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From the Flight Chief:

Happy New Year!  We have great information to share in this edition of the newsletter. In 2011, we are focusing on the Presidential Hiring Reform and will be coming out to your sections to find out how it's working; it will be a total team effort to reach these goals.  

We are also focusing on Civilian Development. AFPC is holding a webcast on 27 Jan that is open to all civilians interested in developmental opportunities.  APF and NAF employees can access information on career management, force development, and training/development plans.  
Two more items to note: with the advent of the new online PCS Civilian Virtual In-Processing (cVIP), supervisors and employees will work together creating PCS order templates and there is a new RPA Checklist required by AFPC.

It is the time of year to request annual leave schedules for all employees, review annual training requirements, and the 2011 GS/WG performance schedule is included for planning purposes.  If you have any questions, give us a call; we're here to help and we look forward to working with you in 2011!
Christine Murray

Civilian HR Flight Chief

480-4208, ICE Comments, Website, Newsletters
WHAT’S NEW?
Hiring Reform Homepage
What is the DoD Hiring Reform and why does it matter to me?  

The Office of Personnel Management, Air Force Personnel Center, USAFE, and your Ramstein Personnel Teams are working together to decrease hiring timelines. The DoD Hiring Reforms are the collective efforts to remove the complexities and inefficiencies of existing hiring processes, as mandated by the President of the United States. The ability of the DoD to perform its mission effectively depends on a talented and engaged workforce, and a reformed hiring process is necessary to further strengthen that workforce. This website has information on Hiring Reform as it pertains to Hiring Managers, HR Professionals, and other interested DoD parties.   http://www.cpms.osd.mil/HiringReform/hiring_index.aspx
The Air Force Federal Hiring Reform memorandum and Office of Personnel Management's 80-Day Hiring Model show the direction personnel is taking to reach these goals.
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Memorandum from USAFE

Improving the USAFE Hiring Process

USAFE and your Ramstein teams are fully engaged to meet these goals.  We are reviewing processes and looking at ways to save time in a variety of areas.  As the attachment shows, this includes using standardized position descriptions, having workforce planning strategies, and being prepared when referral certificates are received.   We will share more time saving tips in future editions of the newsletter.
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AFPC Webcast: 27 Jan at 1600
Civilian Developmental Education Opportunities
The Directorate of Civilian Force Integration (AFPC/DPI) is hosting two webcasts on 27 Jan 11 to present information on Civilian Developmental Education (CDE) opportunities for ALL eligible Air Force Civilians.  AFPC/DPIFDA subject matter experts will be online and available so please log in so that we may answer your questions.

To join the web conference, direct your web browser to the following URL:  https://connect.dco.dod.mil/dpi.  
There will be two sessions on 27 Jan 2011, one at 0900 CST and one at 1600 CST for the West Coast and PACAF bases.  Briefing slides will be posted to the Civilian Human Resources Homepage as soon as they are available for download prior to the webcast.  For those of you who cannot participate in either session, we will post the recorded sessions with questions and answers on the Civilian Human Resources Homepage http://gum.afpc.randolph.af.mil/cgi-bin/askafpc.cfg/php/enduser/ps_product.php?p_sid=36lVWM7k&pid=3354 as soon as possible following the session.

Air Force Chief of Staff Releases

2011 Reading List
WASHINGTON (AFNS) -- The Air Force chief of staff announced his latest professional reading list 21 Jan. "Effectively operating within our increasingly dynamic, interconnected and complex world requires steadfast commitment to personal and professional growth," Gen. Norton Schwartz wrote in a letter to all Airmen. 

"Therefore, professional reading will continue to be vital as we maintain our initiative today and prepare for the future," General Schwartz said. "I am pleased to announce my 2011 reading list, which provides worthwhile options for all Airmen to further their professional education and augment their leadership skills."

