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GREAT NEWS FOR APPLICANTS

To improve the overall Resumix system, Army has adopted a number of new, automated components while, at the same time, enhanced a few of the current components to make them more user-friendly.  These changes were implemented Army-wide beginning October 1, 2003. 

 

The new/modified automated staffing tools include:

 

-  An improved vacancy announcement system that will be used for both individual and open continuous announcements.  The new system will continue to provide announcement information as in the past, but will present the information in an improved, consistent format.  The enhanced announcement will let employees know what jobs are available throughout Army and inform them of the application procedures.  It will now be easier for applicants to apply for vacancies because the announcements will have direct links that can be used to go to the How to Apply instructions, use the resume builder and self-nomination features, and access the Office of Personnel Management qualification standards.  The email and surface mail addresses to use for applying for jobs will also be readily available.  The new announcement format will be shorter and easier for employees to navigate and read.  The announcement and all of the supporting information can be printed for those who do not have ready access to computers.  

 

-  A significantly enhanced Army Civilian Resume Builder (ACRB) will be deployed which will simplify the process for completing resumes.  The appearance and navigation of the ACRB will be improved with the addition of drop down menus as well as extensive help menus where applicable.  The ACRB will also incorporate wizard’s to assist applicants in 

determining their eligibility for such things as Veterans Preference, Veterans Recruitment Act, Military Spouse Program, Family Member Program, and Executive Order 12721 Department of Defense Family Members who are successfully employed overseas for 12 months).  Additionally, the ACRB will be integrated with the Applicant Notification System Web Enabled Response (ANSWER) (see description below).  This will allow applicants to view the status of their actions without having to log out and back in between ACRB and ANSWER as they do now.  The integration of ACRB and ANSWER will speed up the application process by allowing for a single sign-in with one user id and password.  

 

-  An integrated Applicant Notification System Web Enabled Response (ANSWER).  ANSWER is an on-line system where applicants can check the status of their resume, referral preferences and status of eligibility, qualifications, and referral.  ANSWER will not change but will be integrated with the ACRB and will allow applicants to view and edit their resume and registration information.  The only significant modification to ANSWER is that it will now be available to outside applicants applying under our Delegated Examining authority.  

 

-  An all-inclusive web-based referral component.  The Web-based referral allows Civilian Personnel Operation Centers to electronically transmit referrals and resumes (with the applicants’ personal data removed) directly to managers.  Selecting officials will be able to make selections and provide reasons for selections on-line.  The web-based referral is presently being used for merit promotion and will now also be used for positions filled using our delegated examining authority.  This will improve tracking of referrals and selections and will expedite the selection process.

 

-  An Interest and Availability (I&A) component that will be implemented to accommodate open continuous announcements (OCA) only.  When applicants self-nominate for an OCA that may or may not have multiple locations, they will be considered for recruitment for the entire period that the OCA is open, unless they choose to have their resume inactivated.  Before determining applicants’ qualifications and eligibility, they will be asked to declare their I&A electronically in response to an e-mail notification electronically generated by the recruiter.  If the applicants respond indicating I&A, or, if they don’t respond, their names will be included on the referral list and their resumes will be sent to the selecting official for consideration.  There will be no indication on the referral list whether the candidate responded or not.  That is, the selecting official will not be informed whether the applicants responded to the I&A notice.  If applicants respond that they are not interested or available, they will not be rated and depending on the reason for their non-interest or non-availability may be inactivated from the OCA for the remainder of the open period.  The second function of the I&A component will be an automated means to periodically query all outside applicants in the database to assure the candidate pools are active and current.  

 

-  Resumix for Delegated Examining (DEU).  Army is preparing to use Resumix for external recruitment -- Delegated Examining.  This will enable all applicants for Army civilian vacancies - both internal and external - to apply and be considered in exactly the same manner.  This single, consistent method of applying for Army positions should make the recruitment process more efficient and less confusing to the applicants.  Permanent members of the Army civilian workforce will not be affected as they are already using the Resumix system.

 

To assist employees in the use of Resumix and in light of these new enhancements, Army is developing a “How to Apply Guide” which will provide in a single document the steps necessary for an applicant to complete and submit an application under the Resumix system.  The guide should be available before the October deployment of the enhanced components.
 

(Gregory Fox/(703) 325-9979 or DSN 221; E-mail: Greg.Fox@asamra.hoffman.army.mil) 
FEDERAL EMPLOYEES HEALTH BENEFIT (FEHB) OPEN SEASON
The 2004 FEHB Open Season will be conducted from 10 November through 8 December 2003. During this open season, you may change your FEHB coverage. The effective date for new elections will be 11 January 2004.

