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Thrift Savings Plan Open Season
The next Thrift Savings Plan (TSP) open season began April 15 and ends June 30, 2003.  (This is a change from previous spring/summer open season dates).  During the open season, eligible civilian employees may begin contributing to the TSP or change the amount of current contributions to the TSP.  Employees covered by FERS may elect up to 13% and CSRS covered employees may elect to contribute up to 8% of basic pay.  All civilian TSP open season elections and changes must be transacted through the Army Benefits Center – Civilian via the Interactive Voice Response System at 1-877-276-9287 or the Employee Benefits Information System at https://www.abc.army.mil, select “Benefits Change.” Employees may also view their most recent TSP contribution election via these systems.
Employees may only make contribution allocations (designate which of the five TSP investment funds money should be placed in) or interfund transfers (change the investment of money already in the TSP account) through the TSP web site at www.tsp.gov, select “Account Access” or by calling the ThriftLine at 504-255-8777.  More information about the TSP may be found in the booklet, “Summary of the Thrift Savings Plan for Federal Employees” available on the TSP web site by selecting “Forms and Publications” under the “Civilian” column.
The Federal Retirement Thrift Investment Board’s record keeper, the National Finance Center, will issue TSP participant statements in May.  The participant statements will contain cumulative account information as of April 30, 2003 and detailed account activity for the period from November 1, 2002 through April 30, 2003.  The newsletter TSP Highlights will be mailed with each participant statement.
TSP Catch Up Contribution elections cannot be accepted during this open season.

(Army Benefits Center – Civilian)
Army Civilian Tracking System (CIVTRACKS)

Department of Defense Instruction 1400.32 dated April 24, 1995, requires each component to establish accountability procedures (i.e., names, numbers, location, status, etc.) for civilians in theaters of operations.  The Department of the Army has developed an automated civilian tracking system to account for civilian employees supporting  

unclassified military contingencies, and mobilization exercises.  The use of CIVTRACKS is required to account for Army civilians supporting all such contingencies.  CIVTRACKS is a web-based tracking system designed to allow input of tracking data from any location where there’s Internet access.

It is the employee’s responsibility to input their data into CIVTRACKS using the on-screen instructions.  Data should be entered/updated each and every time there is a change in duty location while deployed, to include the initial move from home station.  Logging onto https://cpol.army.mil/civtracks will provide access to CIVTRACKS.  For system security reasons, a USERID and password are required.  
Do You Know How Military Service Can Affect Your Civilian Retirement?

Have you served in the military?  Did you know you might be able to have that time count toward your retirement from the civilian workforce?  The process of determining the amount of money you would have to pay to have this active duty time is called Post-56 Military Deposit because it refers to military service performed after 1956. 

If the characterization of your military service is honorable and you are currently covered by either the CSRS or FERS retirement systems, you may be eligible to make a deposit for the time you served in the military and have that time credited toward your retirement.  This is an important decision in your career and it is important that you make this decision with the best information.

The process to determine if it is beneficial for you to pay this time to be creditable begins with you.

· Review the information on the ABC-C website to determine if you are eligible to pay for this time to be creditable.  This can be found by going to the ABC-C Home Page at https://www.army.mil.  Select Information, then Retirement, then Information.  Select either Post-56 Military Deposit-CSRS or Post-56 Military Deposit-FERS depending on your current retirement coverage.

· If you are eligible, complete the form RI 20-97 and mail it to the military finance center identified on the ABC-C website. Prior to mailing the form you will need to attach a copy of your DD Form(s) 214.  This form will be returned to you with your estimated earnings while in the military.

· Upon return of the RI 20-97, complete either the SF2803 or SF 3108 (depending on your retirement coverage) and forward the forms along with DD Form(s) 214 to the ABC-C at the address indicated on the website.

· Once the request is received in the ABC-C, a counselor will determine the amount of money required for you to pay for this time to count toward your civilian retirement.  The ABC-C will complete an OPM Form 1514 and forward it to DFAS for completion.

· Once DFAS has completed the form, you will receive a response from DFAS indicating the amount of money you are required to pay to have this time count toward your civilian retirement.  There will be payment options on the letter as well.

· Payment of the money to have your military time count is voluntary.  Once you receive your response from DFAS, you simply decide whether or not to pay the required amount to get credit for that active duty time to count toward your retirement form the civilian work force.