This year's list contains 14 books divided into three categories: leadership, strategic context and military heritage. To view the list of 14 books, including those books recommend for the first quarter, click here.  View a video here from Gen Schwartz. For more information, visit the CSAF Professional Reading Program page on af.mil.

Inclement/Hazardous Weather Conditions

POC:  DPCS-B 480-2019

It is important to be prepared for unexpected weather conditions and to know what procedures to apply during these situations.  All supervisors need to brief their civilian employees on the procedures to follow during hazardous weather conditions.  This includes what to do if there is a base closure, late reporting, or early dismissal due to adverse weather conditions.  Also, mission essential designated personnel need to understand their responsibilities prior to weather emergencies.  For additional information, please see attached:
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2011 Awards Schedule

Attached is a 2011 awards schedule.  This includes when submissions are due as well as where to go to submit your application/nomination.
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Career Management

Employees can review and update their records. Self-Service applications include: Personnel Records Update, Awards Update, Electronic Civilian Record Update (ECRU), Civilian Career Brief, Training Update, Education Update, Certification / License Update, and Employment Verification. For more information click here.
Force Development

This site will give civilians critical information about force development and links to other resources. It provides the Air Force continuum which outlines a path of opportunities to guide the professional development of civilians. The continuum combines education, training, and experience, and focuses on civilian institutional development requirements and competencies.  For more information click here.
Career Field Information

Program Overview:
Air Force civilians have proven themselves as key components of the Air Force for more than six decades. They are deeply ingrained into the Air Force's culture and history and they provide the stability the Air Force needs to continue to be the world leader in air, space, and cyberspace.

Civilian Career Fields:
The Air Force has more than 20 career fields with positions available for civilians. The link below will take you to the career field's individual web page which includes an overview about the career field, job descriptions, location information, and education requirements. Click here for more information.
Resources for Supervisors

Welcome to the Air Force Civilian Resources for Supervisors.  This site will provide useful tools that can assist you in managing your civilian workforce.   

DFAS and W2 Information

Want to know when your W2 will be ready on myPay or in the mail?  For more information go to the DFAS site at: http://www.dfas.mil/civilianpay.html
OPM Director’s Memo – Freeze on Pay Adjustments for Federal Civilian Employees
OPM Director’s Memo - Freeze on Pay Adjustments for Federal Civilian Employees

OPM has provided the following memo explaining the Pay Adjustment freeze. 

Flu Update
According to the Centers for Disease Control and Prevention (CDC), flu activity is increasing in the United States. For the week ending December 25, 2010, five states (Alabama, Georgia, Mississippi, New York and Virginia) reported widespread geographic influenza activity and 13 states (Arizona, Connecticut, Florida, Kentucky, Louisiana, Maine, Massachusetts, Nevada, New Jersey, Oklahoma, Pennsylvania, South Carolina and Texas) reported regional geographic influenza activity. 

There are simple steps you can take to prevent the spread of flu: 

· Get Vaccinated – CDC recommends that everyone 6 months of age and older get vaccinated against the flu each year.  The flu vaccine is safe and is the best protection against flu viruses

· Wash your hands often with soap and water

· Sneeze into the bend of your arm or a tissue, not into your hands

· If you’re sick, stay home as much as possible except to get medical care

· Take antiviral drugs if your doctor prescribes them
· www.flu.gov
Ethics, Integrity & Accountability

In this recent letter to civilian & military leadership, Dep Sec Def William J. Lynn, III issues a reminder regarding the responsibilities military organizations shoulder on behalf of the nation.

 Virtual In-Processing Simplifies Civilian PCS
The new civilian permanent-change-of-station process is conducted virtually through the Civilian Virtual In-Processing system, or cVIP, that is available on the Air Force Personnel Center personnel services website. Revisions in the civilian PCS orders process are intended to save time and money, and reduce errors for hiring officials, relocating employees and personnelists.

