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CPO Newsbrief




From the CPO:

Welcome to the August edition of the Ramstein CPO Newsbrief.  It's been a busy time with the upcoming conversion back to the General Schedule.  I hope you had a chance to attend one of the eight Town Hall meetings we held over the summer.

If you have any questions or concerns regarding the NSPS to GS Conversion, please contact the Ramstein Transition Team at 480-7906.

Please review the important LN TDY information regarding lodging invoices.   We have new information to share on training, orientation, deployments, benefits, injuries, and an update from AFMA. 

Your comments, ideas, and feedback are important!  We'd love to hear from you - please submit your ICE comments here. Our ICE site also provides information, commonly used web links, and Frequently Asked Questions.  

In our September issue, we'll cover topics relating to our new GS status, rules, appraisals, and more; until then…
Have a wonderful summer!

Christine Murray

Civilian Personnel Officer
WHAT’S NEW?
Website Transitions to Serve Total Force Airmen

The AFPC website is transitioning to become the Air Force’s single source for personnel information for Airmen including active duty, Guard and Reserve members, civilians and retirees. 
The information migration is part of a larger Air Force initiative to integrate all active duty, Guard and Reserve personnel service.

The total force site can be located at http://gum.afpc.randolph.af.mil
SECDEF Efficiency Contest - Innovation for New Value, Efficiency and Savings Tomorrow (INVEST)

Secretary Gates is asking all DoD military and civilian employees for their ideas on how the Department can be more efficient and effective.  The Air Force strongly supports the Secretary's overall campaign for greater efficiency; see more at: www.defense.gov/invest
Ideas both small and large are welcome, and they can be for Air Force, another component, or a Department as a whole. Only active duty, reserve component, and civilian personnel are eligible to participate.

This year's contest is from August 9 to September 24, 2010.  By October 15, each Military Department will forward the top twenty five INVEST idea awards to DoD.  On 31 Oct 10, DoD will announce the final twenty-five award winners from the aggregate collection of ideas they received from all components. Award winners will receive cash awards ranging from $500 to $1,000.

An important reminder to all is that classified information should not be included in any submission.

Professional Civilian Development

There are two more civilian professional development opportunities available in the near future.  These are DVD courses, presented by a local facilitator; the details of the courses are available at:

  Professional Civilian Development
New Civilian Expeditionary Workforce Website Launched 

The re-designed Civilian Expeditionary Workforce (CEW) website is a resource for civilians who are interested in temporarily deploying outside of the United States in order to support our troops. The website hosts a frequently updated list of vacant positions, an online application form, and policy, benefits and FAQs in order to help applicants learn more about the CEW. Visit the new CEW website today!

http://www.cpms.osd.mil/expeditionary/
Benefit Information and Links:

Be informed and get the latest news regarding your benefits.  Sign up for the Benefits and Services Entitlement Team (BEST) Newsletter at Benefit Information.
Also, visit these two sites for more information on insurance and TSP;

http://www.opm.gov/insure/
https://www.tsp.gov/index.shtml
New Employee Orientation Course
https://afkm.wpafb.af.mil/af-orientation is the home of the USAF New Employee Orientation Course (NEO).  NEO is designed to help prepare civilians for the challenging careers they are about to begin. 
Supervisory Training Program

Initial training for all newly assigned supervisors helps to bridge the gap between the skills required at the working level and those required at the supervisory level. Various training technologies are available to accomplish supervisory training (i.e. Introduction to Supervision, Civilian Personnel Management Course [CPMC] U.S. and/or Non-U.S. [NUS], Computer Based Instructions CBI <http://www.maxwell.af.mil/au/afiadl/curriculum/catalog/html/sc14.htm>  for supervisors of U.S. employees, web-based training, etc.). 

Before supervisors assume their new duties or within six months after assignment to a supervisory position, supervisors must undergo the initial training if they supervise U.S. or Non-U.S. citizen employees. The Civilian Personnel staff offers courses to help supervisors better understand the Civilian Personnel system. These courses are designed for civilian and military supervisors and mandatory for a supervisor of civilian employees. There are separate courses for each category of personnel supervised, i.e. US and NUS. 

Click on the link for the training schedule and POC information:

Training Schedule
NSPS...
NSPS Transition Schedule
Conversion Out Date:  12 Sep 10

NSPS employees and NSPS management officials, please review the transition schedule for important information and timelines.  Take note that the NSPS performance management cycle has been streamlined since there will be no shares, shares distribution, or share payout, for those transitioning to GS prior to 2 Jan 11.  It is very important for employees to receive their last rating of record. This rating can be used when considering employees for future positions. 
1.  29 Aug 10:  Last effective date for NSPS pay-affecting actions.