RESUMIX and Skills 

DA uses the Resumix automated system to identify candidates for consideration for vacancies.  When a resume is entered in the Resumix system, “skills” are extracted based on what the applicant describes in his/her resume.  The Resumix system has a predetermined grammar database which was developed specifically for the Department of Defense (DoD) and contains terminology most commonly used in DoD.  The grammar development was done in conjunction with subject matter experts from all occupational areas in DoD to insure that the grammar would reflect both the skills managers in DoD would most likely need to identify highly qualified candidates for their positions and to reflect how most DoD employees would describe their experience.  The grammar contains both the specific “skill” as well as other ways in which that skill might be reflected.  So, the skills are extracted based on either the “skill” itself or from other terminology that is built into the grammar database.  The staffer then extracts from the Resumix system all applicants in the area of consideration who have identified interest (self-nomination) in the vacancy announcement.  At this point, all applicants who meet these criteria are among the initial applicant pool and will be on the first list for consideration.  Next, the staffer enters the skills identified by the selecting official.  There are two types of skills, required and desired.  Required skills are those that the selecting official has identified as critical to successful performance in the job and candidates must possess these skills at the time of entry into the position.  Managers usually identify one or two required skills.  Desired skills are those that the selecting official would like to see candidates possess, but are not necessary for entry into the position.  There are usually between 4 and 10 desired skills.  The next list that the staffer extracts from the Resumix system contains those applicants from an initial applicant pool who met ALL of the required skills.  At this point, the staffer decides how many of the desired skills would constitute a list of top candidates.  The staffer then reviews the candidates in the top group to determine if they meet the minimum qualification requirements for the position.  Those in the top group who meet the qualification requirements are placed on the referral list.
Career Corner:  Are You Down With Nouns?

By Kathryn Kraemer Troutman

Government Executive Magazine

In a recent workshop I lead at the Naval Oceanographic Center in Stennis Space Center in Mississippi, I showed a group of physical scientists how to include as many nouns in their resume as possible.  Why?

Because at the center, and at many other Defense agencies, people now have to write new “Resumix-style” resumes.  The Navy is using a new automated human resource system, which according to Navy human resources personnel, understands nouns better than verbs.

As we talked about the new recruitment system, which does not accept SF-171’s, OF 612s or KSAs, but only the Resumix resume, we got to the subject of how to write this new resume using nouns.  I decided the best way to understand the noun concept was to brainstorm about nouns that fit the scientists’ jobs.  Here’s the list of nouns we created together for physical scientists.

Physical Science

Systems Development

System

Training and Administration

Presentations

Computer

Quality Control

Programming

Customer Service

Equipment Custodian

Miracle Worker

Contract Technical

Risk Taker

POC

Entrepreneur

Data Systems Analysis

Personnel Manager

Technical Support

Hydrographer and Evaluation

Team Leadership

Initiative

Project Manager,

Analyst

Program Management

Supervision

International

Relations

Diplomacy

Leader

Coordinator

Facilitator

Database Management

Self-starter

I am sure you can come up with a great list of nouns just like that for your job.  Once we finished the list above at the workshop, the physical scientists asked, “How in the world do you turn a list of nouns into a resume?

The answer is you combine the nouns with a few verbs to make old duties and responsibilities section of your resume less verb-based and more noun-based.  Verbs such as plan, implement, design and manage can be used with most nouns and by most job series.  The focus on nouns can improve your résumé’s “readability” by the automated “skills extraction” system used by Resumix, which will give you a better chance of getting picked for jobs you want.  Here is an excerpt from a resume before nouns were emphasized, followed by the same excerpt with nouns leading in each sentence.  Just try to include more nouns in your resume.

Some nouns:
Directed the technical management support to the Department of the Navy for major military modeling and simulation projects.  Represented the Office of the Oceanographer of the Navy during numerous technical and management meetings.  Managed the technical and pricing issues associated with a weather systems management support proposal, valued at approximately $40 million.

More nouns:
Project Manager:  Provided technical management support to the Department of the Navy for major military modeling and simulation projects.  Navoceano Representative:  Liaison with the Office of the Oceanographer of the Navy during numerous technical and management meetings.  Advocate for the Oceanographer of the Navy’s programs during several of these meetings.  Proposal Manager and Negotiator:  Management of the technical and pricing issues associated with a weather systems management support proposal, valued at approximately $40 million.
Reminder – Use Or Lose Annual Leave
Supervisors and employees should plan annual leave throughout the leave year consistent with workload requirements.  Although annual leave is an employee right, the use of it is subject to prior approval by the employee’s supervisor.  Employees should submit requests for annual leave as far in advance as possible.  This will allow supervisos to schedule work requirements in the fairest manner.  If you have already scheduled your leave, remember the last day of the leave year is 10 Jan 04.