PCS cVIP Access
Q. How does a selecting officials request access to PCS cVIP?:

A. The supervisor of the person requesting access sends an encrypted email to psocc.sd@randolph.af.mil
The following information must be part of the email request:

- Request Selecting Official access to cVIP

- Last Name, First Name

- Social Security Number

- Base email address and/or email for life address

- DSN phone number where individual can be contacted

HR Advisory 2011-03:

Implementation of Civilian Virtual In-Processing (cVIP) Application Process for Initiation of Permanent Changes of Station (PCS) and First Duty Station Travel Orders Processing

The purpose of this revised advisory is to notify AFPC-DPI PCS Unit-serviced organizations of a change in the way cVIP access is requested and to provide additional tips for use of the cVIP tool to ensure a smooth flow of information and timely issuance of orders.  

HR Advisory 2011-03
HR Advisory 2011-04:

Current AFPC Request for Personnel Action (RPA) Checklist, AFPC Limited Recruitment Requests, and Availability of Management Advisory Service Recruitment Tool
The purpose of this HR Advisory is to transmit the latest AFPC Request for Personnel Action RPA Checklist, outline the AFPC Limited Recruitment Request rules of engagement, and provide a useful Management Advisory Service Recruitment Tool to selecting officials and Civilian Personnel Sections

(CPSs).

HR Advisory 2011-04
HR Advisory 2011-05:

Reminder of Writeen Notification Requirement to Employees Entitled to Return Rights
The purpose of this HR Advisory is to remind Civilian Personnel Sections of the requirement to provide written notification to employees of any action that affects their return rights, as outlined in Air Force Manual 36-204 dated 11 April 2007.

HR Advisory 2011-05
HR Advisory Website
NAF NEWS
Officials Shape NAF Employee Careers

By Erin Tindell, Air Force Personnel, Services and Manpower Public Affairs

RANDOLPH AIR FORCE BASE, Texas – Force Support senior leaders sought ways to shape the careers of nonappropriated fund employees during the first NAF development team meeting at the Air Force Personnel Center  Nov. 30 – Dec 1.

The development team reviewed, assessed and scored 143 records of NF-03 and above NAF employees on their ability to take on more responsibility throughout their careers.  The team vectored employees for managerial and leadership roles in an effort to sustain, if not increase, the Air Force capability within the Force Support career field.

The Air Force has approximately 25,000 NAF employees, which is the second largest career field within the Air Force behind logistics readiness. Air Force NAF employees are paid with money generated by NAF activities, such as Air Force clubs, bowling centers, child and youth programs, outdoor recreation and golf courses. These facilities provide a community environment for Air Force families to live, work and play.

For more information about development teams, visit the Air Force personnel services website. To apply for a NAF job, visit www.nafjobs.org.

Accessing Your W2

AF US NAF employees 2010 W2s for current employees will be available by accessing the "my  money" website at https://nafpay.afsv.net/  NLT 31

January 2010.

W2s for all prior employees will be mailed by the Agency NLT 31 January 2010 to the address on file at the time of resignation.  If a change of address is needed, prior employees should contact HRO or send an email to 86svs.svfbl@ramstein.af.mil to request a change of address.

NSPS...
Note: Ramstein has NSPS employees in the Medical Career Field that will convert to GS at a later date. 

NSPS Performance Management Timelines

POC:  480-7608

The attached schedule is pertinent NSPS timelines for the remaining employees still governed by the National Security Personnel System (NSPS):
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NSPS Connect remains the "one-stop source" for employees still working under NSPS. 
NSPS Transition is information for transitioning to a non-NSPS pay system.  This section includes the new GS 101 training course, frequently asked questions about the transition, and more.
 New Beginnings covers steps taken to develop a new DoD performance management system.  

The NSPS Homepage can be viewed at: http://www.cpms.osd.mil/nsps.

AFMA...

Click here to visit the AFMA Portal site.
The site contains information on Classification Appeals, updating personnel records, the PD Library, and more.
FWS...

