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CPO Newsbrief


US PROGRAM

USAJOBS APPLICATION process

(POC: DPCS 480-5850)

Are you a military spouse or family member of a military or civilian employee on LWOP from the states and interested in applying for Air Force civil service position in the KMC?  

For step by step instructions on how to apply externally through USAJOBS.com please follow instructions at the link below: (allow a couple of minutes for the file to open)
External Application Instructions
Civilian employee OUT PROCESSING for dependent family members
 (POC: DPCS 480-5850)

All Appropriated Fund Civilian Employees who are also dependent family members are required to out process with the Civilian Personnel Flight when there is a PCS or change in dependant status.  At least 30 days in advance, you should contact your servicing specialist to receive required paperwork and to set up an appointment with the Civilian Personnel Flight.  If you are not sure who your servicing team is, please contact our customer service office at 480-5850 and they can direct you to the appropriate person.  Attached is the Family Member out processing checklist.  
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Change of AnnouNcements USAJOBS.com
 (POC: DPCS 480-5850)

Air Force Personnel Center officials recently changed how civilian job announcements are listed to improve the civilian hiring process.  Previously, almost all civilian positions were posted as an “open continuous” announcement - meaning the job was always “open” to accept applications, even if a vacancy didn’t exist during the time of application.  The intent was to allow staffing officials to immediately pull a list of applicants as soon as a vacancy request was received.  Now, for a job announcement to be listed as “open continuous,” it requires the same position, pay plan, series and grade to have been filled more than twenty times within a twelve-month period.  Changing the criteria for when ‘open continuous’ job announcements are listed is one of many AFPC initiatives to expedite the civilian hiring process and position fill time. For more information about civilian hiring initiatives or employment opportunities, visit the AFPC link below: AF Civilian Employment
FIRST IN FIRST OUT (FIFO) REPORT
(POC: 480-5850)
ATTENTION MANAGERS:  HR Advisory 2009-09 has new information on the FIFO Report.  The FIFO report has been renamed to “Fill RPA Status Report” and revised to better assist managers and Civilian Personnel Flights in tracking the status of open fill RPAs.   You can access the HR Advisory on this topic at the following link:  HR Advisory 2009-09  

For more HR Advisories go to the following website: All HR Advisories
NEW FILL PROCESS FOR SECRETARIAL POSITIONS

(POC: 480-5296)

We understand the significant role of secretaries within all areas of the Ramstein mission and the importance of quickly filling these positions when they become vacant.  Beginning 1 Apr 09, the Civilian Personnel Flight will be centralizing all secretarial fill actions to a single team.  This move will enhance the referral process to ensure only highly qualified individuals, who are eligible and who have not been placed, are forwarded for your review and selection.  

SPECIAL EMPHASIS PROGRAM 

OPPORTUNITIES AVAILABLE

(POC: 480-2033)
Ramstein AB currently has 3 vacancies for collateral duty Special Emphasis Program Managers (SEPM). The primary roles of these managers are to: 
1) Assist in the counseling minorities in career opportunities and encouraging self-development and continuing education. 
2) Communicate information that will enhance the employment of minorities. 
3) Publicize the objectives of the program to increase management’s awareness of the advantages of fully utilizing the talents of all employees. It is anticipated that SEPM’s will spend about 10% of their work time on this program.  Current vacancies are listed on SEPM Vacancy Announcement below. If you are interested in helping others learn about federal employment, please contact the Ramstein CPF, 480-2033. 
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NSPS
HOT Info
NSPS Performance Plans for this appraisal cycle should already be complete and updated in My Biz & My Workplace.  

Current Appraisal Cycle:  1 October 2008 – 30 Sep 2009.  

Impact if performance plan is not completed:   Employee is unable to be rated for this performance cycle and will not receive a performance bonus or performance salary increase.  An employee must be on a performance plan for a minimum of 90 days to be rated.