2.  29 Aug 10:   Notification to employees of non-NSPS title, series and grade. 
Sep 10:
3. 11 Sep 10: NSPS Appraisal Cycle End Date.

4.  12 Sep 10:  Effective date for Phase IV conversion out of NSPS. 

5. 12 Sep 10 – 31 Mar 11: GS performance Appraisal Period

Oct 10:
6. 12 Oct 10:  GS Performance Plan (86OA) in Place

7. 22 Oct 10:  NSPS Streamlined Pay Pool review and approval of Early Annual Recommend Rating of Record (EARRRs) must be completed to include: completing employee self-assessments; rater assessment & recommended EARRR; Higher level review official concurrence; pay pool manager approval & certification. 

8. 25-29 Oct 10:  Delivery of Final NSPS Ratings

9. 25 Oct – 9 Dec 10: Administrative Reconsideration Request processing, IAW DoD 1400.25-M, SC1940.13 and local pay pool procedures.

Dec 10:
10. 10 Dec 10: NSPS ratings effective date.

Jan 11:
11.  2 Jan 11: GS General Pay Increase 

Jun 11:
12. 1 Jun 11: GS Performance ratings and awards effective date.

AFMA...
Classification Procedures
1.  GENERAL.  All Requests for Personnel Action (RPAs) submitted must be reviewed to ensure they are properly completed (to including event coding IAW HR ADVISORY 2010-01), have the correct Nature of Action (NOA) family, and all required documentation is attached in the requested format as directed below.  We expect to be making regular updates to our procedures as we refine them to better answer your questions and concerns; and as we streamline and simplify our processes.  You are responsible for checking the AFMA Central Classification Website for current requirements prior to submitting an RPA.  

NOTE:  RPAs will be returned without action (RWOA) if properly completed documentation is not provided.  

a.  Prior to submitting an RPA validate that the appropriate Bargaining Unit Status (BUS) code is provided in Section F of the RPA Checklist.  

b.  Ensure all data in each document matches and that the position build is complete and correct.  Mismatched and missing data only delays your RPA or position build while we attempt to validate your intention.

c.  If an RPA has been at the local base or Civilian Personnel Section (CPS) for 50 or more accumulated days prior to receipt at AFMA Classification, the RPA will be RWOA .  A new RPA must be submitted by the requester for further action (See HR ADVISORY 2010-37).
d.  RPAs being recreated due to the HR Advisory 2010-37 listed above ARE NOT returned to AFMA.  Populate the sequence number from the aged RPA in Part B item 15 of the new RPA and provide the position description document number from Part D of the aged RPA.  Also be sure to put a comment in Part D of the new RPA that the RPA is being recreated due to aged RPA being cancelled.  No action is required by AFMA.  Forward the RPA directly to your AFPC servicing team, not to AFMA Classification.

e.  Recruit/Fill RPAs without any position maintenance required are also submitted directly to your AFPC servicing team.

f.  New requests for Non-RPA workload (mass realignments, hierarchy, position maintenance, etc) will be sent via email to AFMA/MAH Non-RPA Actions.  Use the Mass Realignment Spreadsheet for mass realignments.  DO NOT send new email requests for non-RPA actions directly to your servicing team members!
g.  Inquiries and workflow.  Classification Division is undergoing a tremendous growth in workload prompting many process and procedural changes.  Workload is normally worked on a first-in, first-out priority.  However, many things can drive that to change, sometimes on a daily basis.  Contractor-to-Civilian workload, Joint Basing, and unit realignments are all examples of actions that are time sensitive priorities that utilize a lot of our most experienced personnel and slow everything else down.  Requests for status via email or phone calls interrupt workflow and consume valuable resources and time.  Until further notice, all mission essential requests for status will be directed to the AFMA/MAH Task Force Team email box.  Due to resource constraints, please limit inquiries to those that are mission essential.  We are not able to provide individual replies to requests for status of individual RPAs or other individual classification actions (Skills Coding, Hierarchy, appeal, reclama, etc).  Please visit the RPA Tracker on the AFPC website to see the status and location of your RPA.   Inquiries via phone will not be answered.
2.  Standard Core Personnel Document.  If an SCPD that appropriately describes the position is available in the SCPD Library  for a fill/establish position it must be used.  If choosing NOT to use it, the RPA must include the proposed Core Personnel Document (CPD) in MS Office Word format as described in paragraph 3(a)(1) below AND an approved waiver from the MAJCOM/A1 or equivalent.  The waiver must include the following:

- Career Field

- SCPD #

- Classification/Title

- Servicing Classifier

- Justification

- Decision 

- Approved by Name and MAJCOM (or equivalent) and date

Waiver attachment file name:  WAIVER_MPCN.DOC (where MPCN is the UMD position number or OVH if for an overhire position).

a.  Waiver exception:  A waiver is NOT required for minor changes to the wording of the SCPD as long as the change does not impact any of the areas below.  If changing any of the following SCPD areas you must attach the proposed Core Personnel Document (CPD) in MS Office Word format as described in paragraph 3(a)(1).

