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The concept of the Army Benefits Center-Civilian is to provide one centralized personnel office where employees can complete their own benefits transactions and process retirements.  Employees can process their transactions either on the ABC-C website or by using the Interactive Voice Response System (IVRS).  Sometimes it becomes necessary to speak with a counselor regarding your benefits.  Below are some of the common reasons when you may need to use IVRS to speak with an ABC-C counselor.  

· When you are unable to complete a transaction on the website (TSP, FEHB, FEGLI); 

· When you are unable to cancel an action that you realize is not correct after you review it in the pending area; 

· When you encounter errors when creating transactions on the web or phone systems; 

· When your transaction appears to have processed correctly but it is not reflected on your LES.  If you created the transaction through the ABC-C, we can research it and work with payroll to resolve it; 

· When your FEHB transaction appears to have processed correctly, but you have not received your new insurance cards within four weeks of making your new election.  We can verify if the carrier has received your transaction electronically; 

· When you have benefits or retirement questions that you cannot get answered by using other resources.  

Please keep in mind that counselors will not process transactions for you, but they will assist you in completing your own transactions.  

(Article from ABC-C News December 2002)

What Happens After You Submit Your Retirement Application?


Once you submit your retirement application to the ABC-C, several things happen to ensure your application is processed quickly and efficiently.  Processing steps are briefly outlined below:  

· First, basic information is entered into a local database so that the ABC center can track the progress of the retirement action. Applications are worked in the order they are received and by effective date.

· A preliminary review is done to make sure the application packet is complete.  
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The ABC center will then send you a letter telling you that the packet has been received.  At this step, ABC will also request any additional or corrected documents that may be needed.  

· Your Official Personnel File (OPF) will be requested from your servicing CPOC.  A thorough review will be done and a statement of service is prepared to verify your eligibility for retirement.  

· Another review will be done to start the final processing.  If additional information is required, you will be notified. 

· An ABC-C specialist will then contact you to provide the final retirement counseling. 

· Your original retirement application will then be forwarded to the payroll office within five working days of the effective date of your retirement.  
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The ABC-C will continue to monitor your application packet to ensure that it moves along the processing steps.  

· A congratulatory letter will be sent to you within one week following the effective date of your retirement along with a copy of the completed retirement packet and copies of the SF 2819, SF 2821, and retirement SF 50.  

· The payroll office will ensure the retirement action is forwarded to the Office of Personnel Management (OPM).  

· OPM will set up interim retirement payments (generally about 80% of the estimate).  At this time, you will also be provided a Civil Service Annuity (CSA) number to use when you need to contact OPM regarding your retirement.  

· Once the packet has been reviewed and approved by OPM, you will receive a final statement that will show your annuity payment and deductions.  

The processing of a retirement application is a lengthy and tedious process.  Each step, however, is necessary to ensure that no undue delays are encountered.  (Article from ABC-C News December 2002)



Army Jobs Listed on Hot Jobs Site
A contract with the HotJobs web site has been established to enhance recruitment efforts for hard-to-fill positions (i.e., medical, engineers, etc.).  This tool is for not only hard-to-fill positions, but can be used for all vacancy announcements.  HotJobs taps into a large audience and is a good tool to market Army positions, especially when trying to reach a wider pool of candidates.  The web site is www.hotjobs.com.  To find Army jobs search by company, search under “F”, select Fedjobs-Department of Army Civilians to see current announcements.  This is an alternative site to post jobs announcements on; jobs will still be posted on the Army Vacancy Announcements and USAJobs site.
Flexible Spending Accounts (FSA) 

The Office of Personnel Management introduced the Federal Flexible Benefits Plan (FedFlex) with the implementation of the first Fed Flex benefit, Health Benefits Premium Conversion (HB-PC) in October 2000.  OPM anticipates expanding FedFlex in calendar year 2003 by offering a new type of benefit called Flexible Spending Accounts (FSAs).    Employees will be able to set up a health care and dependent care FSAs to use for out-of-pocket costs for health care expenses not covered by insurance.  Both health and dependent care FSA's are arrangements made by an employee to have his or her pay reduced for the next year by a selected amount through a pre-tax allotment.  

