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MARKETING IN THE YEAR 2000!

Prospects will continue to go where invited and remain where appreciated.
Reputations will continue to be made by many acts and lost by one.

People will go right on, preferring to do business with friends--new and old.

The "Extra Mile" will have no traffic jams.

Performance will continue to outsell promises.

Enthusiasm will be as contagious as ever.
Know-how will surpass guess-how.

Trust, not tricks, will keep customers loyal.

Quality will be prized as a precious possession.

FROM THE CPAC DIRECTOR:

MANSCEN CIVILIAN EMPLOYEE DRESS CODE (MCEDC)
Is there a dress code for Ft Leonard Wood civilian employees?  Or a DA or DOD Civilian dress code?  Should there be one?  The answer to the first two questions is "No".  The answer to the third………..well, you decide.  

One of the things that makes the development of a dress code so difficult is the wide difference of opinions about what is "appropriate" dress for the workplace.  

I don't think we need a MANSCEN Civilian Employee Dress Code (MCEDC) because for one thing we already have enough acronyms on FLW.  But if a dress code was drafted, here would be a few of my personal preferences:

Fragrances:  If your coworkers can smell you before you turn the corner, then you're wearing too much cologne/toilet water (who exactly is it by the way that splashes on a bit of water out of their toilet before leaving the house?), perfume, etc.  It gives some people headaches and makes others nauseous.  So I think if I can smell you without getting closer to you than I should be in the first place, then it's too much.  Someone said a personal fragrance should be "discovered", not "broadcast".  

Personal Hygiene:  See the above discussion about being able to "smell" your coworkers.

Neckties:  Forbidden!  Verboten!  Safety Hazard!  Burn them all!  Unless you like them; then wear them.  Just make sure they don't look like the design is fighting with the pattern of your shirt.  

Dress Down Fridays:  Everybody should dress like their favorite cartoon character on Fridays.  

Name Tags:  "Morning people" should have to wear them so the rest of us can avoid you until noon.  

Baseball Caps:  Required for bald people and people with odd-shaped heads.  

Jewelry:  Must meet the Webster definition of "Objects of precious metal often set with gems and worn for personal adornment".  If it's in a "personal" area, then no one else should be able to see it.  Especially if it's in your mouth.  

Hair:  The "bedhead" look is permitted.  It makes bald people less sorry their hair fell out.  

Tobacco:   Not relevant to the dress code, except smokers should be required to change clothes after each smoke break before returning to the work place.  

There's a serious side to this discussion about dress codes, but it primarily has to do with dressing appropriately for the type of work you do, the people you deal with, safety considerations, etc.  But it isn't as much fun to talk about.  Maybe next month.  

Granville Jones

   Personnel Officer
TO EVERYTHING UNDER TAPES, THERE IS A SEASON:

A Time to Plan….

Without an approved performance plan, an Evaluation Report can not be completed.  It is an OPM regulatory requirement that a performance appraisal be based upon a performance plan made known to the employee (within DA, the plan must be in effect at least 120 days prior to the preparation of an Evaluation Report).  Aside from meeting regulatory requirement, the true importance of the plan is that when done correctly, it records the specific performance expectations for which the ratee will be held accountable.

The official forms to use for performance plans are DA Forms 7222-1 or 7223-1, (August 1999 version).  The plan should be in place (initialed by rater, employee, and senior rater if applicable) within 30 days from the beginning of each appraisal period.  (Within DA, the plan must be in effect a minimum of 120 days before an Evaluation Report is prepared.)

The completed rating chain must be identified on the performance plan.

A Time To Review TAPES Procedures….  
1.   Conduct mid-point counseling... Mid-point counseling is a responsibility of the rater, IT’S THE EMPLOYEE’S RIGHT!!  It allows an opportunity to discuss accomplishments and keep performance counseling on track.  It also allows plenty of time to address performance deficiencies and get them on track before the end of the rating period.

2.   Address performance problems early in the rating cycle (consult the servicing Civilian Personnel Office for assistance).  Frequently this results in the employee being rated at least “Successful Level 3” at the end of the rating cycle.

3.  Review and approval of performance plans by senior raters is optional except when an employee is falling one or more of the performance objectives or responsibilities.  When an organization chooses to continue using a senior rater, the senior rater must initial and date the performance plan in order for it to become effective.  If a senior rater is not required, the performance plan becomes effective the day it is initialed by the rater.

