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	NAF NEWS 

	May 2003
	                Nonappropriated Fund Human Resources Office – Fort Lee, VA
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-Employment Category - Do You Know What You Are?
-Are You a “Dual”

Employee?

-Change of Address
-Annual Notice of Right to Union Representation – Annual Weingarten Notice
-Leave and Earnings Statements


	Pay Adjustments
If you notice a small increase in your paycheck over the next month, it is likely because we processed the retroactive and additional 1% pay adjustment to the original cost of living pay adjustment in January 2003.  Employees who were on the rolls as of 9 Jan 03 or who first entered on duty by 16 Apr 03 received this pay adjustment.  The only exception was employees who are NF-01 or NF-02.  Employees at those levels had received the full pay adjustment in January.
Employment Category – Do You Know What You Are?
There are three employment categories for NAF employees:
Regular Full-Time:  Workweek of 40 hours.  Eligible to participate in NAF retirement plan, 401(k) savings plan, and health and life insurance plans.  Eligible for annual and sick leave accrual.  Deductions for Social Security are made.

Regular Part-Time:  Workweek from 20-39 hours.  Eligible to participate in NAF retirement, 401 (k) savings plan, and health and life insurance plans.  Eligible for annual and sick leave accrual.  Deductions for Social Security are made.

Flexible:  Employee is either on-call or on a schedule.  Workweek from 0-40 hours.  Deductions for Social Security are made.
Are You A Dual Employee?
NAF employees are permitted to be employed in 2 separate positions at the same time provided the hours worked in combination DO NOT EXCEED 40 hours per week.  A NAF employee can hold down 2 Flex positions or 1 part-time and 1 flex position.  If you fall in to this category, you are a Dual Employee.  It is your responsibility to communicate this to your supervisors so that you are not scheduled to work over 40 hours a week. 

	Your NAF HRO:

Kathy Myers
54591
myersk@lee.army.mil
Yvonne Tate

54592

tatey@lee.army.mil
Mary Williams

54593

williamsm3@lee.army.mil
Michelle Walton

54590

waltonm@lee.army.mil
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)
  
	Change of Address
Employees are reminded to notify the NAF HRO of any address changes as soon as possible.  This CANNOT be stressed enough.  It is imperative that we have accurate and current information.  Your address is a critical data element that we are required to enter into our automated database.  This information is transmitted to payroll and is needed for their records as well.  
Annual Notice of Right to Union Representation – Annual Weingarten Notice
NAF bargaining unit employees at Fort Lee are represented by the National Association of Government Employees, Local R4-27.  You have the right to request representation from the Union at any investigative examination/interview where you reasonably believe the examination may result in disciplinary action being taken against you.  You may make this request at any time prior to or during the interview.  If requested, the agency may opt to suspend questioning and grant your request, then resume the interview; or, discontinue the interview; or, offer you the choice to proceed with the interview without a Union representative or to forego the interview.  

Your NAGE representative is Teresa Jones. Ms. Jones’ address and telephone number are Virginia Regional Office, 36 Wine Street, Hampton, VA  23669; Area Code 757-727-0877. 
NAF Earnings & Leave Statement - DA Form 5352 (sometimes referred to as LES)
Every payday you, as a NAF employee receive an Earnings and Leave Statement (ELS) from NAF Financial Services (NFS).  It is normally distributed through your organization.  This is a very important document that has a wealth of information for every NAF employee.  This statement lists your personal data, current and year-to-date earnings/deductions, annual and sick leave information, both current and cumulative, allotments, tax deductions and remarks for announcing special events related to payroll or benefits (e.g. Open Seasons, Use or Lose Leave Deadlines, etc.).  The back of the form has an explanation of the codes that are used on the front of the form.  You should review your ELS each payday to ensure the information is correct and accurate.



	 YOUR NAF-HRO STAFF:

WISHES

     YOU 
        A
         SAFE 
           AND
              HAPPY 
  MEMORIAL DAY  !
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	 You are doing yourself an injustice if you don’t review them each payperiod or if you throw them away.  You should review your ELS every payperiod to ensure the information is correct and accurate.  If you see a mistake or don’t understand something on your ELS you should see your supervisor.  Remember – it’s all about your money, your leave, your benefits.  You have worked hard for them, so please take a few minutes every two weeks to review your ELS.  Keep them in a safe place, and don’t throw them away – you never know if you will have to use them for something in the future.
  If you have a problem with your ELS and want to discuss with your Human Resources Office, please bring your ELS with you.   
  Attached to this newsletter is an explanation of codes and a sample of your ELS.



EXPLANATION OF NAF EARNINGS AND LEAVE STATEMENT

DA FORM 5352
 PRIVATE 

1.
INST - installation; TQ - designates Fort Lee as the installation where you are employed.

2.
WORK CENTER - identifies work site; management assigns this number.

3.
SOCIAL SEC NUMBER - your social security number; check periodically for accuracy.

4.
DUAL - if you work only one job at Fort Lee, there will be a "0" in this block; a second or concurrent job will appear as a “1”.

5.
PAY PLAN - this will be NF, CC, NA, NL, or NS depending on the position you are appointed to.

6.
GR/BAND - the grade of your position.

7.
STEP - the step of your grade.  If you are NF or CC, steps don't apply, and it will be 00.  All others are steps 1 through 5.

8.
HRLY RATE ASGD - denotes how much money you are paid per hour based on the type of position (#5), grade (#6), and step (#7).

