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FEHB Open Season and Health Benefits Fair

The health fair will be held on Thursday, November 7, 2002 from 10 am to 2 pm.  It is being held in the Regimental Retreat, Bldg 3509, C Ave.  This is an opportunity to address concerns with your health plan representative or to learn more about your health plan and other plans available.

Trigon HealthKeepers Plan No Longer Available

Enrollees in Trigon HealthKeepers plan need to choose a new health plan for 2003. The HealthKeepers Health Plan (enrollment codes X81 and X82) is terminating its contract and will not be offered to Federal enrollees next year.  To continue to receive benefits under the Federal Employees Health Benefits (FEHB) Program, you will need to change to another health plan during the FEHB open season. The effective date of the new coverage will generally be the first day of the first pay period beginning on or after January 1, 2003. Your health plan will continue to provide benefits until the effective date of your enrollment change.

Thrift Savings Plan Open Season and New Employee Contributions Limits

The Thrift Savings Plan (TSP) open season begins October 15 and ends December 31, 2002.  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 the Federal Employees Retirement System may elect to contribute up to 13 percent and Civil Service Retirement System covered employees may elect to contribute up to 8 percent 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 and selecting “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 website at http://www.tsp.gov/ by selecting “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 website by selecting “Forms and Publications” under the “Civilian” column.   

(ABC-C 1-877-276-9287)

(Article from Civillian Personnel Bulletin Sep27-Oct4)
Deferred Retirement vs. Withdrawing Retirement Contributions
What is a deferred retirement? When am I eligible to draw an annuity? Would I be better off withdrawing my retirement funds? What if I return to federal employment? These are just some of the questions asked by federal employees separating from service prior to meeting retirement eligibility criteria.

If you separate with five years of creditable civilian service, you have two choices regarding CSRS or FERS retirement contributions. You may apply for a refund of your own contributions and deposits or you may leave the money in the fund to retain eligibility for a deferred retirement.

Refunds include employee retirement contributions, as well as deposits made for military and non-deduction service. You are not eligible for a refund if, at separation, you are within one month of attaining retirement eligibility. Only the interest portion of a refund is taxable.

Because a deferred annuity can play a part in overall retirement planning, you should consider the benefit carefully prior to withdrawing funds.

	Minimum Retirement Age

	If you were Born:
	Your MRA is:

	Before 1948
	55

	In 1948
	55 & 2 months

	In 1949
	55 & 4 months

	In 1950
	55 & 6 months

	In 1951
	55 & 8 months

	In 1952
	55 & 10 months

	In 1953-1964
	56 

	In 1965
	56 & 2 months

	In 1966
	56 & 4 months

	In 1967
	56 & 6 months

	In 1968
	56 & 8 months

	In 1969
	56 & 10 months

10 months

	In 1970 & after
	57


Upon return to federal service, CSRS employees may redeposit withdrawn contributions, plus accrued interest (compounded annually).  All refunded CSRS after October 1990, must be redeposited for the service to be used in the computation of a future CSRS annuity.

If returning to federal service is a future possibility, FERS contributions should not be withdrawn. (TSP fund withdrawal has no effect on service credibility.)

A deferred retirement is an annuity paid to a former federal employee who separated from service prior to meeting retirement criteria.  Eligibility requires at least five years of creditable civilian service.  FERS employees must have a minimum five years of service for which retirement deductions were paid at separation.  Former CSRS employees must have been covered by the retirement system for at least one of the two years immediately preceding separation.

Eligibility for a CSRS Deferred Retirement is reached at age 62.  Eligibility for FERS is attained at either age 62 with 5 years of service or the Minimum Retirement Age with at least 10 years of service (MRA+10). MRA+10 retirement annuities are reduced 5 percent for each year the retiree is under age 62.  No age penalty is involved for those who have reached the age of 60 with 20 years or the MRA with 30 years of service. CSRS deferred annuities begin on the 62nd birthday; FERS annuities on the first day of the month after attaining age eligibility.