PAA Quick Guides

(POC: DPCP 480-7906/2033)

Did you know there are several quick guides on the CPMS website for NSPS Performance Appraisal Applications?  These instructions guide employees, rating officials and higher level reviewers step by step and can be found at the following links:  
Employee         HLR        Rating Official
NSPS INTERIM REVIEWS

(POC: Servicing Specialist/Customer 

Service 480-5850)

At least one interim review is mandatory under the NSPS performance management system.  Please reference links below for guidance and complete instructions.  
· For Employees-Interim Review
· For Rating Officials-Interim Review
NSPS SUPERVISORS: CHANGING THE SUPERVISORY HIERARCHY
(POC: DPCP 480-7906/2033)

Anytime a supervisor or higher level reviewer of an NSPS employee changes on a permanent basis, the supervisory hierarchy in the Defense Civilian Personnel Data System must be updated to reflect the new chain of command.  This action is accomplished by completing a Change in Rater form, which can be found on the Ramstein CPO (NSPS Training and Registration Information) Community of Practice website:  Change of Rater Form.  Once completed, forms should be emailed to the Customer Service inbox for processing.  435mss.dpccs@ramstein.af.mil
NSPS TRAINING

(POC:  DPCP 480-5850)
National Security Personnel System (NSPS) training will be offered 6 April 2009 for new employees & supervisors and to those who missed previous training sessions.  Please note that HR Elements and Performance Management courses are mandatory for all NSPS employees and their supervisors.

NSPS 101 is a prerequisite.  Please complete this on-line course prior to attending HR Elements or Performance Management at the following link.  http://www.cpms.osd.mil/nsps/.   
Upon completion you will receive a certificate.  To update your records please submit this certificate to fabian.mertel@ramstein.af.mil, or bring with you to class.

Training takes place at the Ramstein Civilian Personnel Flight, Building 2120, room 207.  The classes are scheduled as follows:

6 April 2009/0830 – HR Elements for Managers, Supervisors, and Employees (2 hours)

6 April 2009/1230 – Performance Management for Employees (3 hours)

6 April 2009/1230 – Performance Management for Managers and Supervisors (3 hours)

To view class schedules and register online, please go to:  NSPS Class Registration.  Click on register, fill out the required fields and then click the register button to complete the process.  

NSPS PERFORMANCE MANAGEMENT TIMELINE OCTOBER 2008- JANUARY 2010
· All Appraisals created under PAA version 2 must be completed/closed out by 29 Mar 09 when you will no longer be able to access them in the system.  

· Interim reviews are due by 15 April 2009.  Duties for a smooth completion of your reviews for the Supervisor and Employee are attached below.


[image: image3.emf]NSPS_Performance_ Management_Timeline.doc


FAMILY MEDICAL LEAVE ACT REVISION
(POC: EMR 480-2019)

 The revisions to the Family Medical Leave Act (FMLA) implement two important new military family leave entitlements for eligible specified family members:  

 
(1) Up to 12 weeks of leave for certain qualifying exigencies arising out of a covered military member's active duty status, or notification of an impending call or order to active duty status, in support of a contingency operation, and 

 
(2) Up to 26 weeks of leave in a single 12-month period to care for a covered service member recovering from a serious injury or illness incurred in the line of duty on active duty. Eligible employees are entitled to a combined total of up to 26 weeks of all types of FMLA leave during the single 12-month period. 

Remember, FMLA is not additional leave. Rather, it is an entitlement for qualifying absences as outlined in the Act.  (Employees who do not have enough annual and sick leave balances to cover the absence under FMLA must use leave without pay). 

Organizations are required by Federal Law to post the FMLA entitlements.  To download a FMLA poster, click here:  FLMA Poster 

“NO FEAR” ACT
(POC: 480-2019)
“NO FEAR” ACT - The Notification and Federal Employee Antidiscrimination and Retaliation Act of 2002, ``No FEAR Act''), Public Law 107174 (May 15, 2002) was enacted, in part, to ensure that federal agencies are accountable for violations of antidiscrimination and whistleblower protection laws. Congress expressly found that “agencies cannot be run effectively if those agencies practice or tolerate discrimination.''

Federal agencies may not discriminate against an employee or applicant for Federal employment with respect to the terms, conditions or privileges of employment on the basis of race, color, religion, sex, national origin, age, disability, marital status or political affiliation.  If you believe that you have been the victim of unlawful discrimination, please contact an Equal Employment Opportunity (EEO) counselor at 489-8534. 