4.   The rated individual must have worked at least 120 days under an approved (initialed and dated by the rater or senior rater, whichever is applicable) performance plan before an Evaluation Report can be prepared.

5.    If the employee or rater departs within 120 days of the end of the rating cycle, prepare an Early Annual Evaluation Report. 

6.    If a performance objective or task is not to be rated, line through it, with the rater’s initials and a date.

7.    The employee is the last one to sign an Evaluation Report, after the rating has been approved by the rater and after discussing the appraisal with the rater.

8.    Check the “Yes” or “No” block in Part VIa of the Senior System Evaluation Report only if the ratee is a supervisor or manager.  This indicates whether or not the ratee exceeded one or both of the specific performance expectations for Supervision (Organization/Management)/Leadership or Equal Employment Opportunity/Affirmative Action (EEO/AA).

9.    When the employee is on detail or temporarily promoted for 120 days or more, a performance plan should be developed and a Special rating prepared for the period.

10.    If the employee has received a Special appraisal, it should be attached to the Annual appraisal and given to the employee.

11.   Performance award nominations must be submitted with a copy of the Evaluation Report for which the award is being granted.

12.    Performance plans for the Senior System must have each rated objective annotated with the appropriate performance level e.g., E(Excellence), S(Success), etc.  The annotated performance plan must be attached to the Evaluation Report in order to be accepted for processing by the CPAC.

A Time To Sign, Or A Time Not To Sign…



The ratee’s signature on an Evaluation Report means that the information in Parts I and IV is correct and that the evaluation has been discussed.  It does not mean that the ratee agrees with the rating or that informal or formal channels will not be pursued to get the rating changed.  If after discussion and attempts to resolve the ratee’s concerns, the ratee still refuses to sign the Evaluation Report, the rater should place a statement in the block where the ratee would have signed indicating that the rating was discussed and that the ratee refused to sign.  Then the rater should initial and date the statement.

A Time To Receive A Probationary Rating, Or A Time To Receive An Annual Rating…

Employees still serving a probationary period should receive their first Annual rating if the rating cycle ends and they have completed at least 120 days under an approved performance plan (even if the probationary period has not ended).  Keep in mind that ratings of Successful Level 3 or higher, given prior to the completion of the probationary period, do not preclude a later determination that the employee is performing at a lower level.  Should this downward turn in performance occur, the rater should have sufficient examples of the deficiencies to support the lower rating and/or termination for poor performance during the probationary period.  The Civilian Personnel Office should be consulted immediately if the employee’s performance falls below “Success” in any performance expectations.

A Time to Ask Questions About TAPES, and A Time To Receive Answers… 

Q:  If I have to extend the rating cycle in order to rate my employee, is that rating considered delinquent?

A:  No.  A delinquent rating is one that is due but has not been received in the CPAC within 30 days after the end of the rating period.

Q:  What is a “Bullet” and where do they have to be used?

A:  Bullets are short, concise statements, not more than two lines, used only on the Evaluation Report form to describe Values, examples of performance, and the senior rater’s comments on performance and potential.  The bullet format does not have to be used in creating the performance plan or when the senior system ratee lists significant contributions.

Q:  I received my performance plan without the rater’s signature.  Is my plan in effect?

A:  No.  The rater’s signature and the date determine when the plan becomes effective.  The plan should be returned through the rating chain for the rater’s signature and date.

Q:  I received a new employee just before the rating cycle ended.  The employee did not receive an Annual rating in the previous position.  What do I do?

A: It may be appropriate for you to ask the previous supervisor to complete a rating form.  If they consent, you will not be responsible for rating the new employee until the end of the NEXT rating cycle.  If the previous organization is unable to rate the employee, you must extend the rating cycle until the employee has completed 120 days under an approved performance plan, then rate the individual.  The new cycle will be adjusted based on the end date of the extended cycle.  EXAMPLE:  GS-12 enters position 4 Sep 99 and the extended rating cycle ends 15 Jan 00.  Next cycle would begin 16 Jan 00 and end 31 Oct 00.  Thereafter, the employee would resume the Annual cycle of 1 Nov - 31 Oct of each year.

LOOKING FOR A JOB IN KOREA:

A recruiter from 8th US Army Korea will present two sessions about civilian employment opportunities in Korea, 20 April, Bldg 470, Room 2224, 0900 and 1300.  