If you are not in a pay status on the effective date, your election will be processed after you have returned to pay status.

HEALTH FAIR

Reminder - The Federal Employees Health Fair is 30 October 2003 from 10:00 am to 2:00 pm at the Regimental Retreat, Bldg 3509, “C” Avenue.  
THRIFT SAVINGS PLAN CATCH UP CONTRIBUTIONS

Can TSP catch-up contributions be withheld from lump sum annual leave?

No. TSP catch-up contributions have their own annual limit separate from the regular TSP contributions. The catch-up contribution annual limits are $2,000 in 2003.

Do catch-up contributions have an annual limit?
Yes, catch-up contributions have their own annual limit separate from the IRS elective deferral limit for regular TSP contributions.  The catch-up contribution annual limits are:  $2,000 in 2003; $3,000 in 2004; $4,000 in 2005; and $5,000 in 2006; thereafter, increases will be indexed to inflation.

How can I get more information on TSP catch-up?
Additional information can be found in TSP Bulletin 03-4, 7 Feb 03.  The bulletin is located on the TSP website at http://www.tsp.gov under Info for Agency Reps and then TSP Bulletins or https://www.abc.army.mil
How do I determine how much to have deducted each pay date from October 2003 to the end of the year?
How much you want to contribute each pay period is up to you.  However, to spread the contributions evenly over the remainder of the year, base the computation on the number of pay dates remaining in the calendar year.  For example, assume your catch-up contribution election will be effective October 19th.  There are four pay periods remaining in the year.  Based on this example, if you wish to contribute $2,000 (the maximum for 2003), you will need to contribute $500 each pay period.

Remember, catch-up contribution changes can be made at any time because they're not tied to an Open Season.  If you later discover your contribution amount will result in contributing less than the maximum allowable amount by the end of the calendar year, you can always go in and increase your contribution amount.

How do I sign up for TSP catch-up?
Employees will make catch-up contribution elections electronically through the Employee Benefits Information System (EBIS) or the Interactive Voice Response System (IVRS) automated phone system.  Hard copy election forms will not be accepted!  Once EBIS select transactions and catch-up contributions. You will designate the amount you wish to contribute each pay period as a whole dollar amount.  Percentages will not be used with catch-up contributions.

How will catch-up contributions be invested?
Catch-up contributions will be invested in the TSP funds according to your most recent contribution allocation.

I'm a FERS employee.  Will catch-up contributions receive agency matching contributions?
No, catch-up contributions are not eligible for agency matching contributions or for the agency automatic one percent contribution.

Is enrollment tied to an Open Season?
Catch-up contribution elections are not tied to Open Seasons.  After the program is implemented, employees will be able to start, change, stop, or restart catch-up contributions at any time, which is different from regular TSP contributions.  Employees may not make catch-up contributions by increasing the percentage of their regular TSP contributions.  An election to make catch-up contributions is separate from the regular TSP contribution election.

May I write a check for catch-up contributions?
No.  Catch-up contributions must be deducted from basic pay each pay period; therefore, employees must be currently employed by the Federal government and receiving pay.

Once I begin to make catch-up contributions, will they continue each year?
No, catch-up contributions will automatically stop the end of the last pay period in the calendar year (12/13/03 for 2003) or when you reach the maximum dollar limit for the year.  Because the annual IRS elective deferral limit for catch-up contributions changes each year, participants must make a new election each year.

Under what circumstances may an employee make up missed catch-up contributions?
There are only a few instances.  These include situations where an agency error prevents a participant from making an election to contribute to his or her TSP account, or in which an agency fails to implement a contribution election properly submitted by a participant.  In addition, a participant who is reemployed under the Uniformed Services Employment and Reemployment Rights Act (USERRA) may also make up any catch-up contributions he or she did not make as a result of being called to military service.  (If the participant made catch-up contributions to his or her uniformed services TSP account while on active duty, he or she may not make additional catch-up contributions in excess of the annual catch-up contribution limit.)

What are "catch-up" contributions?
Catch-up contributions are supplemental tax-deferred contributions available to TSP participants age 50 or older who are already contributing either the maximum TSP contribution percentage or a dollar amount which will result in reaching the IRS elective deferral limit by the end of the year.  In 2003, the maximum regular TSP contribution for FERS employees is 13 percent and for CSRS employees is 8 percent.  The Internal Revenue Service (IRS) elective deferral limit for 2003 is $12,000.  For 2004, the maximum regular TSP contribution for FERS employees is 14 percent and for CSRS employees is 9 percent.  The IRS elective deferral limit for 2004 is $13,000.