Retaliation against an employee or applicant for making a protected disclosure is prohibited by 5 U.S.C. 2302(b)(8). If you believe you have been the victim of whistleblower retaliation, you may file a written complaint (Form OSC11) with the U.S. Office of Special Counsel at 1730 M Street, NW, Suite 218, Washington, DC  20036-4505 or online through the OSC Web site http://www.osc.gov.
NON-US PROGRAM

NEW TARIFF AGREEMENT
Due to the new tariff agreement as of 01 Mar 09 the attached article provides codes that have to be used for non-call duty reporting of all employees.
Aufgrund der neuen Tarifbestimmungen sind fuer die Eintragung von Rufbereitschaft ab 

01.Maerz 2009 fuer alle Beschaeftigte (ausser Anhang K, TVALL II)  folgende 

Lohnarten zu verwenden:  
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Internes beschwerde – und Einspruchsverfahren FUER NON-US

ARBEITNEHMER
Das USAFE Beschwerde-und Einspruchsverfahren gibt jedem Arbeitnehmer den Anspruch auf faire und unparteiische Ueberpruefung von Beschwerden/Einspruechen unter Beachtung des Prinzips der Gleichbehandlung. 

Nachfolgend werden die Voraussetzungen, Verantwortlichkeiten und Verfahrensschritte kurz zusammengefasst. Vorab ist festzustellen, dass das Beschwerdeverfahren bei bestimmten Sachverhalten keine Anwendung findet (z.B. Eingruppierung, Probezeitkuendigung oder Eigenkuendigung). 

Zunaechst muss der Arbeitnehmer versuchen, eine formlose Regelung oder Abhilfe auf dem Dienstweg herbeizufuehren. Hierzu bringt er die Beschwerde (muendlich oder schriftlich) bei seinem Vorgesetzten oder, wenn die Beschwerde diesen betrifft, beim naechsthoeheren Vorgesetzten vor. Innerhalb von 10 Kalendertagen steht dann dem Arbeitnehmer eine Entscheidung zu. Ist die Entscheidung fuer den Arbeitnehmer unguenstig, kann er schriftlich innerhalb von 10 Kalendertagen eine nochmalige Ueberpruefung beim Personalleiter beantragen. Die Entscheidung ueber diese Beschwerde ist dann dem Arbeitnehmer wiederum innerhalb von 10 Kalendertagen mitzuteilen. Ist auch diese Entscheidung fuer den Arbeitnehmer unguenstig, kann er eine letzte Ueberpruefung durch die zustaendige Abteilung bei HQ USAFE herbeifuehren, wobei wiederum die 10 Tagesfrist zu beachten ist. Die Entscheidung von HQ USAFE beendet das interne Beschwerdeverfahren.

Der Arbeitnehmer kann sich beim Vortrag einer Beschwerde durch einen Vertreter seiner Wahl beraten, begleiten oder vertreten lassen. Die Beschwerde ist zu begruenden und hat die gesuchte Abhilfe anzugeben. 

Die Einzelheiten des Verfahrens sind festgelegt in der USAFE Vorschrift 36-1201 (Grievances and Appeals Non-US Citizen Employees).  Bei Fragen zu diesem Thema wenden Sie sich bitte an die Non-US Abteilung, Tel.: 480-5365/7153 oder 06371-47-5365/7153.

NON-US Internal Grievance And Appeal  procedure

The USAFE grievance and appeal procedure gives each employee the opportunity for fair and impartial review of grievances/appeals with equitable treatment in every respect.

The following is a short summary of prerequisites, responsibilities, and procedural steps. First it has to be mentioned that the grievance procedure does not apply for certain issues (e.g. classification, termination during probationary period, or resignation).

The employee first must seek informal adjustment of the matter through supervisory channels. The grievance will be presented (orally or in writing) to the supervisor or, if the grievance concerns the supervisor, to the next higher supervisor. Within 10 calendar days the employee will get a decision. On receipt of an unfavorable decision the employee may request in writing a further review from the Civilian Personnel Officer. The decision about this grievance has to be provided to the employee again within 10 calendar days. In case this decision is also unfavorable for the employee, he/she may request a last review by the responsible HQ USAFE office under consideration of the 10 calendar days. The decision of 
HQ USAFE is the final step of the internal grievance procedure.

The employee has the right to be advised, accompanied, or represented by a representative of his/her choice in the presentation of a grievance. The grievance has to state the case in detail as well as the remedy sought. 