The Federal Wage System (FWS) is a uniform pay-setting system that covers Federal appropriated fund and nonappropriated fund blue-collar employees who are paid by the hour.  The system's goal is to make sure that Federal trade, craft, and laboring employees within a local wage area who perform the same duties receive the same rate of pay.  The FWS includes 132 appropriated fund and 125 nonappropriated fund local wage areas.
http://www.opm.gov/oca/Wage/index.asp
Pay Limitation
On December 27, 2010, OPM issued Compensation Policy Memorandum 2010-22 to notify agencies that section 147 of the Continuing Appropriations Act, 2011 (Pub. L. 111-242), as amended by section 1(a) of the Continuing Appropriations and Surface Transportation Extensions Act, 2011 (Pub. L. 111-322, December 22 , 2010) (the FY 2011 Act), prohibits statutory pay adjustments for most prevailing rate system employees during 2011 and 2012. 

EMR...
Civilian Employee-Management Relations Home Page
This site is designed to provide oversight and guidance on Employee-Management Relation topics. Here you will find guidance and information on such topics as awarding civilian employees, managing performance, leave and work scheduling, discipline, misconduct, and dispute resolution. Click here for more information.

Civilian Physical Fitness
POC:  480-7608
The Civilian Physical Fitness Program is designed to encourage all US appropriated fund civilian employees to become physically active and promote a healthier workforce.  Participation in the Civilian Physical Fitness Program established under this authority may include up to three 1-hour periods of duty time per week and is restricted to the use of base facilities under the direct control of the Installation Commander.

Participants must complete a “Request For Approval of Excused Absence and Memorandum of Understanding For Participation in the Civilian Physical Fitness Program Form” and obtain approval through the second-level supervisor.  Each participant is required to obtain clearance from his/her healthcare provider/physician prior to being considered for the Civilian Physical Fitness Program.

· Mission impact is the key element in second-level supervisor’s decision to approve employee’s participation. Normally, overtime, compensatory time, and credit hours may not be approved nor earned on days when use of official duty time is authorized for the civilian physical fitness program.

· In order to maintain the integrity of this program, fitness activities may only be performed on base or in base facilities.

· The supervisor/timekeeper is required to show physical fitness time on attendance sheets with the appropriate coding (LN) for administrative leave, which requires the supervisors’ signature.

Participation is strictly voluntary and supervisors will have the authority to revoke participation privileges if any abuse is identified and is not promptly corrected.  For questions, please contact your servicing Employee Relations Specialist at 480-7608.
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Scheduling of Leave

POC:  480-7608

Happy New Year!  Now is the time of year when employees should provide their 2011 projected leave schedules to their supervisors.  Leave is an important and significant benefit for all employees, and annual leave allows them time off for vacations and for personal and emergency purposes.  The scheduling of leave is so important that, by law, it is a prerequisite to the restoration of “use-or-lose” annual leave that may be forfeited because of exigencies of the service or because of sickness. 

Employees must request annual leave in advance, except in cases of emergency, and cooperate in rescheduling leave when necessary.  Employees must also report unexpected absence to the supervisor and request approval for the absence according to established policies.

Requests for annual leave shall be submitted to the approving official on an OPM 71 (or other appropriate form).

Supervisors should approve annual leave requests or projected annual leave when work schedules permit.  When a request for annual leave cannot be initially approved or is subsequently denied, then make every effort to reschedule the annual leave commensurate with the needs of the organization and the desires of the employee.
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GS/WG Performance Management Timelines
POC:  480-7608

The attached schedule contains pertinent timelines for General Schedule (GS) and Wage Grade (WG) employees.
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OPM Delay in Adjudicating Civilian Retirement Packages

(BEST:  1-800-525-0102)

OPM is currently experiencing a tremendous influx of retirement packages, and therefore, there is a substantial delay in adjudicating retirement applications.  At this time, it is estimated that OPM’s adjudication timeline is approximately 8 months.

