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Notice of Right to Request Union Representation
As required by Section 7114(a) (3) of Title 5, United States Code, employees are hereby provided annual notice of the rights set forth below.

Section 7114(a) of Title 5, US Code, provides representation rights to employees in certain investigatory examinations.  An employee, upon request, has the right to union representation at an investigatory interview which the employee reasonably believes might result in disciplinary action.  This right does not accrue to employees who are not covered by an appropriate bargaining unit (i.e., where a legitimate union-management relationship exists).

Section 7114(a) of Title 5, United States Code states that:

"(2) an exclusive representative of an appropriate unit in an agency shall be given the opportunity to be represented at—"

"(B) an examination of any employee in the unit by a representative of the agency in connection with an investigation if—"

"(i) the employee reasonably believes that the examination may result in disciplinary action against the employee; and"

"(ii) the employee requests representation."

The employee's right to request representation as a condition of participation in an examination is limited to situations where the employee reasonably believes the investigation may result in disciplinary action.  The right does not extend to "run-of-the-mill" shop floor conversations, for example, work instructions, training, corrections of work techniques, or counseling sessions.  In such cases, there normally will not be any reasonable basis for an employee to fear that any adverse impact may result from the interview.  Therefore, no reasonable basis for the employee to seek the assistance of a representative exists.

The Federal Labor Relations Authority has held that the right of the union to be represented includes the right to effectively represent the employee.  The union representative must be allowed as much latitude as is consistent to maintain an orderly investigative process.  On the other hand, the union representative should not be permitted to substitute his/her answers to questions for those of the employee or to prevent the employee from answering questions.

Any questions concerning the above guidance/information should be directed to your Personnel Management Specialist at the Civilian Personnel Advisory Center (CPAC).  In all cases, managers/ supervisors should contact the CPAC for guidance before denying the rights to representation to any nonsupervisory employee.
22 Days of Additional Military Leave for Contingency Operations
Federal employees who are members of the Guard and Reserve and who are ordered to active military duty for certain contingency operations are authorized 22 days of additional military leave (effective November 24, 2003). Here are some of the key difference between the military leave newly authorized for certain contingency operations and the 15 days of military leave with which most of us are familiar. 

· The members receive the greater of their military pay or their Federal civilian pay. They will not receive their full civilian pay and their full military pay as they do during the 15 days of military leave covered by 5 USC 6323(a). The Reservists or members of the Guard who have been activated for one of the specified contingency operations, such as the one in Iraq, will receive the higher of the two salaries, military or Federal civilian, for the 22 work days. Of course, they can take annual leave or compensatory time instead of military leave and receive both their civilian salary and their military pay. 

· This 22 days of military leave newly authorized for contingency operations is available on an annual year basis, not a fiscal year basis like the 15 days of military leave covered under 5 USC 6323(a). Employees became eligible for this military leave on November 24, 2003. So, in calendar year 2003, they had 22 days of this type of military leave available to them. On January 1, 2004, they have another 22 days of this type military leave (under 5 USC 6323(b)) available for use during the 2004 calendar year. There is no balance to carry over from one calendar year to the next. 

The OPM has updated their Military Leave Facts Sheet http://www.opm.gov/oca/leave/html/military.asp to include a paragraph on the 22 days of military leave newly authorized for contingency operations. However, to obtain a clearer understanding of the newly authorized leave, you must go to their revised "Frequently Asked Questions on Military Leave," http://www.opm.gov/oca/LEAVE/HTML/MILQA.asp. See, in particular, the answers to questions 1, 3, 4, and 6. 

The Defense Finance and Accounting Service (DFAS) has waited until employees returned from active military duty to civilian employment to settle pay matters related to this general type (under 5 USC 6323(b)) of military leave in the past. When different, more current or more specific information on this subject is received from DFAS, it will be provided. 

