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* * * * * * *

Your NAF Staff wishes you a continued

Happy and Safe Summer!
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Free Money!  

Free Money!

Learn how to qualify!

Sign up now!
Do you know how many hours of leave you earn?  
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Do you know what to do if you have to take leave?

Who do I ask?

When do I ask?
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Our Address:

NAF HRO

700 Quarters Road

Building 12400

Fort Lee, VA 23801

Our Fax No.

765-4596

We’re on the Web!

www.lee.army.mil/cpac
(Look under 

Employment and HR News

	NAF HEALTH & LIFE INSURANCE  BENEFITS OPEN SEASON – COMING SOON!
This year there will be a full open season for eligible employees to enroll in Health Benefits or make changes to their coverage if already enrolled. Full Open Seasons do not happen every year, but rather every other year in the October-December timeframe.  So, it’s time for you to start thinking about your coverage and any changes you may want to make.  Changes made during the open season do not become effective until 1 Jan 2004 and you would not notice the change on your Leave and Earnings Statement until the second pay period in Jan 2004.  Stay tuned for more information on Health Benefits Open Season.   
NAF RETIREMENT AND 401(K) SAVINGS PLAN – JOIN ANYTIME!
As an eligible employee (Regular Full-Time or Regular Part-Time) you don’t have to wait for an Open Season to enroll.  You may enroll at any time.  So often employees make the big mistake of thinking that they don’t need to contribute to the Retirement Plan – Social Security is their retirement plan.  Wrong answer!  The next time you get your Social Security statement in the mail, study it.  Look at the bottom dollar monthly benefit you will be eligible for.  Is that really going to be enough for you and your family to live on?  If you don’t think so, or if you are just now starting to worry about those “golden years” now’s the time for you to seriously look in to enrolling in the NAF Retirement Plan.  For only 2% of your gross wages per pay period, you can start now building for a better future.  What is 2% of your gross wages?  Well, let’s break it down so you can see.
     If you are a Regular Full-Time NA-1 employee making approximately $8.00 an hour, your gross wages per pay period are $640.  2% of $640 is $12.80.  That’s $12.80 per pay period to begin your NAF Retirement Plan.  But that’s not all. Your employer also contributes each pay period toward your retirement plan.
     Another example is an NF-2 employee making approximately $12.40 per hour.  Your gross wages per pay period are $992.  2% of $992 is $19.84.  That’s what it would cost for you to begin your NAF Retirement Plan.

I know you’ve heard the term “It’s a no brainer.”  Well, that’s exactly what this is.  Think about what you do every month with 2% of your salary.  Are you blowing it – with nothing to show for it?  If your answer is yes, then I strongly suggest you think long and hard about investing it in your future.

Now, let’s talk about making your money earn even more for you.  Did you know that the 401 (k) Savings Plan can do just that!  But, hold on to your seats – YOU MUST BE WILLING TO ACCEPT “FREE MONEY” FROM YOUR EMPLOYER.  That’s right, if you put money in to this savings plan, your employer does also.  Here’s how it works:
If you contribute:                                      Your employer contributes:

         1%                                                                  1%

         2 %                                                                 2%
         3%                                                                  2.5%

         4-100%                                                           3%

Let’s put that in to perspective.
     Taking the same NA-1 employee who makes $8.00 an hour, he/she decides to join the 401 (k) Savings Plan by contributing 1% of his/her gross wages per pay period.  Remember, the gross wages for this employee are $640 per pay period.  1% of $640 is $6.40.  Don’t forget, the employer also has to contribute $6.40.  So for the pay period, the employee has $12.80 in his/her savings account.  At the end of 1 year that is $294.40.

     Or, the NA-1 employee decides to contribute 4% of his/her gross wages per pay period.  That’s $25.60.  Don’t forget, the employer then has to contribute 3%.  That’s $19.20, for a total of $44.80 per pay period going in to a saving account.  At the end of 1 year that is $1,164.80.

But of course, the 401 (k) savings plan also offers ways you can make that money grow.  These contributions go directly to Fidelity Investments.  Fidelity has several funds that you can choose to send your money to and watch it grow.  