What happens if I enter into a nonpay status after catch-up contributions begin?
Catch-up contributions stop while you are in a nonpay status and resume on return to pay status.  You may not make up the contributions missed while in a nonpay status, but you can submit a new election increasing the catch-up contribution amount withheld each pay period and thus make the maximum catch-up contribution allowed by law for that year.

Who is eligible to make catch-up contributions?
A TSP participant is eligible to make catch-up contributions as long as he or she is in a pay status; is contributing either the maximum TSP contribution percentage or a dollar amount which will result in reaching the IRS elective deferral limit by the end of the year; is age 50 or older by 31 December of the year the catch-up contribution election is made; and is not in the six month non-contribution period following receipt of a financial hardship in-service withdrawal.
VETERANS RECRUITMENT APPOINTMENT (VRA)

(formally known as the Veterans Readjustment Appointment)

Effective May 15, 2003, new VRA guidance was issued regarding eligibility of veterans for non-competitive appointments.  The new eligibility requirements for appointments under the new guidance include:

· Disabled veterans’ (compensable or non-compensable)

· Veterans who served on active duty in the Armed Forces during a war or in a campaign or expedition for which a campaign badge has been authorized; (veteran must have been awarded the badge, not just have been in the military at the time)

· Veterans who, while serving on active duty in the Armed Forces, participated in a United States military operation for which an Armed Forces Service Medal (AFSM) was awarded; and (veteran must have been awarded the AFSM)

· Recently separated veterans. Recently separated veterans are defined as those who have separated from active service within the last three years.
VEOA

What is VEOA?  The Veterans’ Employment Opportunities Act of 1998, also known as “VEOA”, allows additional employment opportunities for veterans by allowing them to apply and compete for vacancies under merit promotion procedures.

When agencies issue vacancy announcements to accept applications from individuals outside their agency, the law requires the agency to allow eligible veterans to apply also. Look in the section of the vacancy announcement titled “Area of Consideration” to see if applications are being accepted from VEOA eligibles.
Eligible veterans are those who have been honorably separated and are either a preference eligible or have substantially completed 3 or more years of active service. Active service under the law means active duty in a uniformed service and includes full-time training duty; and school attendance while in the active service at a designated service school by law or by the Secretary concerned.

Veterans compete with current federal employees (also known as “internal” applicants) under merit promotion procedures. Veterans’ preference is not a factor when considering individuals under merit promotion procedures. A VEOA eligible that competes under merit promotion procedures and is among the best qualified will be referred with other candidates for consideration.

For more information regarding VEOA and other employment issues related to veterans, visit the Office of Personnel Management website at http://www.opm.gov.

RESTORATION OF ANNUAL LEAVE
There are three conditions that would allow for restoration of forfeited annual leave: administrative error when the error caused the loss of annual leave; exigencies of public business when such annual leave was scheduled in advance; and sickness of the employee when such annual leave was scheduled in advance.   Commanders of TRADOC installations and activities may delegate exigency approval authority to the lowest level practical within their command, however:  (a) the exigency determination may not be made by any official whose leave would be affected by the decision; and (b) no officials with delegated authority may approve exigencies that affect employees for whom they are the leave-approving official. To restore leave forfeited as a result of an exigency or illness, an employee must submit a written request to the management official delegated authority to approve the restoration.  A Standard Form 71, Application for Leave, may be used for this.  Documentation must include the following:

· The calendar date the leave was scheduled i.e., approved by the official having authority to approve leave;

· The date(s) during which leave was scheduled for actual use and the amount of leave (days/hours) that was scheduled for use;

· Reason(s) for the subsequent canceling of approved leave (e.g., if because of an exigency of the public business, documentation must include the beginning and ending dates of the exigency.

-  The calendar date the cancelled leave was rescheduled for use; and

-  The date(s) during which leave was rescheduled for use and the amount of leave (days/hours) that was rescheduled for use.

The request will be reviewed and, upon determination that documentation is adequate, the official will authorize the restoration of the leave.  The authorization will be forwarded, together with the supporting documents, to the Customer Service Representative.  Restored leave must be used within two calendar years of its restoration.
2004 PAY ADJUSTMENT
(Update from OPM)

On August 27, 2003, President George W. Bush transmitted an alternative plan to Congress for across-the-board and locality pay increases payable to civilian Federal employees under the General Schedule (GS) and certain other pay systems for implementation in January 2004.  Sections 5303(b) and 5304a of title 5, United States Code, provide the President authority to submit alternative plans to limit the size of Federal pay increases, and the President submitted a combined plan.  The alternative plan provides a 1.5 percent across-the-board increase and allocates 0.5 percent of payroll among the 32 locality pay areas for an overall 2.0 percent pay adjustment.  The alternative plan also encourages Congress to authorize and fund a new Human Capital Performance Fund for 2004 to begin the process of modernizing Federal pay and allowing Federal agencies to reward exceptional performance contributing to the achievement of their missions.