SCPD AREAS REQUIRING NEW CPD IF CHANGED

- Title


- Pay plan


- Series


- Grade


- Skills Codes


- Primary Purpose of the position 

- KSAs

b.  If during classification we determine that an appropriate SCPD is more applicable to the work situation, we will notify management to use the SCPD or submit the waiver and CPD as described in paragraph 3(a)(1).

3.  RPA Routing.  RPAs will be forwarded to the servicing classification team inbox.  Files will be attached separately and follow the naming conventions below. 
See Attachment 1 for complete list.
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a.  New positions (Establish/Fill) and Position Review  (NOTE:  There is currently a moratorium on Position Reviews).  Table 30 and DFAS must be updated IAW HR ADVISORY 2009-70 prior to submitting the RPA to AFMA.  Ensure the following required documents are attached to the RPA:
(1)  Core Personnel Document or Standard Core Personnel Document (CPD/SCPD).  The SCPD/CPD must be in MS Office Word format.  File name:  SCPD_DOCNUM.DOC (where DOCNUM is the DM5 document number of the CPD/SCPD).  If it is a new CPD not yet in DM5, use file name:  CPD_NEWMPCN.DOC (where MPCN is the UMD position number or OVH if for an overhire position).
(2)  Coversheet.  Signed by supervisor (electronic signatures cannot be accepted at this time).  File name:  COVER_MPCN.DOC (where MPCN is the UMD position number or OVH if for an overhire position).
(3)  Position Review Memo (not required for C2C).  Must be properly completed to include signature and have the required documents (Org Chart, PDs, etc)  attached to the RPA (not to the memo).   File name:  PRMEMO_MPCN.DOC (where MPCN is the UMD position number or OVH if for an overhire position).
(4)  Comprehensive Organizational Charts.  These must represent the final and approved organizational structure (org chart must match UMD data) and include: PAS, Title, Pay Plan, Series, Grade, MPCN, and AFSC for civilians (including NAF employees) and Title, AFSC, MPCN, and rank of military.  Hand written and proposed organizational charts are not acceptable.  
(a)  Organizational structure must comply with AFI 38-101, Air Force Organization.  
(b)  If the UMD does not match the org chart, an ACR must be submitted for the updates and the approved ACN included in the package.  If an ACN is not included in the package, the RPA will be RWOA.  
( c)  See sample org chart (link below) and UMD instructions.  File name:  ORGCHART_MPCN.DOC (where MPCN is the UMD position number).  File name: ACN_MPCN.XXX (where MPCN is the UMD position number or OVH if for an overhire position and XXX is any appropriate file format).
(5)  Supervisory Position.  If establishing a supervisory position, include position descriptions (PD or DM5 PD #) for all subordinate NAF and civilian positions and job description for subordinate military positions.  File name:  PD_MPCNSUB#.XXX (where MPCN is the UMD position number or OVH if for an overhire position and SUB#  is subordinate 1, 2, etc and XXX is any appropriate file format). File name:  JD_MPCNSUB#.XXX (where MPCN is the UMD position number and SUB# is subordinate 1, 2, etc and XXX is any appropriate file format).
(6)  RPA checklist.  The RPA CHECKLIST must be fully completed with all appropriate entries, and coincide with UMD requirements if applicable.  File name:  CHECKLIST_MPCN.DOC (where MPCN is the UMD position number or OVH if for an overhire position).
(7)  Identical Additional (IA) positions.  When creating an RPA that will have IA positions associated with it, submit one RPA and include the IA information (number of IAs, MPCN, position data, org data if different, etc) in PART D of the original RPA.  To prevent unnecessary rework, do not create RPAs for the IAs until notified that the original position has been classified (doc # in DM5).

(a)  Once you have been notified, you may create and forward the RPAs for the IA positions.  You must annotate the original RPA number, DM5 document number of the original classified position or CPD #, and all associated IA RPA numbers in PART D of each additional IA RPA.