Each session will include a narrative presentation, a 45-minute video presentation on Korea, a question and answer session, and handout materials.  Contact CPAC, 6-0280, for more information.


OPMs NEW SERVICE CREDIT CALCULATOR:

OPM has recently posted a new calculator on its website that can be used by active federal employees in both the CSRS and FERS retirement systems.  The Retirement Service Credit Payment Calculator is targeted to federal employees who want to make a payment to get retirement service credit for a period of employment when retirement deductions were not withheld from their salaries.  The calculator provides an estimate of the payment due to receive retirement service credit and can be accessed from the OPM website, 

http://apps.opm.gov/deposit/index.cfm.

EXTREMISM POLICY FOR CIVILIANS:

Secretary Caldera recently signed a memorandum stating the Army's policy on civilian employee participation in extremist organizations.  The March 14, 2000 policy memorandum notes that participation in extremist organizations and activities is inconsistent with core Army values.  In addition, the memo states that participation in extremist activities that interferes with an employee's ability to accomplish duties satisfactorily will not be tolerated and that those activities that adversely impact legitimate interest or the efficiency of the Federal Service are unacceptable.  The memorandum has been sent to MACOM commanders for further distribution.  The policy is posted on the web and can be found by opening the Civilian Personnel On-Line (CPOL) home page, www.cpol.army.mil, then clicking on CPOL Library, then selecting the button marked "Civilian Personnel Guidance: Messages & Memorandums, Army Regulations & DA PAMs".  When that site opens, click on "Messages & Memorandums", then select "Management Employee Relations (MER)".  The policy memorandum is the first item listed in the MER section.  Additional guidance on the same subject can be found in the MER portion of the PERMISS section on the CPOL website.  Additional publicity of the policy is under way. 

MOBILIZATION AND DEPLOYMENT OF CIVILIANS:

Information pertaining to the mobilization and deployment of civilians posted in PERMISS on CPOL, www.cpol.army.mil has been updated.  Changes include the posting of Army's policy on the use of civilians in support of military operations and the anthrax immunization policy.  Information on the mobilization and deployment of civilians can be found in PERMISS under the heading of "General Management Information".  Information can also be located by going to the PERMISS "master index of topics" and selecting the letter of the alphabet that relates to the topic, e.g., under the letter "M" scroll down to mobilization, or under the letter "E" scroll down to emergency essential employees.  Additional information planned for the near future includes: information on civilian identification cards, mobilization tasks list and business process maps, and an update on the development of an accountability system for the tracking of deployed civilians. 


LOCAL COMMUNICATION TRAINING:
Effective communication skills are valued very highly in hiring and promotion opportunities.  How do you rate your communication skills?  If you’re seeking to improve your skill in oral communication, have you thought about visiting a local Toastmasters meeting to see if they can help you achieve your goals?

Toastmasters is a non-profit, educational organization devoted to the development of oral communication skills through a friendly, supportive atmosphere.  It is a unique self-paced program of learning by doing.  You not only receive professionally prepared educational materials and resources on speaking, but you also have an opportunity to develop your leadership, management and listening skills as well.

Fort Leonard Wood has two clubs that meet on a weekly basis.  The Fort Leonard Wood Toastmasters Club meets every Tuesday, 1135-1230 hours, in Room 20 of the Truman Education Center, and is open to anyone 18 years of age and older.  The Gateway Toastmasters Club is a corporate club for people working in the MEDDAC/DENTAC functions.  Gateway meets each Wednesday from 1130-1230 in the 3rd floor Nursing Conference Room.  For further information, call Peggy Isgrigg, 596-0602, or June Hardy, 596-0518.

Toastmasters is sanctioned by the Office of Personnel Management as outstanding training in the areas of communication and leadership.  Supervisors are encouraged to allow employees training time to attend Toastmasters meetings.        

THRIFT SAVINGS PLAN:

Many in FERS Still Not Investing in TSP.  Latest figures from the Thrift Savings Plan show that the number of FERS employees in the government is now scraping the 1.5 million level, but of those some 225,000 still are not investing any of their own money in the program.  They’re getting an automatic 1 percent of salary government contribution but are missing out on the chance to gain additional government contributions of up to 4 percent of salary more, plus the tax breaks and earnings that active investing would bring.  Active TSP investing generally is required to make a FERS benefit as good as a benefit under the older CSRS retirement system.