Attention Former Cadets and Midshipman
Have you received service credit for your service as a cadet or midshipman?  Enlisted service performed as a cadet at the US Military Academy, US Air Force Academy, or US Coast Guard Academy or as a Midshipman at the US Naval Academy is considered creditable military service.  Since this service was not used in the computation of military retired pay, it is creditable for leave and retirement purposes without having to waive your retired military pay. However, a military deposit must be made before the service may be considered creditable for retirement purposes.  To receive credit for service as a cadet or midshipman, you must contact your academy and request a “Letter of Attendance.”  This letter must, as a minimum, indicate the date you entered service as a cadet or midshipman and the date you graduated. Once the letter is received, submit one copy to your servicing personnel specialist to adjust your service computation date for leave.  This will be retroactive to the day you entered on duty as a civilian employee.  A copy should also accompany the RI 20-97, Estimated Earning during Military Service, which you must complete and forward to the appropriate address on the back of the form.   The military deposit process is the same as regular military service.  Deposit forms may be found at https://www.abc.army.mil/Information/ABCRetirement/Forms/Forms.asp
Off Duty Employment

Army Personnel must not engage in outside employment that:

- Interferes with their ability to perform their government duties

- Appears to create conflicts of interest involving the Army or the United States Government

- May reasonably be expected to bring discredit or criticism against the employee or the Army

This restriction further disallows canvassing, soliciting, and peddling of goods or products (Avon, school candy, etc) by employees during working hours.

Civilian employees must normally obtain official permission before engaging in off-duty employment if the prospective employer transacts or is proposing to transact business with the Department of Defense or its Departments. Employee or supervisor inquiries regarding the appropriateness of off-duty employment should be directed to the Judge Advocate’s Office.                         Title 5 CFR Part 735
Service Credit for Unused Sick Leave

The total service time of CSRS employees who retire on immediate annuity (or die leaving a spouse or former spouse entitled to a survivor annuity) is increased by the amount of their unused sick leave. The service time is used for annuity computation purposes only (only years and full months of service are used – odd days are dropped). The sick leave cannot be used in computing the “high-3” average salary or for meeting the minimum length of service for retirement eligibility. The maximum annuity is 80% of high 3 (reached at 41 years 11 months of service) although sick leave can increase annuity over 80%.

Although no credit for unused sick leave is applied to the FERS service, employees who elect FERS coverage and have a CSRS annuity component may receive credit for unused sick leave in the computation of the retirement benefit. The amount credited is the lesser of: the unused sick leave balance as of the effective date of the FERS election – OR – the unused sick leave balance as of the date of retirement. Former employees entitled to a deferred annuity beginning at age 62 are entitled to retirement credit for unused sick leave.

Statutory Order of Precedence

Public Law 105-205 established an exception to using the statutory order of precedence regarding who is entitled to receive life insurance under the Federal Employee’s Group Life Insurance (FEGLI) program upon the death of an enrollee. If there is a anyone expressly provided to receive the benefits in a court decree of divorce, annulment or legal separation or the terms of any court order or court approved property settlement agreement incident to any court decree of divorce, annulment or legal separation if it is received before the insured’s death by his/her human resources office or in the Office of Personnel Management. This means that if there is a qualifying court decree, order of applicable property settlement that names someone to receive the FEGLI life insurance proceeds, THAT determines how payment will be made.
1. Qualifying court decree, order or applicable property settlement.

2. Designated beneficiary or beneficiaries.

3. Widow or Widower

4. Child or children in equal shares, with share of any deceased child distributed among that child’s dependents.

5. Parents in equal shares or entire amount to only surviving parent.

6. Executor or administrator of estate.

7. Next of kin as determined under the laws of the state in which deceased lived.

Temporary Continuation of Coverage (TCC)
What is TCC?  TCC is a feature of the Federal Employees Health Benefits (FEHB) program that allows certain people to temporarily continue their FEHB coverage after regular coverage ends. How much does TCC cost?  TCC enrollees must pay the full premium for the plan they select (that, both the employee and government shares of the premium) plus a 2 percent administrative charge. Who is eligible for TCC? Federal employees and members of their families who lose their FEHB coverage because of a qualifying event may be eligible for TCC. The qualifying event must have occurred on or after January 1, 1990. What is a qualifying event? For employees, the only qualifying event is separation from the Federal service. However, employees are not entitled to TCC if the separation is involuntary due to gross misconduct. For children, the qualifying events are: marriage; reaching age 22; loss of status as stepchild, foster child, or recognized natural child; and in case of children whose coverage continued beyond age 22 because of their inability to support themselves due to a disability occurring before they reached age 22, recovering from the disability or becoming self-supporting. Additional information can be found at the Army Benefits Center website.  https://www.abc.army.mil
Click on Information, Health, Information.