For most employees, the maximum amount of annual leave that may be carried over into the new year is 30 days or 240 hours.  Any accrued annual leave beyond the maximum carry-over must be used or forfeited by the end of the leave year.

If, employees are reminded of the need to schedule and take their use or lose but fail to do so, there may be no basis for restoring the excess leave, and it will most likely be forfeited.  This year, leave must be scheduled (requested and approved) by 29 Nov 03. 
Compensatory Time



Compensatory time off is: Time off with pay in lieu of overtime pay for irregular or occasional overtime work (defined as work that is not part of an employee’s regularly scheduled administrative workweek); or When permitted under an agency’s flexible work schedule program, time off with pay in lieu of overtime pay for regularly scheduled or irregular or occasional overtime work. 

Under the rules established by the Office of Personnel Management, the head of an agency (or designee) may, at the request of some employees, grant compensatory time off from an employee’s tour of duty instead of overtime payment for an equal amount of overtime work. Compensatory time may be requested by employees who are covered by the Fair Labor Standards Act (FLSA), general schedule employees who are exempt from the FLSA and earn less than the maximum pay of a GS-10, and Federal wage system employees. An agency may not require the above listed employees to take compensatory time in lieu of overtime pay. However, management can direct GS employees earning rates of basic pay greater than a GS-10, step 10, who are exempt from FLSA to take compensatory time off in lieu of overtime. 


There is no limit on the maximum number of hours of compensatory time an employee may accumulate. However, compensatory time must be used by the end of the 26th pay period after it is earned or it will be paid to the employee at the overtime rate at which it was earned. 


When a DoD employee separates or transfers to another Military Department or Defense agency (i.e., from Army to Navy or from Navy to Air Force), unused compensatory time balances shall be paid at the overtime rate at which it was earned. Employees who change positions but remain within the same Military Department or Defense Agency (i.e., Army to Army or Navy to Navy) will have their compensatory time balance transferred with them. 
Update on TSP Catch-Up Contributions

The Thrift Investment Board has released TSP Bulletin 03-4, Catch-up Contributions for TSP Participants Age 50 and Older. Catch-up contributions potentially provide participants over 50 an opportunity to make up for working years when 401(k)'s and similar savings plans, like the TSP, were not available. TSP catch-up contributions are made on a pre-tax basis and therefore may only be made through payroll deductions. 

To be eligible to make TSP catch-up contributions an employee must be: 

1. In a pay status 

2. Contributing the allowable maximum to TSP 

3. Age 50 years old in the year the catch-up contributions are made 

4. Not in the 6-month non-contribution period following receipt of a financial hardship in-service withdrawal 

Currently there are over 20,000 Army civilian employees who meet these eligibility requirements. 

Catch-up contributions are not subject to the Internal Revenue Code's elective deferral limits ($12,000 in 2003). However, catch-up contributions are limited each year as follows: 

	Year   
	Maximum Contribution 

	2003
	$2,000 

	2004
	$3,000 

	2005
	$4,000 

	2006 and thereafter
	$5,000 


(Catch-up contributions are not subject to the open season rules, and more than one election may be made in any given year, so long as the annual limit is not exceeded). 

The Defense Finance and Accounting System and personnel systems must be adapted to allow for catch-up contributions to be withheld. TSP Bulletin 03-4 states the intention to implement the catch-up contributions program in July 2003 and the effective date as early as the first pay period in August. The implementation date for each Federal agency will, however, be dependent upon adaptation of payroll and personnel systems. 

Employees who may want to participate in TSP catch-up contributions should begin now to plan for a short time period to have payroll deductions made during 2003 following announcement of an implementation date (No announcement date has yet been set for Army). For example, if the first pay period TSP catch-up contributions can be withheld is September 26, 2003, an employee would have seven pay periods for withholdings to meet the $2,000 maximum contribution for 2003, about $300 a pay period. 

TSP bulletins may be viewed on the TSP web site at http://www.tsp.gov/ under the section, Info for Agency Reps. The Army Benefits Center - Civilian (ABC-C) website https://www.abc.army.mil will continue to be updated with the latest information about TSP catch-up contributions as it becomes available. Employees may also contact the ABC-C at 1-877-276-9287 (see the web site for outside of the continental United States toll free numbers).