The following graphic depicts the percentage each of the three components contributes to your FERS retirement.


As the graphic depicts, TSP plays a large part in your FERS retirement.  If you are only contributing the minimum or a small amount to TSP, you should calculate your retirement benefits.  Then you may make an educated decision about your contributions to TSP to ensure your financial security during retirement.  Remember the TSP Open Season is 15 May 2000. 

The three components of FERS work together to give you a strong, financial foundation for your retirement years.  You cannot depend on only one or two of the components to provide you financial security for a rewarding retirement.

The Thrift Savings Plan's common stock C fund had the second-best month in the history of the program in March, posting a 9.74 percent gain that brought its 12-month return to 17.74 percent.  The gain, which followed losses of about 5 percent and 2 percent in January and February, was the strongest return since the C fund’s creation in 1988 except for an 11.41 percent gain in December 1991.  There have been only two other months with gains exceeding 8 percent—8.83 percent in July 1989 and 9.44 percent in May 1990.  The government securities G fund gained 0.55 percent in March for a 12-month return of 6.37 percent, and the bond F fund gained 1.32 percent for a 12-month return of 1.86 percent.  Meanwhile, money in the G fund is being invested at a 6.25 percent annual rate in April.

Loan interest rate for new loans is 6.500%.

All loan and withdrawal requests must be approved by April 6 for payment in April and by May 4 for payment in May.
TSP Open Season Dates for Year 2000
May 15, 2000 – July 31, 2000
October 15, 2000 – December 31, 2000

Questions and Answers Regarding the Deferred Implementation of the New TSP Record Keeping System to October 1, 2000 taken from TSP website, www.tsp.gov.
What is the new TSP record keeping system? 

The TSP has been developing a new record keeping system to accommodate the addition of a number of new features, including two new investment funds, daily valuation of accounts, and enhanced withdrawal benefits.  Information about the new system has been provided in the Highlights that accompany the semiannual TSP participant statements.  The leaflet How the TSP is Changing, which accompanied the November Highlights, explained these enhancements and the changes to the TSP that will occur when the new record keeping system is implemented.  The leaflet is available from the TSP Web site, www.tsp.gov, in Current Information and Forms & Publications.  Please note that the dates in that leaflet will be updated shortly to reflect the new schedule.

What has caused the deferral of the new system implementation date? 

When it was awarded in May 1997, the contract anticipated a three-year project schedule for design, development, testing, and implementation of the new system; this would have resulted in a May 2000 project completion date.  At a meeting in early January with senior officials of the Federal Retirement Thrift Investment Board, the contractor, American Management Systems, Inc., recommended an implementation deferral to accommodate the extensive system testing program, which has experienced recent delays.  After evaluating the AMS recommendation, the Board concurred that a deferral was necessary and established the October 2000 implementation date.

How did TSP pick October 2000? 

Apart from the need for adequate time to complete the testing program and to address any required fixes and other contingencies, the Board was also strongly influenced by the expected effective date of H.R. 208 -- October 1, 2000.  If enacted, this legislation would permit the TSP to accept transfers from certain other retirement savings plans and would eliminate the current six- to twelve- month eligibility waiting period for new employees.  (H.R. 208 passed the House of Representatives last year and has bipartisan support.)  Based on the information regarding the testing program provided by the contractor and the strong possibility of H.R. 208's becoming law, the Board decided upon October 1.

How will you tell me more about the new schedule? 

In January, all TSP participants were sent a letter advising them of the new implementation date.  After that, the next mailing to all participants will be the May 2000 participant statements.  The TSP will provide an update on the new record keeping system in the Highlights that accompany the statements.  The TSP will also send participants a mailing in August regarding the transition to the new system.  In the meantime, information about the new system is available on the TSP Web site.

When will I be able to invest in the new Small Capitalization Stock Index Investment (S) Fund or the International Stock Index Investment (I) Fund?

Because the two new funds are features of the new record keeping system, they will not be available until October 2000. 

What is the S Fund? 

The S Fund, the Small Capitalization Stock Index Investment Fund, will be the TSP’s medium and small company stock fund.  The objective of the S Fund will be to track the returns of the Wilshire 4500 stock index fund.  The Wilshire 4500 index represents approximately 23% of the market value of the U.S. stock markets, and includes those stocks that are not found in the S&P 500 index (which is the index the C Fund tracks).  More information about the S Fund, including the compound annual rates of return for the Wilshire 4500 index for the period 1989 through 1998, can be found in the November 1999 Highlights.