The details of the procedure are prescribed in USAFE Instruction 36-1201 (Grievances and Appeals Non-US Citizen Employees).

 Questions about the issue may be addressed to the Non-US section, tel.: 480-5365/7153 or 06371-47-5365/7153.

OTHER HELPFUL WEBSITES

Ramstein CPO Website  http://www.ramstein.af.mil/library/factsheets/factsheet.asp?id=4705
My Biz/My Workplace

http://ask.afpc.randolph.af.mil/MyBiz/default.asp?prods3=2469&prods2=264&prods1=44 

Air Force Personnel Center (AFPC) http://ask.afpc.randolph.af.mil/
National Security Personnel System (NSPS) http://www.cpms.osd.mil/nsps/
AF National Security Personnel System (NSPS) http://ask.afpc.randolph.af.mil/nsps/
Office of Personnel Management (OPM) http://www.opm.gov
DFAS - MyPay

http://www.dfas.mil 
DPC Servicing Team Phone Numbers
DPC Servicing Teams and Numbers
March 2009
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TEAM Ramstein WANTS YOU!!



SPECIAL EMPHASIS PROGRAM OPPORTUNITIES AVAILABLE

	

· Promote Affirmative Employment

· Experience personal growth and development

· Promote Job Fairs

· Advance partnerships with the community

· Reengineer programs to improve the use of civilian human resources, solve problems and enhance program effectiveness

· Negotiate solutions, changes and actions in order to effect positive Equal Opportunity Employment





This is a collateral duty – hence, as a TEAM Ramstein volunteer, you’ll be asked to dedicate 10 percent of your duty time to performing Special Emphasis Program duties.





The vacancies are for the following:



1. NATIVE AMERICAN’S PROGRAM MANAGER (PROJECTED VACANCY)

1. PEOPLE WITH DISABILITIES PROGRAM MANAGER

1. HISPANIC EMPLOYMENT PROGRAM MANAGER



How to Apply:

In order to be considered under this announcement, please email Ms. Regina Vormstein,      435 MSS/DPCS-A by COB 31 March 2009.  In addition, the attached Supervisory Statement of Support must be submitted to Ms. Vormstein.





If you have any questions, please contact Ms. Regina Vormstein, 435 MSS/DPCS-A, at DSN 480-2033 or at Regina.Vormstein@ramstein.af.mil

































STATEMENT OF SUPERVISORY SUPPORT





Employee Name:_________________________________________________





If selected, I understand the employee listed above will be performing Special Emphasis Duties on a collateral basis.  



I understand this may involve the employee going TDY, as well as attending on-base and off-base functions.  



I understand the duties will involve no more than 20 percent of the employee’s duty time and that the employee’s workload related to regular duties will need to be adjusted.  



I fully support and will make the necessary accommodations so the employee listed above can perform the collateral duties assigned as a Special Emphasis Program Manager.





__________________________      			______________________

Supervisor’s Signature					Date







I understand that I will be responsible for performing my regular and recurring duties, in addition to the collateral duties assigned to me as a Special Emphasis Program Manager.  



I further understand that my supervisor will adjust the workload of my regular duties to accommodate my responsibility to perform as a Special Emphasis Program Manager during 20 percent of my duty time.





__________________________				______________________

Employee’s Signature					Date


_1299304313.doc
NSPS Performance Management Timeline 


October 2008 – January 2010

		

		Action

		Effective Date




		POC



		1

		NSPS Rating Period Begins

		1-Oct-08

		All



		2

		Employee provides input on job objectives to rating official via My Biz in the Performance Appraisal Application

		Early Oct 08

		Employee



		3

		Supervisor reviews employee inputs, then develops or revises performance plan objectives 

		Mid Oct 08

		Supervisor



		4

		Performance plan routed through HLR, then approved by supervisor and communicated to employee via My Workplace in the Performance Appraisal Application 

		NLT 30 Oct 08

		Supervisor



		5

		Monitor employee performance 

		Continuous

		Supervisor



		6

		Conduct and document interim review using My Workplace

		1-15 Apr 09

		Supervisor



		7

		If supervisor is PCSing prior to 3 Jul 09, then a Closeout Assessment must be completed in My Workplace for the employee before departing

		