(b)  IA RPAs only require the completed RPA checklist.  Please do not attach any other documents.

b.  Routine RPAs (already established positions).  The following are routine actions that are submitted to AFMA Classification:

- Reassignment

- Realignment (Individual)

- Promotion

- Promotion NTE

- Summer Hire/Seasonal NTE

- Change in work schedule

- Recruit/Fill (if position build maintenance required)

- Detail (to an already classified PD)
-Change in lower grade

-Extensions

-Change in Data Element

-Conversions
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Submit an RPA with the following attached documents and information.  Follow the established file naming conventions for all attachments.  
(1)  RPA checklist.  Checklist must be fully completed with all appropriate entries.  RPA CHECKLIST
(2)  SCPD/CPD.  Ensure the front of RPA is populated with the sequence number and Part D is populated with the document number for the appropriate SCPD/CPD.  All SCPDs/CPDs for routine actions must be profiled into DM5 prior to submitting the RPA or attached to the RPA using RPA file attachment naming convention.

(3)  Effective Date.  Complete if action has an effective date. 

c.  Single Realignment.  Realignment RPA required.  
d.  Detail Actions.   An RPA is required to ensure employee receives credit for work performed outside of their current job description.  Details can only be to a previously established (classified) position.

4.  MEDICAL NSPS POSITIONS (exempt from NSPS transition).

a.  Reassignments can be done using the same (current) position description (SCPD/CPD/NSPS PD/NSPS SPD).  Performance objectives must be changed accordingly.   In this situation classification has nothing to review and the reassignment RPA can be sent directly to the appropriate staffing team.
b.  If there are major changes to the position, then a review will be required which may affect the classification and/or skills codes of the position.  Ensure all necessary documentation is attached to RPA for review as stated above in paragraph 3. (NOTE:  There is currently a moratorium on Position Reviews).
5.  POSITION CONTROL:  Local offices will continue to maintain position control.  However, only AFMA Classification has authority to build or update sequence numbers.  Any positions that require maintenance need to be submitted via email to the AFMA/MAH Non-RPA Actions inbox unless an RPA is more appropriate. 

6.  HIERARCHY:  Current policy is to continue to link GS employees to the hierarchy.  Therefore, we will continue to do the hierarchy for the small bases that we service (typically less than 500 serviced civilian population).   Hierarchy will be updated locally for large bases (typically 500+ serviced civilian population).  We will also link new positions to the supervisor's sequence number for RPAs that have the supervisor sequence number or military supervisor information annotated on the checklist.
ATTACHMENT 1

RPA Attachment Naming Conventions:

	Filename
	Where…

	ACN_MPCN.XXX
	MPCN is the UMD position number and XXX is any appropriate file format

	CHECKLIST_MPCN.DOC
	MPCN is the UMD position number

	COVER_MPCN.DOC
	MPCN is the UMD position number

	CPD_NEWMPCN.DOC
	MPCN is the UMD position number

	ORGCHART_MPCN.DOC
	MPCN is the UMD position number

	PD_MPCNSUB#.XXX
	(Position Description) where MPCN is the UMD position number and SUB#  is subordinate 1, 2, etc and XXX is any appropriate file format

	JD_MPCNSUB#.XXX 


	(Job Description) where MPCN is the UMD position number and SUB#  is subordinate 1, 2, etc and XXX is any appropriate file format

	PRMEMO_MPCN.DOC
	MPCN is the UMD position number

	SCPD_DOCNUM.DOC
	where DOCNUM is the DM5 document number of the CPD/SCPD

	WAIVER_MPCN.DOC
	MPCN is the UMD position number


REFERENCES

AFI 38-101, Air Force Organization

AFMA/MAH PHONE DIRECTORY
HIERARCHY INSTRUCTIONS
HR ADVISORY 2009-70
HR ADVISORY 2010-01
HR ADVISORY 2010-37
Mass Realignment Spreadsheet


Position Review Memo
RPA CHECKLIST
SAMPLE ORG CHARTS
EMR...
Are You a Supervisor With an Injured Employee?
Helpful information about injury claims for supervisory personnel. Supervisory Responsibilities can be found at:

http://www.cpms.osd.mil/icuc/supinj.aspx
What To Do When Injured at Work
Do you know your rights and responsibilities if you are injured on the job? If you are injured at work, you may be entitled to injury compensation benefits provided under the Federal Employees' Compensation Act (FECA).
http://www.cpms.osd.mil/icuc/empinj.aspx
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Filing Overseas Claims

Did you know that all claims for DoD civilian injuries occurring outside the U.S. are initially processed by the OWCP Special Claims office in Cleveland and require special attention when entered in DIUCS/EDI?

http://www.cpms.osd.mil/icuc/Overseas_claims_EDI.aspx
Link to CA-1 (Federal Employee's Notice of Traumatic Injury and Claim for Continuation of Pay/Compensation) and CA-2 (Federal Employee's Notice of Occupational Disease)
http://www.cpms.osd.mil/icuc/EDI.aspx
Leave Without Pay
Leave without pay (LWOP) is a temporary non-pay status and absence from duty that, in most cases, is granted only upon the employee's request, in situations such as when the employee has insufficient annual or sick leave, or compensatory time available to cover an approved absence. An employee does not have to exhaust annual leave before requesting LWOP In most instances, granting LWOP is a matter of supervisory discretion and may be limited by agency internal policy.  Employees, however, have an entitlement to LWOP in the following situations:
The Family and Medical Leave Act of 1993 (FMLA)  provides covered employees with an entitlement to a total of up to 12 weeks of unpaid leave (LWOP) during any 12-month period for certain family and medical needs.  