What is the I Fund? 

The I Fund, the International Stock Index Investment Fund, will be the TSP’s international stock index fund.  The objective of the I Fund will be to track the returns of the EAFE (Europe, Australia, and Far East) stock index, an index that tracks the overall performance of the major companies and industries in the European, Australian, and Asian stock markets.  More information about the I Fund, including the compound annual rates of return for the EAFE index for the period 1989 through 1998, can be found in the November 1999 Highlights.

When will I be able to make interfund transfers that take place daily instead of monthly? 

Daily processing of interfund transfer requests is dependent upon the new record keeping system.  Therefore, this feature will also be available in October.

What is daily valuation? 

Daily valuation means that at the close of each business day TSP accounts will be valued based on the share prices of the funds in which the participant has invested.  Currently, TSP accounts are valued once a month, at the end of the month.  Daily valuation will permit the TSP to process transactions daily, including interfund transfers and the disbursement of loans and withdrawals.

What is H.R. 208? 

H.R. 208 is pending legislation that would permit the TSP to accept transfers from certain other retirement savings plans (see below).  H.R. 208 would also allow new Federal employees to contribute their own money (through payroll contributions) to the TSP without the current six- to twelve- month wait.  (It does not affect the waiting period for agency contributions, however.)  Although there is never certainty that any bill will become law, H.R. 208 has already been passed by the House of Representatives and has bipartisan support.  Assuming its enactment, it is desirable to make the rollout of the new system coincide with the benefits of H.R. 208. 

Is H.R. 208 the reason for the delay? 

The Board is not delaying the implementation of the new system because of H.R. 208.  However, its October 1 effective date strongly influenced the determination of the revised date.  Given the need for delay, it made sense to coordinate the new system implementation with H.R. 208's effective date, rather than having them occur one or two months apart.

If H.R. 208 is not passed, does that mean the implementation will be deferred again? 

No.

Does H.R. 208 mean that I can roll over my IRA into the TSP? How about money from my mutual fund or savings account? 

No.  H.R. 208 would allow direct rollovers from certain retirement plans established by your employer.  These plans are limited to pension, profit-sharing, and stock bonus plans, and include 401(k) plans.  If H.R. 208 is enacted, the TSP will provide information describing which funds will be accepted by the TSP and the process for rolling them over.

What waiting period is affected by H.R. 208? 

Currently, newly hired participants must wait until the second open season after they are hired (a six- to twelve- month period) before they can contribute to the TSP. H.R. 208 would permit employees to begin contributing their own money (through payroll contributions) to the TSP as soon as they are hired as long as they are otherwise eligible to contribute to the Plan (i.e., they are covered by the Federal Employees’ Retirement System, the Civil Service Retirement System, or another equivalent retirement system).  However, the existing waiting periods would still apply to agency contributions (both the Agency Automatic (1%) and the Agency Matching Contributions).

Will the deferral of the new system implementation mean that loans and withdrawals will continue to be disbursed once a month?

Yes.  Until the new system is implemented, loans and withdrawals, as well as all other transactions, will be processed using the existing record keeping system and under current rules.

Will the deferral of the new system implementation apply to the new withdrawal options? 

Yes.  The new withdrawal options and the other changes to the TSP withdrawal program, which were described in the leaflet How the TSP is Changing (that accompanied the November 1999 participant statements), cannot be implemented until the new record keeping system is implemented.  Consequently, the opportunity to make a partial or mixed withdrawal will not be available until October 2000.

In my November participant mailing, you told me that I would receive a participant statement in April 2000 covering the period November 1999 through March 2000. Will this still happen? 

No.  The next statement mailing will be in May 2000, as usual.  The transition statement will be sent to you in September and will cover the months of May through August.  More information about the transition will be provided in the May Highlights and a special August mailing to all participants.

In my November participant mailing (or, regarding withdrawals, with a notice you sent me when I separated from Federal service), you told me that if I apply for a loan or withdrawal after March 15, I would have to wait until May 2000. Is this still true? 

No.  Loan and withdrawal requests received after March 15 will be processed under our current rules.  The new transition month will be September.  More information about the transition will be provided in the May Highlights and a special August mailing to all participants. 

When will I be able to receive any loan or withdrawal payment by EFT/Direct Deposit? 