		Employee/Supervisor



		8

		If supervisor or employee is PCSing between 3 Jul – 30 Sep 09, an Early Annual Appraisal must be submitted to the Pay Pool Manager using My Workplace

		Within last 90 days of  rating cycle end date

		Employee/Supervisor



		9

		NSPS Rating Period Ends

		30 Sep 09

		All



		10

		New NSPS Rating Period Begins for 2009 – 2010 cycle 

		1 Oct 09

		All



		11

		New performance plan developed or revised  and approved using My Workplace

		NLT 30 Oct 09

		Employee/Supervisor/

HLR



		12

		Employee encouraged to provide a self-assessment of performance for rating period that ended 30 Sep 09

		NLT 09 Oct 09

		Employee



		13

		Supervisor reviews employee self-assessment and consults with employee as needed before writing assessment/appraisal 

		NLT 16 Oct 09

		Supervisor



		14

		Supervisor writes assessment/appraisal and submits information along with recommended rating of record, share allocation and payout distribution to PPM using My Workplace   

		NLT 23 Oct 09

		Supervisor



		15

		HLR evaluates assessment and recommended rating; discusses with supervisor if necessary

		NLT 30 Oct 09

		HLR/Supervisor



		16

		Pay Pool Panel Meetings:  Ratings reconciled, share and payout distributions determined IAW merit principles, budget and business rules

		NLT 30 Nov 09

		PPP and PPM



		17

		Communicates final rating and performance payout to rating official 

		Mid Dec 09

		PPM



		18

		Communicate rating and payout to employee

		Mid to Late Dec 09

		Supervisor



		19

		Submit manual payout RPAs for specially situated employees to AFPC

		Early Jan 09

		CPO



		20

		Performance Payout Occurs

		1st full pay period in 2010

		AFPC/DFAS



		21

		Assess rating official competencies and arrange training/coaching/mentoring as needed

		Jan & Feb 2010

		PPP/PPM





Note:  Pay Pools may slightly adjust effective dates to meet mission requirements, except those in bold font which are firm. 

Key to Acronyms:  CPO = Civilian Personnel Office; HLR = Higher Level Reviewer; PPM = Pay Pool Manager; 

PPP = Pay Pool Panel; RPA = Request for Personnel Action
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NON-US PROGRAM

NON-US EMPLOYEES –  ON CALL DUTY REPORTING IN LNTAP 


Due to the new tariff agreement as of 01 March 2009 the following codes have to be used for non-call duty reporting of all employees (except appendix K, CTA II):

Pay-Code       H/D
Designation


               Reference:


455  (4455)    H
On-call duty 12.5%
   
               Art  9, para 8 d), CTA II 


                                    On-call duty on work  days


                                    (except on Saturdays, Sundays


                                    and legal Holidays)





457  (4457)    H
On-call duty 20%


    Art 9, para 8 d), CTA II


                                    On-call duty on Saturdays,


                                    Sundays and legal Holidays



579  (4579)   Euro
Reimbursement for expenses                 Art 9, para 8 f), CTA II 

                                    validated by receipts, e.g. telephone calls


146  (4146)   Euro
Commuters Allowance

    Art 9, para 8 f), CTA II


IAW App R, CTA II,                                                                                                         number of kilometers traveled with POV multiplied with 0,30 € plus


number of kilometers mulitplied with 0,02 € mulitplied with number of passengers, if applicable and/or reimbursement for expenses for public transportation validated by receipt.

Please address your questions to Mrs. Silvia Thum, Tel 480-2470.

Translation/Uebersetzung

NON-US BESCHAEFTIGTE – ERFASSUNG VON RUFBEREITSCHAFT 

                                                       IN LN TAP   

Aufgrund der neuen Tarifbestimmungen sind fuer die Eintragung von Rufbereitschaft ab 

01.Maerz 2009 fuer alle Beschaeftigte (ausser Anhang K, TVALL II)  folgende 


Lohnarten zu verwenden:  


Lohnart
H/D
Bezeichnung



Bezug


455  (4455)
H
Rufbereitschaft 12.5 %

Para 9 Ziffer 8 d), TVAL II





Rufbereitschaft an Werktagen


            