Use of Time Off Awards

Employees who are granted time off awards must request and schedule time off in the same manner as other leave is arranged. Time off awards must be used within one year of the award’s approval date. Note that the Defense Civilian Pay System will forfeit the time off award at the beginning of the pay period in which it expires. A time off award is not converted to a cash payment under any circumstance. Additionally, employees who are granted a time off award and who transfer to another agency (other than Army) lose the time off unless it is taken prior to the transfer.

TSP Interfund Transfers

What is an interfund transfer?  


An interfund transfer is the movement of some or all of your existing account balance among the G, F, C, S, and I Funds.  You may move all or part of the money in your account from one fund to any other fund or funds.  If you are a FERS employee, this includes your agency contributions and their earnings, even if you have never contributed your own money to your account.

The TSP record keeper executes an interfund transfer in response to your request.  You can make changes only in terms of the percentage of your total account balance that you want invested in each of the five funds after the transfer is completed.  You cannot request to have a specific dollar amount of money moved.

An interfund transfer is different from a contribution allocation because the interfund transfer involves only money that is already in your account.  It does not change the way new contributions are allocated to the five funds.
What information should I consider before I make an interfund transfer?  


Before making an interfund transfer, you should carefully consider the advantages and risks involved in investing in each of the five TSP funds.  For information about the five funds, read "Your Investment Options."

The TSP is not responsible for investment results.  The law requires that you sign a statement acknowledging that you understand and accept the risks of investing in the F, C, S, and I Funds before you can invest in any of these funds.
How do I make an interfund transfer?  


To request an interfund transfer, use this Web site or the ThriftLine, or submit Form TSP-50, Investment Allocation, ( Form TSP-50 is not available on this Web Site), to the TSP Service Office.  Do not submit an Investment Allocation form to your agency.   If you have not previously invested in the F, C, S, or I Funds, you must acknowledge the risk of investing in these funds before you are allowed to proceed with your interfund transfer.  To request a transfer, follow the instructions and enter the percent of your total account balance that you want to have invested in each fund after the transfer is completed.  Percentages can be stated in 1 percent increments and must add up to 100 percent.  Whether you are using this Web site or the ThriftLine, be sure to follow the instructions to confirm the percentages or your transfer will not be effective.  
When will my interfund transfer be effective?  


If you request an interfund transfer on this Web site or the ThriftLine before 11:00 a.m., central time, your request will ordinarily be processed and posted to your account at the close of business on that day.  Requests made after 11:00 a.m., central time, will ordinarily be processed and posted to your account at the close of business on the following business day.  If you use Form TSP-50, your request will generally be processed and posted to your account within two business days of the day it is received by the TSP.
How will I know the result of an interfund transfer request?  


After your transfer has been made, the TSP record keeper will send you a confirmation of the interfund transfer.  This confirmation will show you the percentage and dollar distribution of your account balance in each of the five funds both before and after the transfer.  The after-transfer percentages on your confirmation notice should be the same as those you requested on this Web site, the ThriftLine, or Form TSP-50.  Once you receive confirmation of your interfund transfer, you must report any errors to the TSP Service Office within 30 days of receipt of the written notice.

Can I cancel or change an interfund transfer request?  


Yes.  You can use this Web site, the ThriftLine, or Form TSP-50 to change a pending interfund transfer request, but only up to the 11:00 a.m., central time cutoff on the date the request is being processed.  After 11:00 a.m. central time, you can submit a new request that will generally be made effective within two business days.
What if I have questions about an interfund transfer?  


If you have questions about the interfund transfer process, contact the TSP Service Office.  Your agency is not involved in processing interfund transfers and cannot answer questions about your interfund transfer.
Submitting a Resume
Steps for the First Time User.

The Army Resume Builder is located at https://cpol.army.mil/rb/rb_entry.cgi
1. Click on Create New Resume. You must then establish a user if and pin. Retain this information for future use. Remember your user id and pin are case sensitive.

2. Complete the template and click on SAVE Resume to Database. NOTE: This only saves your resume to the Army’s Resume Builder. It does not submit your resume to the Central Resumix Database.