Because this is a new record keeping system feature, additional EFT/Direct Deposit will become available beginning in October.  EFT/Direct Deposit is currently available for monthly payments only.

When will I be able to request a loan or withdrawal from the Web site or ThriftLine? 

Because this is a new record keeping system feature, you will not be able to use the Web site or the ThriftLine to apply for a loan or withdrawal until it is implemented. 

Will the Web site and ThriftLine be available during the month of April? 

Yes.  Web site and ThriftLine service will not be interrupted until the transition month of September.  Information about the transition will be provided in the May Highlights and in the special August mailing to all participants. 

When will I be able to make direct payments on my loan by submitting guaranteed funds to the TSP? 

Because this is a new record keeping system feature, you will have to wait until October before making loan payments by guaranteed funds directly to the TSP (as opposed to payroll deductions).  Currently, you may only make prepayments in full. 

When will the next TSP open season be held? 

The next open season will be held from May 15, 2000 to July 31, 2000. 

Does the deferral of the new record keeping system mean that I will still tell my agency how to allocate my contributions among the G, C, and F Funds? 

Yes.  Until the new system is implemented, you will continue to allocate your contributions among the three investment funds through a Form TSP-1 submitted to your agency during the remainder of the November 15, 1999 through January 31, 2000 open season and the May 15 through July 31, 2000 open season.  Once the new system is operational, you will make these contribution allocation elections directly with the TSP.


FEGLI REMINDER:

Changes that employees made to their FEGLI coverage during the Spring 1999 open season will be effective with the pay period beginning April 23, 2000.  Employees who elected changes should verify that their new coverage and their premium charges are both correct when they get their pay stub for the April 23 pay period.
IMPLEMENTATION OF THE MODERN SYSTEM:

The implementation of the civilian personnel Modern System is delayed from May until 7 July.

As we prepare to convert to Modern DCPDS, the South Central CPOC is taking steps to make sure the data that converts is as correct and up-to-date as possible.  They are working with the CPAC in reviewing dozens of data elements to find and fix errors that have crept in over the last decade that DCPDS has been in operation.  Because of the size and scope of this effort, advance notice of most of the changes is not possible, and you may receive notices of corrections, i.e., SF-50s, or see changes in data posted on Requests for Personnel Actions, Training Requests, or in the Regional application displays.  If you see such a change and want an explanation, please contact your servicing CPAC Advisor, 6-0927, for more details.

CALENDAR REMINDERS:

(  20 Apr, 0900 and 1100, Federal Employment Opportunities With the 8th US Army Korea, Bldg 470, Room 2224. 

( 26 Apr – Secretaries Day

(  10 or 11 May - Dealing with Really Difficult People, Bldg 470, Room 2224

(  11 May - Jefferson City Road March
(  15 May – 31 Jul, TSP Open Season

(  18-20 May – Missouri Special Olympics
(  25 May - Safety Day

(  31 May - Workers Compensation Training, Lincoln Hall, Room 228

(  31 May – TSP Participant statements should be mailed by this date 

(  6 Jun, 1400-1600,  Women in Management Training, Location to be Announced

(  7 July - Deployment of Modern Personnel System, MDCPDS

GLAD YOU ASKED!

(You are encouraged to submit any questions that you would like answered in the UPDATE to Tamarah Newell, 6-0295, or email, newellt@wood.army.mil.)

Scroll down past the fourth question and answer for the series of questions and answers on planning for retirement – six months before retirement.
The following series of questions address planning for retirement – two months before retirement.  If you are viewing this information on a PC, the words that are printed in italics are internet links that will connect you directly to an internet site for more information about that topic.

1.  When should I choose my exact retirement date?

A.  If you have not already done so, you should choose your exact retirement date.  Afterwards, your benefit can be estimated based on the exact date.  

The best place to obtain assistance is from your CPAC Benefits Officer, Linda Anthony, 6-0293.  She can provide personalized assistance and obtain your employment records.  She will provide you with information on when your benefit payments can begin based on your proposed retirement date.  You will also find out how this date affects factors used to determine the amount of your retirement benefit, such as your length of service, high-3 average salary, and the prorating of cost-of-living adjustments. 


2.  When should I complete my application?


A.   You should carefully read the information that is part of your retirement application, and complete and submit the forms.  You also need to complete an SF-52B, Notice of Personnel Action.  