Deferred annuities are based on the length of service and high-3 average salary at the time of separation.  For post-1956 military service to be included in the computation of a deferred annuity, the deposit must be paid to your employing agency before separation.
Deferred annuities do not include health and life insurance benefits. These benefits terminate upon separation from federal service. Separated employees may enroll in Temporary Continuation of Coverage of health benefits for 18 months and may convert Federal Employees Group Life Insurance to an individual policy. (A FERS employee, who is eligible for MRA+10 retirement at separation, may choose to postpone annuity receipt to lessen the age penalty and may reinstate benefits when the annuity commences. See FEND article of July 2, 2001.)

Applicants may apply for deferred annuities no earlier than 2 months before reaching eligibility. Former employees apply using OPM 1496A for CSRS and RI 92-19 for FERS.  In the event a former CSRS employee dies prior to applying for deferred retirement, no survivor benefit is payable-retirement contributions (without interest) are paid to the beneficiary as a lump sum. Should a former FERS employee die prior to applying for a deferred annuity, a survivor benefit is payable if the employee had at least 10 years of creditable service and was married to the survivor at the time of separation.  In this case, the survivor has the choice of a survivor annuity or lump sum payment of contributions (with interest).  If the FERS employee had less than 10 years of service or had no eligible survivor, a lump-sum payment would be paid to the beneficiary.

More information on deferred retirements and with​drawals may be found in FERS Facts 1 and Retirement Facts 9 and 11 (CSRS).  Publications are available at www.opm.gov/retire/html/library.

Article from FedNews, by Phyllis Conary

PD Library Editing Changes that are Permitted
Minor edits are permitted to the position descriptions available through PD library.  A minor edit includes:  

· Name of the installation and any subordinate organizational elements where the work is performed
· Name (s) of organizations or subelements service

· Name (s) of specific titles, reports, regulations, directives, projects, etc.

The addition or deletion of duties, change in nature of supervision exercised over the position, or change in the scope of the position’s responsibilities or organizational level may have a potential impact on the title, series, and grade of the position.  Changes, besides minor editorial changes, made to these position descriptions will be evaluated to ensure the classification of the position remains correct.  
The Role of a Personnel Management Generalist
The following is a reflection of the role of a Personnel Management Generalist working in regional civilian personnel office configuration. 

THE ROLE OF A PERSONNEL MANAGEMENT GENERALIST

Hello, I am a Personnel Management Generalist in a Civilian Personnel Advisory Center (CPAC) under Department of the Army's regionalized human resource management structure.  I consider myself a professional and serve as a consultant to the commanders and managers that I support.  I have business cards printed with my name, title, phone number, fax number and e-mail address.  I tell my customers whenever they have a human resource management issue arise in their organization, all they need to know is my name or e-mail address.  Contact me and I will assist them.  

I attend training classes, talk with my peers, read text, and join HRM organizations so I am knowledgeable in my position.  I keep a positive attitude as it helps me look for solutions to problems.  I am very knowledgeable of all the automated systems, personnel process improvements, Internet, DCPDS, and continue to search for ways to automate processes.

I am a team player and volunteer to help with projects in the office.  I am innovative and look for ways to simplify processes to expedite actions so I am responsive - and customer service oriented.

My goal is to be accepted by the managers I provide service to, just as if I was one of the staff members of that organization.  I attend their staff meetings to keep them abreast of personnel actions and changes, but most importantly I learn as much about that organization as anyone who works there.  This way I am a valuable resource and provide high quality advice to them.  I participate in hail and farewell events, ceremonies, and social events of the organization serviced.  I am responsive to my managers' needs by working through the processes and procedures to ensure their personnel management responsibilities are met.

When a new commander or director arrives in my serviced directorate, I immediately get on his/her calendar to brief him/her on our new structure, new ways of doing personnel work, the personnel process improvements, schedule training if he/she has not been trained in position classification, and how I can assist him/her.  I prepare a folder with his/her name on the front and my office logo and include inside helpful handouts that have been developed, e.g.., union contracts, merit promotion plan, labor management partnership charter, TAPES pamphlet and any local policies.  I let the new commander/director know I have been attending their staff meetings, which is beneficial to both of us.