The Uniformed Services Employment and Reemployment Rights Act of 1994 provides employees with an entitlement to LWOP when employment with an employer is interrupted by a period of service in the uniformed service.  

Executive Order 5396, July 17, 1930, provides that disabled veterans are entitled to LWOP for necessary medical treatment. 

Employees may not be in a pay status while receiving workers' compensation payments from the Department of Labor. 

Employees should be aware that LWOP affects their entitlement to or eligibility for certain Federal benefits.  See Effect of Extended Leave without Pay (or other Non-pay Status) on Federal Benefits and Programs.
Time Off Awards

Time-off awards (TOAs) can be authorized to recognize the superior accomplishments of an employee or group of employees that contributed to the quality, efficiency, or economy of government operations. These awards provide an alternative to monetary or non-monetary recognition for superior accomplishments. TOAs grant time-off from duty without loss of pay or charge to leave. Decisions to grant time-off awards shall be based upon the same criteria or circumstances as for other incentive awards (i.e. Special Act or Service Award). The amount of time-off that is granted is based upon the value of the employee’s contribution, not upon the grade or salary of the employee.  The following limitations apply:

Supervisors may approve time-off awards of no more than 1 working day without review and approval of a higher official.

Employees working a typical 80-hour pay period may be awarded a total time-off of 80 hours during any leave year. The maximum amount of time-off that can be approved for any single contribution is 40 hours.

Schedule awarded time-off within 90 calendar days after the effective date of the award. 

Employees forfeit any time-off not used within 1 year from the effective date.

Employees may never convert a time-off award to a cash payment.

Employees may not transfer approved unused time-off when they transfer from the Air Force to another DoD component or to another federal agency, nor may employees coming from another department or federal agency transfer time-off to the Air Force.

Once awarded, an employee cannot be required to use their time-off award on a date specified by a supervisor or higher official.

AFI 36-703: Civilian Conduct and Responsibility

Air Force employees are required to comply with prescribed standards of conduct in all official matters. They are expected to maintain high standards of honesty, responsibility, and accountability as well as adhere to the Air Force Core Values of “Integrity first, Service before self, and Excellence in all we do.” The AFI can be found at: 

AFI36-703
STAFFING...
Applying for a position at Ramstein AB?

POC (480-5850)

Interested in obtaining a new career path?  All internal self nominations for Ramstein AB are done by applying at www.USAjobs.gov by completing the assessment questionnaire and submitting your resume.  Many of you are already familiar with the process since USAFE bases became a test pilot on 22 Feb 2010 for this process.  By applying for a position using your resume you can highlight your skills, abilities and be a more equitable candidate.  The application manager allows you to have 5 resumes and track yourself nomination status on positions you have applied for.  Air Force has released phase II bases to participate in this test in hopes the single staffing tool will soon be used for all of Air Force civilian positions.  If you’d like more information on the process the AFPC home page has more information under the “civilian”  tab at: http://gum.afpc.randolph.af.mil/cgi-bin/askafpc.cfg/php/enduser/home.php  

RPA Checklist

AFPC issued HR Advisory 2010-61 to transmit the latest Air Force Personnel Center Request for Personnel Action (RPA) Checklist and provide a revision to the AFPC Limited Recruitment Request information provided in HR Advisory 2010-11 dated 10 Feb 2010.

Click on the link below for more information:

RPA Checklist
Credit for Prior Non-Federal Work Experience and Certain Military Service for Determining Leave Accrual Rate

AFPC HR Advisory 2010-65, consolidates and re-transmits instructions and information on granting Credit for Prior Non-Federal Work Experience and Certain Military Service in determining leave accrual rates. DoD granted authority to the Secretary of the Air Force to afford credit for such work experience that otherwise would not be creditable. 

This hiring flexibility is intended to be used to attract highly qualified candidates into hard-to-fill or mission critical positions. Use of this flexibility is discretionary and employees have no entitlement to credit for non-Federal or active duty uniformed service under the policy. In accordance with 5 CFR 630.205(d), authorized management officials must approve annual leave service credit in accordance with this flexibility in advance of the effective date of initial appointment or reappointment. There is no provision for retroactive determinations on an employee’s annual leave accrual rate using this flexibility after the employee enters on duty. Service credit granted under this authority is not creditable for retirement or reduction-in-force purposes.