OPM has developed a new section on their web site for Flexible Spending Accounts, www.opm.gov/insure/pretax.  This is an excellent resource for information on this new benefit.  OPM will be updating the site frequently as new information regarding FSAs becomes available.  An informative slide presentation is available under the "Flexible Spending Account" option on this web site.

OPM is in the final stages of choosing a contractor, a Third Party Administrator (TPA) to establish and administer individual FSAs.   The TPA is also responsible for setting up arrangements with payroll offices to receive the allotments from the employee's pay. Communication materials and conducting events, such as Open Seasons, are also the responsibility of the TPA.  OPM has stated that the first open season for employees to enroll in FSAs may begin as early as May 2003.  Following the initial open season enrollment period, OPM plans to align the FSA sign-up season with the FEHB program open season.

Army Automated Performance Management Support System  (APMS) XXI

APMS XXI will improve and change the way civilian performance plans, performance assessment, and the granting of performance awards are conducted for Army civilians. It is widely recognized that performance management is transitioning from an emphasis on rules to focusing on results. One of the most effective and efficient means of accomplishing this is through a fully automated, paperless performance appraisal and award system that will streamline the entire preparation and reporting process. 

As we fully integrate human resource management into Army's organizational business planning process, accountability for performance, and the ability to directly tie individual performance objectives and accomplishments to the operational goals of the organization is critical to the overall effectiveness of the Army.  The concept of APMS XXI is proposed to help management link to and account for mission accomplishments.  One of the drivers for APMS XXI is the Government Performance and Results Act, which states: "Accountability means having clear goals and objectives for government programs and employees, measuring how they perform, and holding them responsible for results." 

Code of Ethics

Each employee has a responsibility to the United States Government and its citizens to place loyalty to the Constitution, laws and ethical principles above private gain.  To ensure that every citizen can have complete  confidence in the integrity of the Federal Government, each employee shall respect and adhere to the principles of ethical conduct set forth in applicable laws and regulations.
General Principles -  Employees shall apply the following principles in determining whether their conduct is proper.

- Employees shall place loyalty to the Constitution, the laws, and ethical principles above private gain.

- Employees shall not hold financial interests that conflict with the conscientious performance of duty.

- Employees shall not engage in financial transactions using nonpublic Government information or allow the improper use of such information to further any private interest.

- Employee shall not, except as permitted by law or regulation, solicit or accept any gift or other item of monetary value from any person or entity seeking official action from, doing business with, or conducting activities regulated by the employee's agency, or whose interests may be substantially affected by the performance or nonperformance of the employee's duties. 
- Employees shall put forth an honest effort in the performance of their duties.

- Employees shall not knowingly make unauthorized commitments or promises of any kind purporting to bind the Government.

- Employees shall not use public office for private gain.

- Employees shall act impartially and not give preferential treatment to any private organization or individual.

- Employees shall protect and conserve Federal property and shall not use it for other than authorized activities.

- Employees shall not engage in outside employment or activities, including seeking or negotiating for employment that conflicts with official Government duties and responsibilities.

- Employees shall disclose waste, fraud, abuse, and corruption to appropriate authorities.

- Employees shall satisfy in good faith their obligations as citizens, including all just financial obligations, especially those - such as Federal, State, or local taxes - that are imposed by law.

- Employees shall adhere to all laws and regulations that provide equal opportunity for all Americans regardless of race, color, religion, sex, national origin, age, or handicap.

- Employees shall endeavor to avoid any actions creating the appearance that they are violating the law or the ethical standards.   


Annual Notice of Right to Union Representation

The Federal Labor-Management Relations Statute requires that agencies provide their bargaining unit employees an annual notice of their union representation rights.  This is commonly called the “Weingarten” right.  The law requires that agencies inform their employees of these rights annually.  

The Federal Service Labor-Management Relations Law provides employees in bargaining units with the right to request union representation in connection with any examination by agency officials that the employee believes may result in disciplinary action.  Section 7114(a)(2)(B) of Chapter 71, Title 5 United States Code provides the following representation rights:  An exclusive representative of an appropriate unit in an agency shall be given the opportunity to be represented at any examination of an employee of the unit by a representative of the agency in connection with an investigation if the employee reasonably believes that the examination may result in disciplinary action against the employee, and the employee requests representation.