3. After you have saved your resume to Army’s Resume Builder you will receive a screen that allows you to e-mail your resume to a CPOC. It states, “Email your resume to the CPOC to which you wish to apply. Click here to go the email page.”
4. The next screen you receive will ask for your user id and pin. You will then need to click on the box “Central Database”. This will e-mail your resume to the Central Resumix database which includes all CPOCs throughout Army. You also have a choice to e-mail your resume. You may enter your own e-mail address to receive a copy of your resume. Click on submit. You will receive a confirmation screen that your resume has been received. This confirms that the resume was received into the Resumix Central Database. You will also receive a confirmation e-mail that your resume has been received. Retain a copy of this confirmation as proof that your resume was received.

5. You may now self-nominate for a vacancy announcement for which you wish consideration.

W-2s Available Via MyPay

Employees can retrieve their W-2, Wage and Tax Statement for 2003 via the my Pay website, https://MYPAY.DFAS.MIL
The electronic W-2 is an Internal Revenue Service approved method and can be used to file your 2003 income taxes.

The myPay website is available 24 hours a day, 7 days a week, and can be used to view, save, and print Leave and Earnings Statements as well as make other pay changes at a time when it’s convenient for you to do so. 

Your Social Security Number and a Personal Identification Number (PIN) is all that’s needed in order to access information via myPay. If you do not have a PIN, you can obtain one via email by clicking on the “New PIN” button on the web address shown above. A temporary PIN will be emailed to your Army Knowledge OnLine (AKO) email address on file.

Once you have received your PIN, it is extremely important to maintain current information for your home and email address via myPay because this is the best method for the Defense Finance and Accounting Service (DFAS) to contact employees regarding pay issues.

If you have questions regarding myPay, please call the contact center at 1-800-390-2348.

Incentive Awards Processing Guidance

Decoration for Civilian Service (DECS)
Approved by Secretary of the Army

Information Required:  DA Form 1256 routed through CPAC, EEO & CG, CG Memo to DA Incentive Board (Prepared by HQ), Biographical Data, Justification, list of prior significant awards, citation, 8 X 10 Photo, Memo from Installation Commander.

Meritorious Civilian Service Award
Approved by HQ TRADOC CG
Information Required: DA Form 1256 routed through CPAC, EEO & CG, justification, list of prior significant awards, citation

Superior Civilian Service Award

Approved by HQ TRADOC CG or Installation Commander (MG & above)
Information Required:  DA Form 1256 routed through CPAC, EEO and CG, justification, list of prior significant awards, citation.

Commander’s Award for Civilian Serice
Approved by HQ TRADOC CG or Installation Commander (COL & above)

Information Required: DA Form 1256, justification, list of prior significant awards, citation.

Achievement Medal for Civilian Service
Approved by HQ TRADOC CG or Installation Commander (LTC & above)

Information Required: DA Form 1256, justification, list of prior significant awards, citation.

Certificate of Appreciation for Patriotic Civilian Service
Approved by Secretary of the Army, HQ TRADOC CG, Installation Commander (LTC & above)

Information Required: DA 1256 routed through the CPAC, EEO & CG, CG Memo to DA Incentive Board (prepared by HQ if going to Secretary of the Army), justification, list of prior significant awards, memo from the Installation Commander (if going to the Secretary of the Army)

Civilian Award for Humanitarian Service
Approved by Secretary of the Army, HQ TRADOC CG

Information Required: DA 1256, CG memo to DA Incentive Board (prepared by HQ if going to Secretary of the Army), justification, list of prior significant awards, citation, memo from Installation Commander (if going to Secretary of the Army)

Decoration for Distinguished Civilian Service
Approved by:  Secretary of the Army

Information Required:  DA Form 1256 routed through the CPAC, EEO & CG, CG Memo to DA Incentive Board (prepared by HQ), biographical data, justification, list of prior significant awards, citation, 8 X 10 photo, memo from Installation Commander

Secretary of the Army Public Service Award
Approved by:  Secretary of the Army

Information Required: DA Form, CG Memo to DA Incentive Board (prepared by HQ), justification, list of prior significant awards, citation, memo from Installation Commander

Outstanding Civilian Service Award
Approved by: HQ TRADOC CG, DA Form 1256 routed through the CPAC, EEO & CG, justification, list of prior significant awards, citation

CPAC Newsletter














.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.

 PAGE 
8




.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.


.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.
.


      9