The following describes the effect of the alternative plan on various Federal pay systems

General Schedule
· The General Schedule across-the-board base pay adjustment for January 2004 will be 1.5 percent. 

· Locality pay adjustments will cost 0.5 percent of payroll. 

· The House version of the Departments of Transportation, Treasury, and Independent Agencies Appropriations Bill, 2004, as reported by the Committee on Appropriations, contains a provision that would provide an overall average GS pay adjustment of 4.1 percent for civilian employees in January 2004. However, the FY 2004 appropriations process has not been completed and legislation has not yet been passed by either House. 

· The President will issue an Executive order to implement the new January 2004 pay rates later this year after all final determinations have been made. 

· OPM has posted the January 2004 base General Schedule and the locality pay percentages for the 32 locality pay areas as set forth in the alternative plan.  OPM will post all locality pay salary tables and accompanying guidance to Federal agencies as soon as possible after the issuance of the Executive order. 

Special Salary Rates
· OPM is now conducting its annual review of existing special salary rates authorized under 5 U.S.C. 5305.  Final decisions about increases in special rate schedules will be posted as soon as possible after the completion of the annual review and final decisions are made on the January 2004 GS across-the-board pay increase. 

Federal Wage System
· The issuance of appropriated fund and nonappropriated fund Federal Wage System (FWS) pay schedules effective in fiscal year 2004 will be delayed until the FY 2004 appropriations bills are passed and the FWS pay limitation is determined.  When the Department of Defense issues FY 2004 wage schedules, the new schedules will be retroactive to their normal effective dates.  FY 2003 wage schedules are available at the Department of Defense Web site at http://www.cpms.osd.mil/wage. 

Senior Executive Service/Administrative Law Judges/Senior Level and Scientific and Professional
· Within certain limits specified by law, the President is authorized to determine the annual across-the-board pay adjustment for members of the Senior Executive Service (SES) and administrative law judges (ALJs).  The President's decisions will be reflected in the Executive order he issues to implement the January 2004 pay increases. 

· The minimum and maximum rates of basic pay for Senior Level and Scientific and Professional (SL/ST) positions will be increased by 1.5 percent. 

· The President's Pay Agent (the Secretary of Labor and the Directors of the Office of Management and Budget and the Office of Personnel Management) is authorized to  determine whether the GS locality payments will be extended to SES members, ALJs, and certain other non-GS categories of employees again in 2004.  The Pay Agent’s decision will be announced later this year. 

Executive Schedule
· As a result of the alternative plan, the Executive Schedule, Vice President, Members of Congress, and Judges and Justices will receive a 1.5 percent increase in January 2004. 

Further Information
The 2004 General Schedule (GS) under the alternative plan is posted at http://www.opm.gov/oca/04tables/gs.asp.  A salary calculator for GS rates under the alternative plan is posted at http://www.opm.gov/oca/04tables/gscalcul.asp.  A salary calculator for Law Enforcement Officer rates under the alternative plan is posted at http://www.opm.gov/oca/04tables/leocalcu.asp. 

The President's alternative plan is posted on the White House Web site at http://www.whitehouse.gov/news/releases/2003/08/20030827-2.html
EMERGENCY CONTACT DATA
Don’t wait until it’s too late!

The Army has developed an automated emergency contact database as a result of the lessons learned from the September 11th terrorist attacks. This automated database is available to document your Emergency Contact Data (next of kin notification) in the event of an emergency or death.  [image: image1.png]


The emergency data you provide will be made available only to authorized individuals directly involved in notifying your emergency contact(s) and processing or assisting with the necessary documents in the event of injury or death of an employee. 

To register and enter your data, visit the Emergency Contact Data website, http://www.cpol.army.mil/library/contacts/index.html, and click on Emergency Contact Data Form.  It is important to do both – simply registering without entering the data could result in delays in an emergency situation.


[image: image2.png]
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Your cooperation is needed to enable your agency to promptly notify the emergency contact of your choice. Failure to provide this information could delay notifying your next of kin in the event of an emergency or death. 

Time for Review

As the anniversary of the September 11th attacks quickly approaches, employees are reminded to review the information previously entered into the emergency contact database.  This is necessary to ensure notification information stored is up‑to‑date.  
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