9.
SHIFT- if you work days, 1 for 1st shift will appear; there is a shift 2 and 3.  (Three 8 hour shifts in 24 hours.)  If the majority of the hours worked on your shift occur after 1500 (3 o'clock), you will be paid night differential.  Check with your supervisor.  Code 9 is a combination of shifts.

10.
SHIFT PD - actual shift you were paid for; should match SHIFT  (#9).  If not, see your supervisor for explanation and reason for difference.

11.     RET CD - Retirement Code.  If you are eligible and enrolled in the NAF Retirement Plan an “R” will be in this block.  If you are a FLEX employee, you are ineligible for retirement and an  “I” will be in this block.  If you are eligible, but elected NOT to enroll, a “W” (waived) will be in this block.

12.
FLSA - Shows whether you are an exempt or nonexempt employee.  “E” exempt, “N” nonexempt.

13.   PAY PERIOD END - Payroll period ending (PPE) date; not the date you receive your check.

14 & 15.  LEAVE – Your Annual Leave and Sick Leave information.  Prior year balance is the amount of leave carried over from the year before, if any; also appearing in this area will be leave accrued (earned) for the pay period (CUR) and Year-to-date (YTD);  any leave used during the pay period (CUR) and Year-to-date (YTD); current balances (CUR BAL); and any leave to be forfeited if not used (USE/LOSE).  Any discrepancies in leave should be brought to the attention of your supervisor.  Flex employees are not eligible for leave and should disregard these blocks.

16.  YTD (YEAR TO DATE) INFORMATION – All pay periods combined and totaled.

17.  REG (Hours) - regular hours worked for PPE date appearing in block (#13).

18.  REG (Amounts) - base pay in dollars and cents; to determine hourly rate, divide the amount in this block by number of hours (#17).  This figure should match with hourly rate assigned (#8).  If more, and you are a prevailing rate employee, it could be night differential or an adjustment of some sort, e.g. retroactive within grade increase.  Any variance needs to be reported to your supervisor for explanation.

19.
OT (Hours) - hours of overtime worked during the PPE date.

20.
OT (Amounts) - amount of overtime pay (1 ½  times hourly rate times the number of hours). If you are an Exempt employee this figure may not total 1 ½ times your hourly rate.

21/22.  ND - NIGHT DIFF – Hours and Amounts – These are for the pay period.  

23/24/25.
PREM - Premium pay codes are listed on reverse side of earnings and leave statement and are self-explanatory.  Any questions should be directed to your supervisor for explanation.

26/27.     OTH PAY – Other Pay and Allowance Codes are listed on the reverse side of the ELS and identifies other pay, if any.

28.
TIP ALLOC - tip allocations for tipped employees, such as, waiters, bartenders, etc.

29.
EIC - earned income credit.

30.
FEDTX –  Amount deducted for federal tax determined from information in blocks (#54), (#55), and (#56) which you supplied when completing your W-4 Form.

31.  
OASDI - Old Age Survivor Dependent Insurance (Social Security).

32.
MEDICARE - Medicare tax deducted from gross pay.

33.
CHAR - Amount you designated to be paid to charity (United Way, Combined Federal Campaign, Army Emergency Relief), if any.

34.
ALMT 1 - amount of allotment to another account, if any.  If you should want to start an allotment, make an appointment with your Human Resources Office for the proper forms. (ALMT 2 block is for a second allotment.  You are limited to only 2 allotments coming out of your check.

35.
RET - Amount paid into retirement plan for the pay period.

36.
401(K)/TSP – Employee percentage of contributions to 401K Savings Plan or Thrift Savings Plan if a portability employee.

37.
GLI - amount withheld for Life insurance.

38.
HMO - amount of premium you are paying for medical insurance depending on coverage you selected, if any.

39.
ORGN DUES - if you are a dues paying member of the Union (NAGE), the amount of the deduction appears in this block.

40.
STX 1 - Amount of Virginia state tax deducted.  You pay Virginia state tax regardless of where your home of record might be.

41.
BND1 - Amount being deducted for purchase of the US Savings Bonds.

42.
CUM - Total amount you have paid into the retirement plan as of the PPE date shown on earnings and leave statement.

43.
MATCH - Employers contribution to 401K Savings Plan.

44.
CD - Life Insurance code.

45. 
CD - Medical Insurance code. 

46.
CD - VA for Virginia State Tax.

47. 
CUR BAL - Your current annual and sick leave balances.

48.
USE/LOSE
 - Your use or lose annual leave balance.

49.
COMP - Compensatory Time balance.

50.
AWOP – Amount of Away Without Pay or Leave Without Pay hours.  Discuss with your supervisor if you do not understand.  

51.
GROSS – Total pay before deductions and taxes.

52.
DED - Total deductions withheld from check.

53.
NET – Amount of check or deposit to a financial institution.  Gross pay (amount in #51) with the total deductions subtracted (amount in #52) will equal your net pay (amount in #53).

54.
FED (STAT column) -  Your marital status, married or single as reported to NFS; 1 is for single and 2 is for married.  This is determined by information you supplied on your W-4 that was forwarded to payroll.

55.
FED (EXEMPT column) - the number of exemptions you are claiming will appear here.

56.
FED (OPTIONAL column)  - optional tax; If you're in a tax situation where it is necessary to have more taxes taken out than what your exemptions allow, the amount you requested will appear in this block.

57.
LOC1 - not applicable.
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