(ausser Samstag, Sonntag und





gesetzlichen Feiertagen



457  (4457)
H
Rufbereitschaft 20%


Para 9 Ziffer 8 d), TVAL II





Rufbereitschaft an Samstagen,





Sonntagen und gessetzlichen Feiertagen


579  (4579)    Euro
Aufwendungsersatz fuer 

Para 9 Ziffer 8 f), TVAL II

nachgewiesene Ausgaben mit Beleg,                 


z.B.Telefongespraeche 



146  (4146)    Euro
Fahrtkostenzuschuss


Para 9 Ziffer 8 f), TVAL II


entsprechend Anhang R, Ziffer II pro gefahrenen Kilometer mit eigenem Fahrzeug 0,30 € plus ggf. bei Personenmitnahme 0,02 €/km und/oder Aufwendungsersatz fuer nachgewiesene Ausgaben bei Benutzung oeffentlicher Verkehrsmittel   



Bitte, richten Sie evtl. Fragen an Frau Silvia Thum, Tel 480-2470.
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Base Clearance Instructions for US Civilian Employees – Family Member

(Current as 20 February 2009)


1.  In conjunction with your departure from Ramstein Air Base, you must clear the base.  On the reverse side is a checklist to assist you.  Below you’ll find a suggested timeline to help you plan your outprocessing activities.  We want your move to be as smooth as possible.  If you have questions or comments regarding these forms, please contact our Civilian Personnel Customer Service in Bldg 2120, room 221 DSN 480-5850.     


2.  You must clear all activities.  For those activities that do not apply, or for which you do not have an account, you may self-certify by entering N/A and signing at the bottom of the page.  Clearance sheets remain on file for future reference.  


3.  It is extremely important that you notify your Servicing Specialist at least 30 days prior to your last duty day.  If you do not do this, you may leave without the important documents you may need to apply for federal employment at your next location.  Additionally, you may not be fully informed about any special placement programs that may be available to you.  


4.  Thank you for taking the time to clear all the required activities.  This helps maintain accurate records and prevents the possibility of leaving behind unfinished business. 


The Ramstein AB CPF staff wishes you success in all your future endeavors and bid you 


“Auf Wiedersehen"
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		45 Days

		                   -  - Pick up your out-processing checklist from the Civilian Personnel Office building 2120, room

                     221 DSN 480-5850.

- If you are departing on LWOP, resignation, please ensure you have submitted all required 


  paperwork before your departure date to building 2120, room 221 DSN 480-5850. (#4 on checklist)


NOTE: If you are transferring to another base please contact the servicing staffing section to coordinate the transfer date



		

		30 Days 

		- Contact your Servicing Specialist/Assistant to discuss special placement programs available to you when                   you return to the U.S. at DSN 480-5850. (#8 on checklist) 





		

		7 Days

		- Contact your Unit Systems Administrator with information on last duty day to have your your e-mail account

  disabled (#1 on checklist) 


- Close out benefits such as life and health insurance (#4 on checklist) 


- Contact BEST – http://www.afpc.randolph.af.mil/dpc/BEST_BRB/EBIS.htm, or call 00800-19972378, or e-  


   mail best@afpc.randolph.af.mil 

- Contact the Education Center and cancel or transfer any enrollments  (#15 on checklist)



		

		3 Days

		- For non NSPS employees, your supervisor must bring your Performance Folder which includes the last three appraisals to Bldg 2120, room 221, DSN 480- 5850 (#3 on checklist)


-For NSPS employees, please ensure your supervisor completes an early annual appraisal or closeout assessment whichever is applicable (#3 on checklist)

- To stop Post Allowance, go to Bldg 2120, RM 218. Between the hours of 0800-1500 (#5 on checklist)



		

		Last Work Day

		-  Advise your unit timekeeper of your last duty day (#6 on checklist)


-  Hand carry your last Time & Attendance sheet to the Accounting and Finance Civilian Pay booth (#7 on 

   checklist)


-  Turn in the completed clearance checklist & CAC card to your Ramstein Civilian Personnel Customer  


   Service, bldg 2120 room 221 (#4 on checklist)





		CIVILIAN PERSONNEL CLEARANCE CHECKLIST – FAMILY MEMBER

Current as of  February 2009



		Instructions:  Clear all activities. If a clearance item does not apply to you, simply enter N/A and certify by signing at the bottom of the page. Turn in completed form to the Civilian Personnel during your scheduled out processing appointment.