I establish a rapport with the Administrative Point of Contact in my serviced organization.  I treat that person if they worked for me.  Indirectly he/she does.  That person is my key to getting documents needed and passing on information to the organization staff members.  I also meet with new POCs to foster that relationship so we work as a team.

In the area of position classification, I advise managers when establishing positions to search the Position Description Library on the internet or use COREDOC.  I advise on correct formats for positions not covered by either system, which position classification standard to use, and who is the position classification specialist in the CPOC that services their organization.  I assist my organization directors with reorganizations by advising on position management and the process for accomplishing the realignment.  I train my directors on position classification and prepare the delegation of authority letters.  I advise employees and managers on classification appeal procedures and notify CPOC position classifier of the appeal.  I work with my CPAC Chief on development of local policies on position management.

If CPAC has a full time Labor and Management Employee Relations Specialist, all the formal actions are processed by that individual for our installation.  I advise and assist managers on informal stages of actions, provide sample letters of counseling statements, coordinate organization policy changes affecting working conditions with union representatives, work with our LMER Specialist on the formal action.  I review and work with managers and employees on unfavorable instances from NACI checks.  

Staffing is a big responsibility.  My goal is to work with my managers and the CPOC staffing team to fill jobs so that we get the right person for the right job in the least amount of time.  I maintain a list of employees in the organization, keep list of retirement eligible employees, study turnover in the organization, and maintain a knowledge of the persons in the organization.  This comes in handy when RIFs roll around or the managers want to reassign surplus employees.  I participate in pre RIF planning for my organization.  We all work together to find placements for the surplus employees.  During the VSIP/VERA window, I educate managers and employees on the process and approving request for VSIP/VERA.  If RIF is necessary, I help in the delivery of notices to managers and answer their questions about the process.  Once employees receive notices, I explain retention standing upon request from employees.  I assist in the counseling registration of employees in PPP.  I advise and assist managers with developing crediting plans, KSAs, or task lists depending upon the merit promotion plan.  I assist managers with the different means of filling positions and which is the best strategy.  I educate my managers on the Priority Placement Program as downsizing has resulted in so many persons on PPP, many more than previously.  For career program positions, I review the request to ensure it is complete and forward to DA for a referral list.  I advise managers on coordination of referrals and selection of candidates with the Equal Employment Opportunity Office.  

I know the resource management process involved with manpower and budget.  I have a better appreciation for what my director and managers' responsibilities are in resource management which helps me better advise them on the personnel impacts.

In area of pay administration, I advise managers on recruitment, retention, relocation bonuses and appointments above the minimum rate.  I also explain to managers and employees grade and pay retention.  Top priority is given to pay problems, especially when an employee has not been paid properly.

I work closely with our FECA Coordinator and managers on returning employees to work.  I work with managers in developing light duty descriptions.

I contact my managers regularly to give status of actions.  In spite of these contacts, I am constantly receiving calls from managers and employees asking for information.  I respond to these request rapidly.  In addition, when SF50 is incorrect or not received, I call the CPOC to determine what may be the cause and help resolve the issue.  I use the CPAC support staff wherever possible to follow-up on routine matters with the CPOC and retrieve reports and data from DCPDS.  I ask myself of each task performed, what is the value added?  Can the task be automated, eliminated, or better performed by another office?  I know the procedures backward and forward to the point that no action is returned from the Civilian Personnel Operations Center for lack of documentation.  I search for work that can be divested to give me more time to be the consultant that managers need.

My job is not an easy one, but one that is rewarding.  My job satisfaction comes when I  have helped my managers and supervisors and I am recognized by the Commander/Director as a part of their organization.  It cannot be stressed enough the importance of working with my team at the CPOC.  I am unable to perform this job alone, and am dependent upon many persons to accomplish the workload.  I sum up my experiences with five words:

PROFESSIONALISM
TEAMWORK
RESPONSIVENESS-
CREATIVITY
FOLLOW-UP

Leave Administration
Leave entitlements are an important part of the total compensation package for federal employees.  Employees earn annual and sick leave based upon the type of their appointment and the number of hours they work each week.  This leave entitles them to take time off from work for illness, vacation or personal matters with pay.