If you are eligible for a retirement benefit, you should not resign, intending to submit a retirement application later.  This is because if you die after separating but before filing the application no life insurance, no survivor benefit, and no survivor health insurance coverage would be available to your survivor(s).  You should, however, complete all the other required "exit procedures."   

Read more about applying for retirement on the OPM website, www.opm.gov/retire/html/faqs/faq8.html.
3.  Should I check on my military service deposit?
A.  Your personnel office will verify with your payroll office that the deposit to give you credit in your annuity for military service you performed after 1956 has been paid, or that arrangements have been made for complete payment before you leave the agency's rolls.


4.  Should I sign up now to receive my retirement payments by direct deposit?
A.  If your employer sends us your retirement records by magnetic tape, your account information for direct deposit will be sent to us automatically.  In this case you would not need to do anything.  Otherwise, you should include your request to receive your payments by direct deposit with your retirement package.  You can do this by submitting a letter or a Standard Form (SF) 1199A with your application.  You must get the SF 1199A, Direct Deposit Sign-Up Form, from your financial institution.  

Direct deposit is available to retirees residing in Canada but, generally, it is not available to those whose permanent address for receiving payments is outside the United States.  However, retirees living outside the U.S. can arrange to have their payments electronically deposited in a U.S. bank.

5.  How long does it take to withdraw money from the Thrift Savings Plan (TSP)?


A.   It may take up to eight weeks to process a withdrawal after all properly completed withdrawal forms and separation data have been received by the TSP Service Office.  Further, the TSP Service Office cannot process a withdrawal election until they receive an Employee Data Record from your payroll office indicating that you have separated.  

An unpaid TSP loan may delay disbursement of the TSP account balance.  

Your employer will provide you with information about your withdrawal options and the option to keep your money in the TSP.  If you choose not to withdraw your funds, in the event of your death the TSP Service Office would pay the funds based on your written designation form on file.  If you have not completed a designation form, payment would be made to your survivors as follows:   

1. Widow or widower. 

2. If none of the above, child or children and descendants of deceased children by representation. 

3. If none of the above, retiree's parents or to the surviving parent. 

4. If none of the above, the executor or administrator of the retiree's estate. 

5. If none of the above, to any other of the retiree's next of kin who is entitled under the laws of the state in which the retiree resided at death. 
NAF CORNER:

NAF Personnel, Bldg 470, Room 2204, 6-0283, is currently advertising for summer positions both at Fort Leonard Wood and LORA:

Positions available at Fort Leonard Wood are:

Laborer  $6.23PH

Recreation Aid  $5.15PH

Recreation Aid (Lifeguard)  $6.00PH

Swimming Pool Manager   $7.50PH

Cashier/Checker  $5.50PH

Recreation Assistant   $6.51PH

Positions available at LORA are:

Custodial Worker  $6.34PH

Recreation Aid   $5.75 to $6.75PH

Recreation Aid (Lifeguard) $6.75PH

Recreation Assistant  $7.27PH

Cashier Checker   $5.50 to $6.50PH

Desk Clerk  $6.25 to $7.00PH
“DRM TIDBITS”:
LEAVE RECIPIENT PROGRAM:  
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 a sample form to submit through your supervisor to the Customer Service Representative to transfer leave.

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.

VOLUNTARY SEPARATION INCENTIVE PAY (VSIP) PROGRAM

1. The National Defense Authorization Act for FY 98 was signed by the President on November 18, 1997.  The Department of Defense’s (DoD) authority to offer VSIP was extended to September 30, 2001.  Under this authority, selected employees may be offered bonuses of not more than $25,000 to encourage voluntary resignations and retirements.  The exact amount of bonus that can be granted to each employee is based on length of service and age.  The VSIP is not a gift to anyone who wants to leave the Federal government –there are strings attached to this program that mandate that each VSIP approved must result in net reduction to civilian strength levels.  Absent special funding arrangements, buyouts are funded locally.  While the Directorate of Resource Management approves the funding plan, it is the Commander/Director who approves an employee’s VSIP application.

2. Voluntary Early Retirement Authority (VERA) requires DoD’s approval.  We do not expect to request authority unless we undergo a significant reduction in force.