A very important thing to remember is that if you contribute to the 401 (k) savings plan, that money is tax deferred.  In other words, it is deducted from your gross wages before taxes.  That’s a good thing! 
If you are interested in joining these programs or would like more information, please contact the NAF Human Resources Office (NAF HRO).  But don’t forget – If you don’t join the Plan, then you won’t get the free money!   
EARNING SICK LEAVE AND ANNUAL LEAVE
Regular Full-Time and Regular Part-Time employees earn both annual and sick leave.  Flexible employees do NOT earn leave.    

Sick Leave is earned at the rate of 5% of the total hours you are in a pay status, up to a maximum of 40 hours per week.  All regular employees earn sick leave at the same rate, regardless of how many years of service you have.  There is no limit on the amount of sick leave you may accumulate.  However, when you leave NAF employment, you do not receive compensation for unused sick leave.  If you are re-employed with Army NAF, the sick leave balance at the time of your separation may be re-credited to your account.

Annual Leave is earned at rates based on your total creditable service.  The following rates apply:  

· Less than 3 years of service – 5% of the total hours in a pay status up to a maximum of 40 hours per week.

· 3 or more years, and less than 15 years of service – 7 ½% of the total hours in a pay status up to a maximum of 40 hours per week.

· 15 or more years of service – 10% of the total hours in a pay status up to a maximum of 40 hours per week.
You will receive a lump-sum payment for your unused annual leave if separated from employment, or if your position is converted from a Regular appointment to a Flexible appointment.  The lump-sum payment is paid out after you have been off the rolls for 30 days, or 30 days from conversion.
REQUESTING LEAVE
If you accrue sick leave it may be used when you are unable to work because of sickness, injury, pregnancy, or medical confinement, or when your presence at work would jeopardize others because of exposure to a contagious disease.  Sick leave may be used for medical, dental, optical examination or treatment.  There are a few simple rules on the use of sick leave:

· Use sick leave only for the reasons given above.  Sick leave is not to be used to supplement annual leave.

· If you are too sick to come to work, let your supervisor know before, or as soon as possible after, the time you are scheduled to report for duty.  

· If you have scheduled doctors’ appointments, it is your responsibility to request sick leave from your supervisor as soon as possible.  Don’t wait until the day of your appointment or when it’s time for you to leave for your appointment.  Remember, your absence impacts on your organization’s workload.  When you are away from your job site, someone else has to fill in.  Therefore, it is your responsibility to notify your supervisor in advance if you know you have a medical appointment.

If you accrue annual leave you have a right to use the annual leave you earn.  However, your supervisor must approve your use of leave.  Your supervisor will make sure you are familiar with the leave policy of your activity.  You have a responsibility to cooperate by requesting and scheduling leave as far ahead as possible.  Remember that your supervisor has the responsibility for determining when you may use leave.  Planning ahead will avoid any possibility of conflict.  In emergency situations, where you could not foresee the need to schedule leave, you should request leave approval from your supervisor as soon as possible.

USE OR LOSE ANNUAL LEAVE
This is the time of year to start reviewing your leave balances and if you are in a “use or lose” category.  It takes time to earn your leave, so don’t put yourself in a position that will jeopardize you losing it.  Remember, you can only carry over a maximum amount of 240 hours (30 days) per calendar leave year.  This calendar leave year ends on 8 January 2004.  You must start scheduling and using your leave so that you don’t lose it.

You will forfeit any leave you have to your credit over and above 30 days.  There are very few exceptions to this rule and in some cases you may be able to carry over excess annual leave.  In order to request that your annual leave carry over, you must make a written request to your supervisor and be able to show that you had requested leave and it was denied, or you were unable to use your approved leave due to illness or other extenuating circumstances.
FRIENDLY REMINDERS