When employees wish to take time away from work, whether with or without pay, they must notify their supervisor who will approve or deny the request for leave.  Supervisors consider both the welfare of the employee and the Department of the Army’s need for the employee’s services when making their decisions about granting requested leave.

Absence Without Official Leave (AWOL)
Absence Without Official Leave (AWOL) is an absence that has not been approved by the supervisor and results in no pay for the time absent.  It constitutes a violation of the leave benefit provisions outlined in applicable regulations.  Recording an absence as AWOL is not a disciplinary action.  It does not mean that the employee had sufficient reason for requesting leave, but rather the employee’s presence is required at work, and the reason for requesting leave is one for which approval is not mandatory.  On the other hand, failure to request leave according to established procedures, or failure to honor a valid denial of a leave request, may be used as the basis for taking disciplinary/adverse action.  Supervisors should clearly document AWOL situations.
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 non-public Government information or allow the improper use of such information to further any private interest.

· Employees shall not, except as permitted by law or regulation, solicit or accept gifts or other items 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 non-performance of the employee’s 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 conflict 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 ethical standards.

Joint Ethics Regulation DODD 5500.7-R; 5 CFR Part 735; 5 CFR Chapter XVI

Gift Giving at the Office
Although gift exchange and parties are a holiday tradition in many government offices, employees should be careful not to run afoul of ethics rules governing gifts among employees.  In general, an employee may not give or solicit a contribution for a gift to an official superior nor accept a gift from a subordinate employee receiving less pay.  But there is an exception for holidays and similar occasions such as birthdays when gifts are “traditionally given.”  An employee may give a superior items other than cash valued at $10 or less. Items such as food and refreshment to be shared in the office and personal hospitality at the employee’s residence “of the type and value customarily provided by the employee to personal friends.”  There’s yet another exception for “special, infrequent occasions” such as a marriage, illness, or birth of a child, in which an employee may give a superior a gift “appropriate to the occasion.”  In such cases, an employee may solicit contributions of nominal amounts from fellow employees, but not subordinates, toward the gift.


Use or Lose Annual Leave

The scheduling and use of annual leave is a combined responsibility of employees and management.  Although the accrual of annual leave may not be denied, supervisors make the final decision on when leave will be taken.  Supervisors are responsible for ensuring that annual leave is scheduled for use during the year in order to avoid situations where employees approach the end of the leave year with a significant amount of annual leave that must be used or forfeited.

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, however, the situation is such that a forfeiture of scheduled leave cannot be avoided, the leave may be restored under one of the following conditions: administrative error; exigency (urgent mission requirement) of the public interest; and/or prolonged illness.  Detailed procedures for restoration of annual leave will follow in a later article.

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 25 Dec 02.

Excused Absence for Voting

Civilian employees shall be excused for a reasonable time for the purpose of voting as follows:  As a general rule, employees may be granted excused leave which will permit them to report for work three hours after the polls open or leave work three hours before the polls close, WHICHEVER REQUIRES THE LESSER AMOUNT OF TIME OFF.  Employees on flexible work schedules will be excused only for those hours which cannot be accommodated by their flexitime schedules.  Where the general rule does not permit sufficient time, e.g., beyond normal commuting distance, employees may be excused additional time depending on the particular circumstances of each individual case.  Excused absences must be coordinated with the supervisor.

Please contact your Personnel Management Specialist if you have questions regarding excused absence for voting.

This newsletter is written with you in mind.  We invite and welcome your ideas, comments, articles and questions regarding this publication.  Your feedback is important to us.  Point of contact is your servicing Personnel Management Specialist.

/s/

WALTER F. DANE

Director, Civilian Personnel[image: image2.png]
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FEHB Open Season





The Federal Employees Health Benefits open season is from November 11 thru December 9, 2002.  During the open season eligible civilian employees may change health plans and enrollment options.

