Federal Long Term Care Health Insurance

Although the Federal Long Term Care Insurance Open Season had officially expired as of January 1, the opportunity to enroll in the program continues.  If you missed the opportunity to enroll and take advantage of the benefits Open Season allotted, you can still partake in the opportunity to enroll in the Federal Long Term Care Health Insurance Program.

Did you know that you are still eligible to apply for the Federal Long Term Care Insurance Program (but without the benefits that were offered during Open Season?)  The two primary benefits of having applied during Open Season were an abbreviated underwriting process and the usage of your age as of July 1, 2002.  If you choose to enroll in the Federal Long Term Care Insurance program now, you will have to undergo a Full underwriting process, in addition to having the policy reflect your current age (as opposed to July 1, 2002), which can possibly affect the cost of your premiums. 
For any additional information regarding the Federal Long Term Care Insurance Program, you may obtain information by going to the Federal Long Term Care website, or by calling the toll free hotline:

Websites: 
http://www.ltcfeds.com/ 
http://www.opm.gov/insure/ltc/
Phone: 
1-800-LTC FEDS / 1-800-582-3337

E-Mail: 
INFO@LTCPARTNERS.COM
Hearing Impaired 
(TDD: 1-800-
Nepotism

Nepotism occurs when relatives are in the same chain-of-command.  A management official with authority to take personnel management actions may not select a relative for a position anywhere in the organization under his/her jurisdiction or control.  Also, management officials, or other public officials having the authority to appoint, employ, promote, or advance persons or to recommend this action, may not advocate or recommend a relative for a position in the Department of Defense.  It is the Army’s policy that assignments may not be made which result in a supervisory relationship between relatives, unless an exception is approved by the Major Army Commander.  When a supervisor marries a subordinate, the appointing authority must establish procedures to ensure appropriate personnel actions.  A supervisory relationship is one involving day-today work direction, performance appraisal, and leave approval.  Even when there will be a non-supervisory relationship, assignment of relatives in the same organizational unit will be avoided if an equivalent assignment is available in another unit.  “Relatives” is defined as follows:  Aunt, Brother, Brother-in-Law, Daughter, Daughter-in-Law, Father, Father-in-Law, First cousin, half brother, half sister, husband, mother, mother-in-law, nephew, niece, sister, sister-in-law, son, son-in-law, stepbrother, stepfather, stepmother, stepsister, stepson, uncle, wife.
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 Staff Judge Advocate’s Office.

Supervisory Tools Through ART

New supervisors attending the “HR for New Supervisors” course are being introduced to the world of the Army Regional Tools (ART).  ART is a collection of tools for different types of users.  By the end of the course, most participants want to get an ART account, because they see a number of tools that can be of value to them.  Some of the ART tools that supervisors find most valuable include:

· Employee Data -- provides quick and easy access to lots of information about your employees, including training, benefits information, salary, suspense’s, performance appraisals, and awards.  You can even get a copy of an employee's job description and see what personnel actions have been taken or are pending.

· Inbox Statistics -- provides tracking and status information on pending personnel actions, as well as timeliness information.  Also allows you to make a comment or ask a question about a pending action.  

· Organization Structure -- provides a table of your organization's positions, with the position title, pay plan, series, grade, whether vacant or encumbered, etc.

· Review and Analysis -- provides basic population statistics about your organization, such as supervisory ratio, minority and gender statistics, education levels, career programs, etc., as well as timeliness information about personnel actions that have been processed in the past.

· Suspenses -- provides access to upcoming suspense dates pertaining to your employees (e.g., an appointment expiring or a temporary promotion ending).   

· SF50 History Database -- provides access to personnel action documents (SF 50s) about your employees.

In addition, ART provides a common way to access various other human resource management applications (including Defense Civilian Personnel Data System (DCPDS), the Civilian Servicing Unit (CSU) application, and the Fully Automated System for Classification (FASCLASS).

All supervisors are strongly encouraged to request an account and fully utilize this automated tool.  Those supervisors who currently have access to the CSU application are able to access the Army Regional Tool using their CSU user ID and password.  The Civilian Personnel Operations Center Management Agency (CPOCMA) has published a Screen Cam movie on how to access ART.  

http://www.cpocma.army.mil/howtomovies
Click on ART Logon and the movie will play automatically.

Those supervisors who currently do not have access, but would like access, should submit a System Access Nomination and Authorization Request (SANAR) and a MDCPDS User Registration Form to Sheila Pullam, Civilian Personnel Advisory Center, 700 Quarters Road (Bldg 12400, Rm 115), to request access.  Forms are available at:  

http://www.lee.army.mil/cpac/General/automation.htm 
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