3. To obtain a separation incentive, employees must either resign or retire:

a. Optional Retirement:  Employees meeting the required age and service requirements.

b. Voluntary Early Retirement Authority (VERA):   Employees with at least 20 years of service at age 50 or 25 years at any age.  If covered under the Civil Service Retirement System (CSRS), employees will take a reduction in their annuities of two percent per year for each full year under age 55.  This reduction is permanent and will not decrease when the annuitant reaches age 55.  Employees covered under the FERS take no annuity reduction for retiring under age 55.

c. Resignation:  Employees under any retirement system may resign at any time.

4. You are ineligible to receive the separation incentive if you:  (1) have not been employed by the Federal government for a continuous period of at least 3 years; (2) are on a time-limited appointment; (3) are a reemployed annuitant; (4) are eligible for disability retirement; (5) are receiving a retention allowance; (6) have received a recruitment or relocation bonus during the twenty-four month period preceding the date of separation; (7) are covered by a written service agreement; (8) have accepted a position with another Federal agency; (9) have previously received any voluntary separation incentive payment and have not repaid such payment.

5. Any DoD employee accepting a VSIP may not be re-employed with the DoD for one year following acceptance of VSIP.  This includes AF, NAF and personal service contracts.  (Personal service contracts are not the same as going to work for a government contractor.)

6. Any employee who accepts a VSIP must repay the full amount to the agency that paid the VSIP if they go back to work for any Federal agency within five years of receiving the VSIP.  This provision does not apply to personal service contracts. 

7. If approved, the incentive will be paid after separation in a lump sum less deduction for FICA/Medicare taxes, Federal income tax, and applicable state and local taxes.  The amount of the incentive payment before deductions will be the lesser of  (1) $25,000; or (2) the amount that you would be entitled to receive under the formula for computing severance pay.  The severance pay formula includes both a basic allowance and an age adjustment allowance that is computed as follows:

a. Basic Allowance:   One week’s basic pay (including the locality rate adjustment if applicable) for each year of civilian service up to 10 years and two week’s basic pay for each year of civilian service beyond 10 years.

b. Age Adjustment Allowance:  10 percent of the basic allowance for each year that you exceed age 40 at the time of your separation.

c. Limit:  Severance pay may not exceed an amount equal to 52 week’s basic pay.

8. If you are interested, you should submit a completed VSIP application form (attached) through your supervisor to the Commander/Director of your organization who will forward it to the Civilian Personnel Advisory Center (CPAC).  If approved, CPAC will contact you and offer you individual counseling and specific information about the amount of your incentive payment annuity, if appropriate. 

APPLICATION FOR VOLUNTARY SEPARATION INCENTIVE PROGRAM (VSIP)

NAME _______________________________________________SSN:  ___________________________

ORGANIZATION_______________________________________DUTY PHONE___________________

JOB TITLE, SERIES & GRADE ___________________________________________________________

I am applying for the Voluntary Separation Incentive Program (VSIP) under the following option (Check one):

 _____  Optional Retirement

______ Voluntary Early Retirement

______ Resignation

Proposed Date of Voluntary Separation ___________________

This application authorizes the Civilian Personnel Advisory Center (CPAC) to formally offer my position to an excess employee.  I understand that returning this form does not obligate me to retire or resign nor does it obligate DoD to pay me a separation incentive.  If approved I will be committed to voluntary separation and will be entitled to receive a cash incentive equal to the lesser of :   (1)  $25,000; or (2) the amount that I would receive under the formula for computing severance pay.  I understand that once approved I will not be allowed to withdraw my application unless a more beneficial incentive package is offered during the interim period.

I understand that employees who accept separation pay cannot be reemployed by the DoD for one year following acceptance of VSIP and are also ineligible for registration in the DoD Priority Placement Program (PPP).  Employment in any federal agency for 5 years after separation will require the repayment of the full amount of VSI received.

SIGNATURE ___________________________________________DATE__________________________

SUPERVISOR __________________________________________DATE__________________________

COMMANDER/DIRECTOR _______________________________DATE_________________________

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 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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LEAD YOUR LIFE 


SO THAT YOU WON’T BE ASHAMED 


TO SELL THE FAMILY PARROT 


TO THE TOWN GOSSIP.





Percentage of Contributions





(  Social Security – 6.2%





(  FERS - .8%





(  TSP  -  93%








TO THE WORLD YOU MIGHT BE ONE PERSON, 


BUT TO ONE PERSON YOU MIGHT BE THE WORLD.








“A DIVERSE WORK FORCE


MAKES GOOD SENSE”
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