Currently, retirees receive partial annuity payments (average of 60%-80% of their full annuity entitlements) approximately 8-10 weeks after retirement, while their packages are pending adjudication.  Once the adjudication process is complete (approximately 8 months post-retirement), retirees will then receive their full annuity payments.  

Packages are processed by retirement effective date—not by the date a package is received.  Therefore, sending in your retirement package early or delaying your retirement date will not affect OPM’s adjudication timelines. (In other words, sending in your retirement package 8 months out from your desired retirement date will not ensure that you receive your full annuity on your effective retirement date).

Plan wisely and seek the guidance and expertise of a Benefits and Entitlements Service Team (BEST) counselor who can provides full retirement counseling, assist with military and civilian deposits and re-deposits, and does initial processing of retirement applications for all Air Force-serviced civilian employees of USAFE.

Planning for Retirement — Employees who are within one year of retirement should contact a BEST benefits counselor for individual retirement counseling.  Some of the things the counselor will discuss are:  retirement eligibility requirements, setting a retirement date, estimates you received from the automated systems, creditable service, survivor annuity elections, insurance, and retirement forms.

Applying for Retirement — You are encouraged to submit your retirement package at least 60 to 90 calendar days in advance of your retirement effective date.  Air Force-serviced civilian employees who are ready to retire should obtain the applicable forms, complete them, and submit them as follows:  

· Employees who are retiring under Voluntary or Discontinued Service Retirement should review information and download forms via links in the brochure: Retirement Forms, and mail their original application to BEST: AFPC/DPIRB, 550 C Street West Ste 57, Randolph AFB, TX 78150-4759.  

· Employees who are applying for disability retirement should review information and download forms via links in our brochure, Disability Retirement Forms, then submit the application to 86 FSS/FSPC-B who will, in turn, complete their portion of the application and forward the application to BEST.  
For more information concerning retirement, please contact BEST at 1-800-525-0102.  
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OPM Pre-Retirement Federal Tax Withholding Calculator

Please use this calculator to see how much Federal income tax should be withheld from your monthly payment. Answer the questions and press Calculate for your results.  

TRAINING..
E-Learning – Three Mandatory Supervisory Training Courses are Offered Online

Through E-Learning the school takes the course(s) to the student. The benefit of E-Learning is that the class is available when the student is. It provides flexibility to the organization and the student when the student can’t devote multiple consecutive days to a course. 

The student is considered TDY “in-place” and can take the course at home or work through use of a Blackboard learning management system and Defense Connect Online (DCO) collaboration system.  The technologies involved are identical to those used for online learning at major colleges and universities. 

Please click below to receive additional information on individual courses and to sign up electronically.

USAF Supervisor Course  
Military Personnel Management Course (MPMC)  

Civilian Personnel Management Course-US (CPMC – US) 
Civilian Personnel Management Course – NUS (CPMC – Non US)
Mandatory On-Site Course for Supervisors of NUS Employees

The CPMC NUS is a mandatory course for all first-time supervisors of Non-US civilian employees within six months of assignment to a supervisory position. This 16-hour course is primarily designed to provide military and civilian first-time supervisors with background information and an understanding of applicable personnel laws, instructions, guidelines, shop agreements and regulations of the host country needed to effectively carry out their civilian personnel management responsibilities.

Please click here (CAC required) to register electronically for this course

Contact your local training office to register if you encounter difficulties:  

86FSS.civ-training@ramstein.af.mil
Mandatory Supervisor Training – Schedule 2011-01-20

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 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.  Please click here for additional information and links to the online registration pages. 

