, MEDDAC, DCHS, Nursing Division



     
James T. (Tommy) Bowerman, DPTM, TASC

2.  NAGE Local R 14-32 represents two DA Bargaining units containing over 500 DA civilian employees at Fort Leonard Wood.

     a.  Unit One covers Wage Grade employees activity-wide.  Unit One was granted exclusive recognition in 1968.

     b.  Unit Two covers Non-Appropriated (NAF) employees, including off-duty military when employed by NAF.  Recognition for Unit Two was granted to NAGE in 1974.  NAGE also represents DeCA (commissary), Contract and all AAFEES employees through other locals.

c.  The following is a list of NAGE officials:

Jim Humphrey

President (Leave of Absence)  

    Union office phone: 329-4222

Dale Shetler


Vice-President, DOL, Supply

Robert Simonelli

GLWACH Vice-President, MEDDAC

Gary Lawson


National Representative

Bill Wooten


Executive Secretary, DOL Maint.

3.  IAFF represents fire fighters and fire inspectors, including crew chiefs.  The union was recognized in 1970 and has about 30 employees in the bargaining unit.  Following is a list of officers:

Mark Pressly, President

Joseph Brown, Vice President

Jeff Sheeley, Secretary

Robert Odle, Treasurer

4.  All bargaining units exclude management officials, supervisors, confidential employees, personnelists, and employees in the intelligence career field. 

5.  Fort Leonard Wood has a fairly positive labor relations climate.  All three unions are members of the Labor Management Partnership Council (LMPC) that was formed in 1994.  The LMPC meets monthly and is chaired by both management and labor on a quarterly schedule that rotates between labor unions and management.

6.  Each supervisor and management official is expected to keep labor-management relations a high priority in carrying out their management responsibilities.  The CPAC Labor Relations Officer and appropriate union officials are to be informed of changes in working conditions or personnel policies and practices that affect bargaining unit employees.  Union officials are to be included in initial planning before changes in conditions of employment are made.  The impact or procedures for implementing management decisions may be negotiable even when the substances may not be.
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Q.  An employee had a normal pregnancy and delivered a healthy baby with no complications.  Her doctor certified that she would need a 6-week recovery period.  She used 240 hours of sick leave to cover the 6-week period, but still has 60 hours of sick leave on the books.  Can she use those additional hours beyond the time her doctor stated in the medical certificate?  Can she follow that time up with annual leave, and then request to invoke FMLA on top of that? 

A.  The employee was authorized to use sick leave for the length of time (6 weeks) her doctor certified that she was incapacitated as a result of her pregnancy and the birth.  The employee may not use her remaining 60 hours of sick leave in connection with her pregnancy and the birth unless her doctor certifies that she is still incapacitated for the performance of her duties. 

However, in addition to the 6 weeks of sick leave the employee has already taken, she is entitled to 12 workweeks of unpaid leave under the FMLA (provided she meets the eligibility requirements in 5 CFR 630.1201(b)).  If she chooses to invoke her FMLA entitlement, she may elect to substitute accrued or accumulated annual leave or sick leave for unpaid leave under the FMLA.  But if she chooses to substitute paid sick leave for unpaid leave under the FMLA, she may do so, but only in those situations where the use of sick leave would otherwise be permitted by law or regulation.  Sick leave may not be used by birth or adoptive parents who voluntarily choose to be absent from work to bond with a birth or adopted child.  Reference:  Supplementary information, final FMLA regulations, Federal Register, dated 12-05-96.

If the employee does not choose to invoke FMLA, there is no entitlement to leave.  Although a supervisor generally may not deny sick leave if the employee provides medical certification, he or she may deny annual leave or leave without pay if there is a need for the employee to be at work.  While the taking of annual leave is a right of an employee, it is subject to the right of the supervisor to schedule the time at which annual leave may be taken.
For more information on Family Friendly Leave Policies see the Quick Index on the Office of Personnel Management web page, at www.opm.gov or contact your CPAC Advisor.


If you have questions regarding civilian personnel, please forward them to the email address below.  The answer will be provided in the June 2002 UPDATE.

Editorial Policy:

YOU ARE ENCOURAGED TO SHARE YOUR OPINIONS, IDEAS, AND SUGGESTIONS. ALL CORRESPONDENCE MUST HAVE THE NAME AND LOCATION OF THE ORIGINATOR IN THE EVENT THERE IS A NEED FOR ADDITIONAL INFORMATION.  PLEASE FORWARD COMMENTS, SUGGESTIONS, OR NEWS ITEMS FOR PUBLICATION TO THE EDITOR, 

E-MAIL: atztcp@wood.army.mil .
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CPAC CUSTOMER FEEDBACK FORM

We are very interested in getting your feedback regarding the kind of service we provide.  Our goal is to provide TIMELY, ACCURATE AND PERSONAL service.  We need feedback to analyze how we are doing.  Would you please take the time to complete the following items?


























YES
NO


1.  Was this action completed/service provided in an acceptable time frame?    

___
___

2.  Do you think the product is accurate and represents good staff work?


___
___

3.  Did you get the kind of information you needed to make informed choices?

___
___

4.  Were our interactions with you courteous?




___
___

5. Overall, how would you rate the product/service you received?

___Excellent

___Good
___Adequate
___Unsatisfactory

6. Please provide any suggestions you may have for ways that we can improve our service.  We are particularly interested in specific feedback on any of the items you may have checked “NO”.  Please use additional space if needed.

7. If you would like a personal response to your suggestion or comments, please provide your name, phone number and electronic mail address.

8. Please identify the product or service below:

PERSACTION Number:____________
Award______________
Advice_________________

Referral list number:_______________
Counseling__________
Information_____________

Training________________________
Benefits____________
Other:__________________________

Thank You for taking the time to complete this feedback form.  Please mail it directly to me, send it electronically to mailto:atztcp@wood.army.mil, or fax it to 573-596-0289.  If you would like to discuss this or any other matter, I can be reached at 573-596-0280 or via email.  I look forward to hearing from you.


Director








Civilian Personnel Advisory Center








140 Replacement Ave, Ste 2210








Fort Leonard Wood, MO  65473-8935
Army Civilian Personnel Professionals - Helping Leaders Meet the Mission
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