Essentially, this statutory right provides that when an agency representative questions a bargaining unit employee, and the employee reasonably believes the questioning may result in disciplinary action against that employee, and if the employee requests union representation, the employee is generally entitled to representation if the investigation continues.
Incentive Awards Processing Guidance
The following current guidance about honorary awards processing and requirements is to assist managers, supervisors, and nominating officials in providing complete award packages to the headquarters for TRADOC CG approval.  Awards for TRADOC CG approval should be forwarded as a minimum 45 days prior to the presentation date.  Awards submitted with less than 30 days must have a statement as to supporting the late submission.  In an effort to better serve you (in the event changes are required) and get the award back to you at the time requested, suggest you plan accordingly.  Data should be submitted on DA FORM 1256 (APR 93 EDITION) following these guidelines:

- Should be typed (not handwritten)

- Should be scanned into .PDF format

- Ensure Block 6a and 6c are complete

- Ensure Post EEO and CPAC have completed PART II, Blocks 8a-8f

- If from Installation, ensure Block 11 is signed

The biographical data (Secretary of the Army awards) should contain:

-  Title and Grade
-  Date and Place of Birth
-  Education and Degrees:

-  Significant Employment Record:

-  Type of Appointment:

-  Other Significant Biographical Data Pertinent to the Award Nomination, (For example, family information, married to Jane Doe since January 2, 1960, they have two children and three grandchildren, this award will be presented to John Doe at his retirement ceremony on 22 June 2003)
The justification should be typed, single spaced, 1 to 2 pages in length, free from typos, and grammatically correct.  The proposed citation should be single spaced, one paragraph in length, approximately 50-60 words, upper and lower case (NOT ALL CAPS), free from typos, and grammatically correct.  Refrain from using acronyms.  The citation should highlight the individual's achievements.  Significant awards (list of prior awards) should contain month and year and begin with most recent award received.  The last line should contain, Date of Presentation:.
Awards For Secretary of the Army Approval
- Requires Documents on DISKETTE

- Requires 1 Original and 8 Copies

Awards For TRADOC CG Approval
- Requires 1256 scanned into .PDF Format

- Requires Justification, Citation, and List of Prior Awards combined in one word document (.DOC Format)

- PDF File and DOC File should be attached to email note forwarding award nomination.  Email should contain point of contact for award and their complete mailing address, work number (DSN & Commercial)

Awards guidance which may be of assistance:

 

- AR 672-20:  http://www.usapa.army.mil/pdffiles/r672_20.pdf
 

- TRADOC Suppl 1 to AR 672-20 (This will be rewritten this FY; however, basic information is useable):   http://www.tradoc.army.mil/tpubs/suppl/s672-20.htm
 

- PERMISS:   http://cpol.army.mil/permiss/53.html
 

- PAM 672-20:  http://www.usapa.army.mil/cpol/dapam672-20/dapam672-20.html
 

HQ TRADOC point of contact for Incentive Awards is Ms. Rose Benton, DSN 680-5243 or commercial 757-788-5243, Email:  Bentonr@monroe.army.mil.

Human Resource Reference Guide
A Human Resource Reference Guide is now available that provides managers with quick and easy information on recruitment methods and incentives for appropriated fund positions.  The table of contents includes terms and definitions, internal sources, external sources, and recruitment incentives.  It is listed on the CPAC web site, http://www.lee.army.mil/cpac/, under hot topics.
Robert E. Lee Chapter of AUSA Scholarship Program 

The Board of Directors of the Robert E. Lee Chapter of the Association of the US Army is pleased to announce the chapter will fund up to two $1,000 scholarships and two $500 scholarships for the academic year 2003-2004.  These scholarships will assist with tuition, books and academic fees.  Scholarship Chairman, Major Christopher Stolz, will soon make applications available to students through the school districts of the local Fort Lee area. The scholarship is open to all members of the US Army (Active, Reserve, and Retired), their dependents, and Department of Defense civilians and their dependents,  who are assigned to Fort Lee, or live in a 20 mile radius of Fort Lee. Members of other military services and their dependents who are assigned to Fort Lee organizations are also eligible.  Membership in the Association of the United States Army is not required to compete for a scholarship.  Students and their families should contact their school’s guidance department for application details.  Applications are also available at the Fort Lee Education Center, Army Community Services, and at the Youth Services Central Registration Building.  For additional information, contact Major Stolz at 734-2932.  