For more information, click on the link below:

Credit for Prior Non-Federal Work Experience
Replacing an Expired CAC/ID Card

(POC: 480-5850)

Civilian employees may contact the Civilian Personnel Flight, Customer Service section to request the Employee/Dependent ID Card Request or the Employee CAC Card Request Form 60 days prior to the expiration.   Forms can be obtained from the Customer Service section from the hours of 0700 - 1200 and 1230 – 1530 or call 480-5850 for an emailed form.  The Customer Service team verifies member eligibility and prepares the forms for signature usually within one business day.  

Once the form is completed and verified, the civilian member can take the completed form to the Military Personnel Flight (MPF), ID card section for the CAC/ID Card processing.  Appointments with the MPF (DSN:  480-6599; Monday-Friday - 0730-1500) are recommended as it will take only moments to complete the finalized card.  Walk-ins are welcomed, but be prepared to wait, as long lines do tend to occur during the middle of the day during prime business hours. Scheduled appointments do take priority over walk-in customers

If you need to change or cancel your appointment please call at 480-6599 or email at 86mss.dpmps1@ramstein.af.mil, cancellation must be at least 24 hours. Be sure to hand carry signed DD Form 1172, DD Form 1172-2 to Military Personnel Flight(MPF) Pass and ID. (AFI36-3026_IP, dated 17 June 2009, Table 2.1 thru 2.3). 

How does a civilian replaces a lost or stolen ID/CAC card?

(POC: 480-5850)

The civilian employee must complete a lost ID card letter (see attachment) and make a report to the Security Forces Squadron. Hand-carry the attached letter and two forms of ID to Military Personnel Flight (MPF) Pass and ID section.  
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Special Emphasis Program Managers
Ramstein AB currently has 4 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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PCS’ing...Base Clearance Instructions For US Civilian Employees
POC:  480-5850

The Ramstein Civilian Personnel Office recommends to all civilians when preparing to PSC to properly clear the base by completing the Civilian Self-sponsored or Family Member out-processing checklist.  The out processing checklist is easy to complete and it ensures the civilian member meets all obligations and the final pay check is properly submitted for processing.   Please call the Civilian Personnel Fight at least 45 days prior to departure for an out briefing and the checklist.  Ramstein Civilian Personnel Customer Service Office is located at building 2120 in room 221 and the hours are:   0700-1200 and 1230-1530 or call DSN:  480- 5850, commercial 06371-47-5850.
NON-US PROGRAMS

LN Duty Travel – Important Information for Non-US Employees and their Supervisors/Timekeepers
New procedures for Reimbursement of Hotel Accommodation and Breakfast Costs

Since 01 January 2010 Hotel accommodation services are subject to a reduced value added tax rate of 7%. Breakfast and other hotel services not directly serving accommodation purposes are still subject to 19% VAT, even if those services are included in the accommodation costs. Due to the two different tax rates the booking documentation and hotel receipts have to meet new requirements for reimbursement. 

Booking of the accommodation with breakfast may be made by the employing organization or, as directed and approved by the employing organization, personally by the employee. The invoice has to be addressed to the employing organization and must also reflect the employee’s name.

For more specific guidance click here
For additional information please contact Ms. Silvia Thum, 86 MSS/DPCN at DSN 480-2470

LN Dienstreisen – Wichtige Informationen für Non-US Arbeitnehmer und Vorgesetzte/Zeitlistenführer

Neue Verfahrensweise für die Erstattung von Hotelunterbringungs- und Frühstückskosten

Seit 01. Januar 2010 unterliegen Beherbergungsleistungen dem ermäßigten Umsatzsteuersatz von 7%. Frühstück und andere Hotelleistungen, die nicht unmittelbar der Beherbergung dienen, werden weiterhin mit 19% besteuert, auch wenn diese Dienstleistungen im Beherbergungspreis enthalten sind. Wegen der beiden unterschiedlichen Steuersätze müssen Buchungsunterlagen und Hotelquittungen für die Kostenerstattung neuen Anforderungen genügen. 

Die Buchung der Unterkunft mit Frühstück kann durch die Beschäftigungsdienststelle oder, wie von der Beschäftigungsdienststelle angeordnet und genehmigt, vom Beschäftigten selbst vorgenommen werden. Die Hotelrechnung muss auf die Beschäftigungsdienststelle ausgestellt sein und den Namen des Beschäftigten ausweisen.