DCIPS..
2011-2012 Federal Pay Freeze

On December 22, 2011 President Obama signed into law the Continuing Appropriations and Surface Transportation Extensions Act, 2011 (Public Law

111‐322) which implements a two‐year pay freeze for all Executive Branch federal employees. The pay freeze is effective from January 01, 2011 to

December 31, 2012. President Obama also asked that agencies suspend similar increases to pay schedules and rates that are set by administrative discretion in a memorandum issued on December 22, 2010.
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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. 
Deployment
Qualified Air Force civilians can broaden their career experience and bring valuable knowledge back to the workplace by volunteering for deployments in a variety of career fields, including civil engineering, contracting, intelligence, logistics management and security administration.
Volunteer opportunities can be found at:  http://www.cpms.osd.mil/expeditionary/. 
MyPay

MyPay allows you to manage your pay information, leave and earnings statements, w-2 and more.  MyPay puts more information and services at your finger tips.  Did you know your civilian employee W-2 has been available on MyPay since Jan 6, 2011?  You can access MyPay at: https://mypay.dfas.mil/mypay.aspx.  
Military Service Credit for Retirement

For a former military member to have their service time considered for their civil service retirement they have to "buy back" that time. In order to "buy back" military service time for civil service retirement, former military members are required to get their estimated earnings from the appropriate DFAS Center.  For more information go to: http://www.dfas.mil/civilianpay.html.

NON-U.S. PROGRAMS

Planung und Erteilung von Jahresurlaub

Am Beginn eines jeden Jahres ist es sinnvoll und erforderlich, dass Vorgesetzte einen Jahresurlaubsplan erstellen, um fuer sich und die Belegschaft Planungssicherheit in bezug auf die Lage des Urlaubs zu erzielen. 

Nachfolgend werden die Grundregeln zur Jahresurlaubsplanung klargestellt.

LN Arbeitnehmer haben Anspruch auf 30 Arbeitstage Erholungsurlaub im Kalenderjahr, fuer Schwerbehinderte sind es 36 Tage. Davon ist nach dem geltenden Tarifvertrag TVAL II die Haelfte zusammenhaengend zu nehmen. Vorgesetzte haben in den ersten 3 Monaten des Jahres einen Urlaubsplan zu erstellen und ihre Arbeitnehmer innerhalb von 4 Wochen zu informieren, ob der Urlaub wie geplant genehmigt ist. Der Urlaubsplan soll persoenliche Wuensche der Beschaeftigten beruecksichtigen soweit dies die betrieblichen Erfordernisse zulassen. Der genehmigte Urlaubsplan ist sowohl fuer den Vorgesetzten als auch fuer Arbeitnehmer grundsaetzlich bindend.

Zur endgueltigen Genehmigung hat der Arbeitnehmer jedoch dem Vorgesetzten einen Urlaubsantrag (USAFE Form 857) vorzulegen. Wenn der beantragte Urlaub im Jahresurlaubsplan bereits vorgesehen war, hat der Vorgesetzte den Antrag grundsaetzlich zu genehmigen, es sei denn, dringende betriebliche Gruende erfordern eine Aenderung. Diese Genehmigung soll innerhalb von einer Woche erteilt werden. Will der Arbeitnehmer seinen Urlaub nicht so antreten wie im Jahresurlaubsplan vorgesehen, muss auch er wichtige persoenliche Gruende fuer eine Aenderung vorbringen koennen.

Bei Streitigkeiten zur Urlaubsplanung und -gewaehrung hat im uebrigen die Betriebsvertretung ein Beteiligungsrecht.

Bei Fragen zu Jahresurlaub wenden Sie sich bitte an 86 FSS/FSPL, tel.: 480-5365/7153

Planning and Granting of Annual Leave

At the beginning of each year it is reasonable and necessary that supervisors develop an annual leave plan to achieve certainty in planning for themselves and the work force regarding the scheduling of annual leave.

The following clarifies the principles of annual leave planning.

LN employees are entitled to 30 work days of leave each calendar year; severely handicapped employees are entitled to 36 days. IAW the tariff agreement CTA II at least half of the total entitlement has to be taken in a consecutive period. Supervisors will establish an annual leave plan in the first 3 months of the calendar year and will notify their employees within 4 weeks if the planned leave will be granted. The leave plan should take care of personal desires of employees to the extent operational requirements permit. The approved annual leave plan is generally binding for the supervisor as well as for the employee.