Don’t forget that there are several things that might happen to you that your supervisor and NAF HRO need to know.  Some of these things include name changes, address changes, marital status change, and bank account changes. 
· Name Changes – If your name legally changes due to marriage, adoption or other reasons, in order for the HRO to change your name in your records, you must produce a new Social Security Card reflecting your new name.  Regulations prohibit us from changing your name unless you’ve also changed it with the Social Security Administration.  If you choose not to do this, all of your employment and payroll documents will continue to reflect your “old” name.  
· Address  Changes – If you move, notify your supervisor and NAF HRO.  You are required to complete a Change of Address form.  These forms can be obtained at your worksite or HRO.  These forms should be completed within 24 hours of the change or as soon as possible.  Failure to do this will prevent you from receiving important information such as W-2 Forms.  As you know, W-2 Forms are sent out in the middle of January each year.  If we are not notified by 31 Dec of the previous year you will not receive your W-2 Form.  Also, failure to notify us that you have a change of address will also prevent you from receiving other important documents that could impact your employee benefits and pay.  
· Changes in Bank Account – It is very important that if you change bank accounts you must notify us so that the proper documentation is completed for your payroll check to be directly deposited into your account.  Keep in mind that when your pay check is deposited into your bank account each pay period, it is for the previous pay period.  If you are closing out one account and opening up another, be conscious that if you close out an account too soon, you may not receive your pay check on time.  Your “old” bank will return your pay check to payroll.    This could cause a delay of 2-3 weeks in receiving your pay check.
ARE YOU A BARGAINING UNIT EMPLOYEE?

If you are an NA employee, CC employee, or an NF-1, NF-2, or NF-3 employee and you are not a supervisor or manager, you are a bargaining unit employee at Fort Lee.  A bargaining unit is a group of employees with common interests who are represented by a labor union in their dealings with management.

All Fort Lee NAF bargaining unit employees are represented by the union of Local R4-27, National Association of Government Employees (NAGE) whether or not they pay dues.  Bargaining unit status (that is, whether your position is in or out of the unit) pertains solely to your position in your activity – it does not take into consideration whether an employee is a dues paying union member.    
Employees may elect to pay dues through payroll withholding. Your NAGE representative is Teresa Jones. Ms. Jones’ address and telephone number are Virginia Regional Office, 36 Wine Street, Hampton, VA  23669; 757-727-0877.
PREPARING A WINNING APPLICATION
Have you ever wondered why you didn’t get that job you applied for that seemed just right for you?  You may have been the best candidate, but did not present yourself properly.  Perhaps you need to give more attention to the preparation of your application.

Your application is a written picture of you.  Many applicants have been selected and rejected solely on the basis of the application and how it was prepared.  Selecting officials draw conclusions about an applicant immediately upon reviewing their application. That first impression determines whether the applicant will be a serious contender for the job.  The first impression is usually the lasting impression. Preparing a good application is not difficult.  The tips below will help you to ensure your application reflects an accurate picture of you.

Some of the most common problems are:

· Incomplete applications – missing basic information such as telephone numbers, address, name of current employing organization, salary history, etc.

· Applications that say “See Attached Resume” make it appear as though the applicant is unable to follow instructions.

· Grouping different periods of employment into one entry.  This is misleading and often shows employment at the higher grade or salary level when much of the employment was at a lower salary level.

· Numerous attachments.  Do not attach anything unless requested.  This includes job descriptions, training certificates, letters or certificates of appreciation, booklets, charts, pictures, etc.

· Names of references that show address or telephone numbers “unknown”.

· Lengthy description of duties.  Summarize duties in space provided.
Remember these basic rules:

· Take time to complete your application in a proper, professional manner.
· Follow instructions and complete all items.

· Do not include attachments unless requested.

· Type the application.

· Date and sign the application.
· Always ask yourself a question:  “If I were the selecting official, would I be impressed with my application”?
*  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *  *
Your NAF Human Resources Office is here to assist you and answer any questions.  Please do not hesitate to contact us if you need more information or clarification on any of these articles or any other employment issue.
Your servicing staff is as follows:

Kathy Myers - (765-4591) -  HRO
Yvonne Tate, HR Assistant  - (765-4592) -  Arts & Crafts, Bowling Center, Child Development Center, Civilian Personnel Office, Financial Management, DMWR, School Age Services, Sports Branch, Outdoor Recreation, Youth Center

Michelle Walton, HR Assistant  -  (765-4590)  -  Golf Course, Workers Compensation Program, Performance Appraisal Program, Performance and Incentive Awards Programs, etc.   

Mary Williams, HR Assistant  -  (765-4593)  -  Culinary Arts School, Fort Lee Lodging, Lee Club, Regimental Club, Veterinary Clinic
                                Your NAF HRO
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