Für weitere Details bitte hier klicken 

Für weitere Informationen wenden Sie sich bitte an Frau Silvia Thum, 86 MSS/DPCN unter DSN 480-2470
HELPFUL WEBSITES

Ramstein CPO Website  

http://www.ramstein.af.mil/ramsteincivilianpersonnelflight.asp
My Biz/My Workplace

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

Air Force Personnel Center (AFPC) Employment Sites:

http://www.afpc.randolph.af.mil/afcivilianjobs/ - 


http://www.afpc.randolph.af.mil/library/airforcecivilianemployment.asp
http://www.afpc.randolph.af.mil/afcivilianjobs/howtoapply.asp
Benefits and Entitlements Service Team (BEST):

http://ask.afpc.randolph.af.mil/BEST/?prods3=272
DCIPS Information

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
USA Jobs

http://www.usajobs.gov/
DFAS - MyPay

http://www.dfas.mil 

Office of Special Counsel (OSC)

http://www.osc.gov
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SAMPLE ORGANIZATIONAL CHART (PAS: RJ09F7JB)



XX MSS/CC

36PX, 000053811, O-6











DPC Civilian Personnel 

Civ Psnl Officer, GS-0201-13, 0000153911, 36PX

Secretary (OA), GS-0318-05, 0000154011, 3D0X1





















                 DPCS Staffing Branch                                                         DPCC Classification Branch                                        DPCE Employee Relations Branch

* (1) Supv HR Spec (Staffing), GS-0201-XX, 36PX	  (1) Supv HR Spec (Class), GS-0201-12, 36PX	             (1) Supv HR Spec (EMR/LMR), GS-0201-12, 36PX

        0000154111,					       0000154211,				       	      0000154311, 

 (5) HR Spec (Staffing), GS-0201-11, 3U0X1		  (4) HR Spec (Class), GS-0201-11, 3U0X1	             (3) HR Spec (EMR), GS-0201-11, 3U0X1

       0000154411, 0000154511, 0000154611, 		       0000154911, 0000155011, 0000155111, 		     0000155311, 0000155411, 0000155511,	       

       0000154711, 0000154811      			       0000155211,      				   

  (
Org Chart must include
:
-One reporting level above position being established or reviewed
-Office Symbols of organization
-Pay Plan, Series, Grade, & Title of civilian positions
-Rank, Title, & AFSC of military
)(2) HR Technician (Staffing), GS-0203-09, 3U0X1             (2) HR Technician (Class), GS-0203-09, 3U0X1            (2) HR Technician (EMR), TSgt, 3U0X1

      0000155611, 0000155711      			        0000155811, 0000155911      			     0000156011, 0000156111      





* Position Being Established



Org Chart must:

   -  Include the organization & Office Symbol of at least one (two for supervisory) reporting level above the position being established or reviewed

   -  Be final and approved - hand written and proposed organizational charts are not acceptable

-  Organizational structure must comply with AFI 38-101, Air Force Organization.  

-  Include: PAS, Title, Pay Plan, Series, Grade, MPCN, and AFSC for civilians (including NAF employees)

-  Include Title, AFSC, Rank, MPCN for military

-  Be attached to the RPA using the file name:  ORGCHART_MPCN.DOC (where MPCN is the UMD position number).  If an ACN is attached, use file name: ACN_MPCN.XXX (where MPCN is the UMD position number or OVH if for an overhire position and XXX is any appropriate file format)



IMPORTANT:

Current UMD data must match the organization chart.  If the UMD does not match the org chart, an ACR must be submitted for the updates and the approved

ACN included in the package.  If an ACN is not included in the package, the RPA will be RWOA.


_1344749577/Lost ID card request.pdf









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

1. FEDERAL EMPLOYEES WOMEN PROGRAM MANAGER



How to Apply:

In order to be considered under this announcement, please email Ms. Regina Vormstein,       86 MSS/DPCS-A by COB 31 Aug 2010.  In addition, the attached Supervisory Statement of Support must be submitted to Ms. Vormstein.





If you have any questions, please contact Ms. Regina Vormstein, 86 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


_1344749576.doc
Fact Sheet - Submitting a claim through Electronic Data Interchange (EDI) 

Forms CA-1 (Traumatic Injury) or CA-2 (Occupational Disease or Illness) will be completed electronically and submitted immediately through EDI.  Slides on How to submit a claim using EDI can be found at the following link: http://www.cpms.osd.mil/icuc/icuctraining.aspx.  

· Supervisor will access the EDI application through the following link: http://www.cpms.osd.mil/ICUC/ICUC_index.aspx

· On this screen, select the link to the left titled “Filing Claims Electronically” (supervisor’s link)


· After selecting the link, the Disclaimer page will open; Click “OK” to continue.

· Supervisor will need to enter SSN and DOB of employee and select whether a CA-1 or CA-2 will be filed; Select “Enter Claim”


· The form will now open with the employee’s information populated into the appropriate fields.