		NAME OF EMPLOYEE (Last, First & MI)

		SSN#



		Grade:

		Last Duty Day:

		Org/Ofc Symbol:

		Reason for Separation (If transferring to another agency; attach SF52 to reflect Term-APPT IN):



		

		

		

		



		COMMON ACTIVITIES TO CLEAR 

		DATE CLEARED

		SIGNATURE OF RESPONSIBLE OFFICIAL



		1.  Unit Systems Administrator (Administrator notifies Ramstein Network Help Desk to disable your account)  

		

		“MANDATORY CHECKOUT”



		2.  Unit Agency Program Coordinator to clear your government travel card (Visit your Unit CSS) 

		

		“MANDATORY CHECKOUT”



		3.  Non NSPS employees, your supervisor must provide the CPF the current plus the last three performance appraisals.  NSPS employees, please ensure your supervisor completes an early annual appraisal or closeout assessment whichever is applicable.


Please contact EMR DSN 480-2019 if you have any questions

		

		“MANDATORY CHECKOUT”



		Are you considering converting your life or health insurance to a private company?  If yes, you need to contact the Benefits and Entitlements Service Team (BEST) and request a SF 2821 (Agency Certification of Insurance Status)



		4.  Civilian Personnel - Take a copy of your LWOP and Resignation 
SF 52/ Request for Personnel Action to Bldg. 2120, room 221 DSN 480-5850


                                      TURN IN YOUR CAC

		

		“MANDATORY CHECKOUT”



		5.  Civilian Personnel (DPCR) (Stop Post Allowance, Bldg 2120, RM 218)

******************BETWEEN THE HOURS OF 0800-1500*****************************

		

		“MANDATORY CHECKOUT”



		6.  Time & Attendance (T&A)  (Obtain last T&A sheet from your unit timekeeper)


***************** PLEASE HAVE YOUR TIMEKEEPER SIGN*************************

		

		“MANDATORY CHECKOUT”



		7.  Accounting & Finance  (Hand carry your last T&A sheet to the Civilian Pay  Bldg 2108, DSN 480-5548/49)

		

		“MANDATORY CHECKOUT”



		8.  Civilian Personnel (Staffing) - (Notify your servicing Specialist/Assistant at least 30 days in advance of your departure) Bldg 2120, DSN 480-5850  

		

		“MANDATORY CHECKOUT”



		9.  DTS – Defense Travel System 

*****************REPORT TO YOUR UNIT DTS MANAGER**************************

		

		MANDATORY CHECKOUT



		10.  DCPDS Oracle11i 

***BETWEEN THE HOURS OF 0800 & 1500 HRS, BLDG 2120, RM 211****.

		

		MANDATORY CHECKOUT”



		11.  Reset Your Password so you can access the system without your CAC. (BEST, TSP, EMPLOYMENT)

		

		MANDATORY CHECKOUT



		12.  Unit Telephone Control Office.  You must clear your telephone PIN

		

		MANDATORY CHECKOUT



		

		

		



		ADDITIONAL ACTIVITIES TO CLEAR OR SELF-CERTIFY

		DATE CLEARED

		SIGNATURE OF RESPONSIBLE OFFICIAL



		12.  Unit Security Manager  (Complete AF Form 2587) 

		

		



		13.  Unit Property Account/ADPE Work center Bring a copy of the hand receipt of any returned/signed over computer equipment to your EC (PC, printer, IT equipment, etc.)    

		

		



		14.  Equipment Custodian  (If you are an EC, you must out-process through your base ECO, IAW AFI 33-112, Para 11.9 -- Bldg 2126, DSN 480-5848)

		

		



		15.  Mobility  (If you have Chem Gear, return it to Mobility -- Bldg 2494 at the end of the warehouse, DSN  480-5569/2283)

		

		



		16.  Education Office (Cancel or transfer enrollment - Bldg 2120 DSN 480-2032)

		

		



		17.  Credit Union and/or Banking Facility  (Close or transfer accounts to new facility)

		

		



		18.  Clear your restricted area badges – Bldg 2402 room 109

		

		



		FORWARDING ADDRESS:  MANDATORY





		CERTIFICATION


I certify that I have properly cleared all of the activities on this checklist.   



		DATE

		EMPLOYEE SIGNATURE
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