Pay Period Chart for 2003

	Beginning of Pay Period
	End of Pay Period         
	Pay Day

	12-Jan-03
	25-Jan-03
	6-Feb-03

	26-Jan-03
	8-Feb-03
	20-Feb-03

	9-Feb-03
	22-Feb-03
	6-Mar-03

	23-Feb-03
	8-Mar-03
	20-Mar-03

	9-Mar-03
	22-Mar-03
	3-Apr-03

	23-Mar-03
	5-Apr-03
	17-Apr-03

	6-Apr-03
	19-Apr-03
	1-May-03

	20-Apr-03
	3-May-03
	15-May-03

	4-May-03
	17-May-03
	29-May-03

	18-May-03
	31-May-03
	12-Jun-03

	1-Jun-03
	14-Jun-03
	26-Jun-03

	15-Jun-03
	28-Jun-03
	10-Jul-03

	29-Jun-03
	12-Jul-03
	24-Jul-03

	13-Jul-03
	26-Jul-03
	7-Aug-03

	27-Jul-03
	9-Aug-03
	21-Aug-03

	10-Aug-03
	23-Aug-03
	4-Sep-03

	24-Aug-03
	6-Sep-03
	18-Sep-03

	7-Sep-03
	20-Sep-03
	2-Oct-03

	21-Sep-03
	4-Oct-03
	16-Oct-03

	5-Oct-03
	18-Oct-03
	30-Oct-03

	19-Oct-03
	1-Nov-03
	13-Nov-03

	2-Nov-03
	15-Nov-03
	27-Nov-03

	16-Nov-03
	29-Nov-03
	11-Dec-03

	30-Nov-03
	13-Dec-03
	25-Dec-03

	14-Dec-03
	27-Dec-03
	8-Jan-04

	28-Dec-03
	10-Jan-04*
	22-Jan-04




*End of Leave Year for 2003
Civilian Reservist Called to Active Duty

When an employee is called to active duty he or she needs to make an appointment with his or her servicing personnel specialist at the CPAC for counseling regarding benefits.  He or she will need to bring a copy of their orders and make sure to sign a health benefits form during the counseling in order to benefit from the authorization of agencies to pay the employee’s share, in addition to the governments share of FEHB premiums.  

There are three options for handling earned annual leave.  Annual leave can be used at the same time as the employee is on active duty, and will be paid along with military pay.  Annual leave can also be sold for a lump-sum payment or it can be retained as credit for the employee.  Health benefits can be retained for up to 18 months with a completed form.  During the first 365 days, the employee can make arrangements to continue paying the bi-weekly employee share of the premiums.  During the next six months the employee will have to pay both the employee and government’s share of the premium.  Reservists who are in a leave without pay status will continue to being covered by the appropriate retirement system Civil Service Retirement System or Federal Employees Retirement System.  Employees can keep their life insurance coverage for up to 12 months for free.  At the end of the 12 months in a nonpay status, the coverage terminates.  Employees get a free 31 day extension of coverage and have the right to convert to a nongroup policy.  Upon return the employee receives the same coverage he or she had before going into a nonpay status.  No contributions can be made to the Thrift Savings Plan (TSP) by the employee or agency during the time an employee is in a leave without pay status or for a period of separation.  When the employee returns to his or her position they may make up missed contributions.  FERS employees are entitled to receive retroactive Agency Automatic (1 percent) Contributions and, if they make up their own contributions, retroactive Agency Matching Contributions.  
When a reservist who is a permanent civil servant returns to work, the person will be treated as if he or she never left.  The time spent on active duty will be counted toward within-grade increases, leave accrual rate, career tenure, seniority and will be considered for career ladder promotions.  If there has been a reorganization or a reduction in force (RIF) affecting an employee’s position during military service, the reservist is guaranteed one full year of employment at previous grade and salary.  At the end of the year, the employee will receive the same job placement assistance provided to employees involved in a RIF.
CPAC Newsletter
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