· White fields are required, Yellow fields are optional, and Gray fields are informational


· Supervisor will enter employee’s information onto the form. (Blocks 1 – 16)

· Enter Home Phone without dashes or parenthesis. (Block 5)  

· If data is entered incorrectly, a message will be provided at the bottom of the screen to explain the problem. The application will not let you move to next field until the problem is corrected.  


· Date & Time of Injury (Block 10) has a default value of today’s date; CHANGE this to the actual date of injury.

· Supervisor enters required information in Supervisor’s portion of the form. (Blocks 17 – 39)


· If applicable, enter witness information.


· Supervisor pays special attention to Block 23 (CA-1) – Date notice received or Block 26 (CA-2) – This is the date the employee gave the completed paper CA1 or CA2 to the supervisor.  This should also be today’s date as the form must be submitted immediately using EDI.

· After Block 39 (Filing Instruction on CA-1) or Block 35 (CA-2), select “View Claim”, then select “View Claim for Printing and Submit to ICPA”.  The form will open in PDF Format, select the printer icon and print claim.  To close, simply click on the red “X” at the top right corner of your screen. 

· The employee, witness and supervisor must sign their respective sections.


[image: AFMA-Air-Force-Manpower-Agency-Emblem-Plaque-L][image: afg_040427_001]AIR FORCE MANPOWER AGENCY

CENTRAL CIVILIAN CLASSIFICATION DIVISION (MAH) DIRECTORY



		ACC BRANCH

		AFSPC/PACAF/USAFE BRANCH

		AETC BRANCH

		AFSOC/AFISRA/USAFA/AFRC/ANG BRANCH

		AMC/COCOM BRANCH



		DSN 487-2460

		DSN 487-2349

		DSN 487-6866

		DSN 487-6053

		DSN 487-0440



		Inbox: DPCMC1A-ACL

		Inbox: DPCMC2C-ACL

		Inbox: DPCMC2E-ACL

		Inbox: DPCMC2G-ACL

		Inbox: DPCMC2I-ACL



		Beale AFB

		Buckley AFB

		Altus AFB

		AFISRA & DCIPS

		Andrews AFB



		Davis-Monthan AFB *

		Peterson AFB *

		Columbus AFB

		Grissom AFB

		Charleston AFB



		Dyess AFB

		Schriever AFB

		Goodfellow AFB

		Arnold AFS

		Dover AFB



		Ellsworth AFB

		Vandenberg AFB

		Keesler AFB

		Homestead AFB

		Fairchild AFB



		Holloman AFB

		

		Laughlin AFB

		

		Grand Forks AFB



		Langley AFB

		

		Vance AFB

		Inbox: DPCMC2H-ACL

		Little Rock AFB



		

		

		Inbox: DPCMC2F-ACL

		ARPC

		MacDill AFB *



		Inbox: DPCMC2B-ACL

		

		Luke AFB

		USAF Academy

		McChord AFB



		Barksdale AFB

		Inbox: DPCMC2D-ACL

		Maxwell AFB

		Cannon AFB

		McConnell AFB



		F E Warren AFB (Global Strike)

		Andersen AFB

		Sheppard AFB

		Dobbins AFB

		McGuire AFB



		Malmstrom AFB (Global Strike)

		Eielson AFB

		Tyndall AFB

		Ft Worth NAS

		Pope AFB



		Minot AFB

		Elmendorf AFB

		 

		Hurlburt Field

		Scott AFB *



		Moody AFB

		Hickam AFB

		 

		March AFB

		Travis AFB



		Mt Home AFB

		Kadena AB

		 

		Minn-St Paul IAP

		Inbox: DPCMC007-ACL



		Nellis AFB

		Misawa AB

		 

		Niagara Falls IAP

		CENTCOM



		Offutt AFB *

		Osan AB

		 

		Pittsburgh IAP

		JFCOM



		Seymour Johnson AFB

		Yokota AB

		 

		Westover AFB

		NORTHCOM



		Shaw AFB

		Aviano AB

		 

		Youngstown MAP

		SOCOM



		Whiteman AFB

		Incirlik AB

		 

		

		SOUTHCOM



		 

		Lajes Field

		 

		

		STRATCOM



		 

		Mildenhall RAF

		 

		 

		TRANSCOM



		 

		Ramstein AB

		 

		 

		 



		 

		Spangdahlem AB

		 

		 

		 



		 

		 

		 

		 

		 



		 

		 

		 

		 

		 













*Bases with Unifed Commands:  Use the Base Inbox for base actions and the COCOM Inbox (DPCMC007-ACL) for Unified Command Actions



Bases with Defense Civilian Intelligent Personnel System (DCIPS) positions, please continue to send your DCIPS actions to Inbox DPCMC2G-ACL
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