For final approval the employee, however, has to provide a leave request (USAFE Form 857) to the supervisor. If the requested leave was approved already in the annual leave plan, the supervisor will sign the request unless urgent operational reasons dictate a change. The approval should be granted within one week. Should the employee desire to take annual leave other than approved in the annual leave plan, he/she also has to provide important personal reasons for the change.

In case of disputes regarding annual leave planning or approval the Works Council has participation rights.

Please direct questions in this matter to 86 FSS/FSPL, DSN 480-5365/7153.
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
january 2011
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CIVILIAN HR FLIGHT FACT SHEET
CIVILIAN PHYSICAL FITNESS ACTIVITY CRITERIA

PURPOSE: It is in the best interest of the Air Force to allow civilian US appropriated fund employees the
opportunity to participate in regular physical activities using excused absence. The Civilian Physical Fitness
Program is designed to encourage all civilian employees to become physically active and promote a healthier
workforce. This program offers an opportunity for civilians to make a lifestyle change and incorporate health
and fitness into their day. Studies have shown that employees who exercise on a regular basis are more
productive in their duties and use less sick leave.

PARTICIPATION AND ACCOUNTABILITY: This guidance provides Commanders the discretion to
implement the policy based upon mission requirements. Participation is strictly voluntary and supervisors will
have the authority to revoke participation privileges if any abuse is identified and is not promptly corrected. The
supervisor/timekeeper is required to show physical fitness time on the attendance sheets with appropriate coding
(LN) for excused absence, which requires the supervisor’s signature. Because the employee is on “official
time”, it is the supervisor’s responsibility to ensure the employee is where they agreed to be and doing what
they agreed to be doing.

ELIGIBILITY: Open to all full time, civilian US appropriated fund employees on other than temporary
appointment (i.e. permanent and Term). Employees on temporary appointments are excluded, as they are short-
term employees hired for a specific purpose where no long-term benefit to the Air Force could be realized.
Participants must complete a “Request For Approval of Excused Absence” and “Memorandum of
Understanding For Participation in the Civilian Physical Fitness Program Form” and obtain approval through
the second-level supervisor.

HEALTH AND FITNESS ASSESSMENT : Each participant is required to obtain clearance from his/her
health care provider/physician prior to being considered for the Civilian Physical Fitness Program.

FITNESS FUNDAMENTALS: A complete fitness program should address cardiovascular/aerobic endurance,
muscular strength and endurance, flexibility, and body composition.

- For an activity to be considered aerobic, the heart rate should be elevated into the training zone specific for
the age and physical condition for at least 20 minutes. Walking, jogging, and biking are examples of activities
that give this result. Golfing, bowling, volleyball, and softball are examples of activities that do not meet
aerobic criteria.
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- Muscular strength and endurance exercises increase lean body mass, protect joints, and increase the body’s
metabolism. Machines, free weights, and general calisthenics are activities that provide these results.

- Flexibility exercises involve stretching all major muscles in the body and help reduce injury risk and promote
flexibility and mobility at each joint. Stretching sequences at the beginning and end of exercise sessions
promote this result. Body composition relates to the amount of muscle tissue and fat tissue in the body. High
levels of body fat should be reduced through a combined program of aerobic activity and strength training.

USE OF DUTY TIME AND ON-BASE FACILITIES: Participation in the Civilian Physical Fitness Program
established under this authority may include up to three, one hour periods of duty time per week and is
restricted to the use of base facilities under the direct control of the Installation Commander. The use of duty
time for this program is authorized under AFI 36-815, paragraph 8.1 and may be considered similar to other
OPM approved health promotion activities such as smoking cessation classes for US employees.

- Use of duty time (excused absence) is appropriate only if approved by the second level supervisor in
accordance with procedures. Mission impact is the key element in making this decision. Normally, overtime,
compensatory time, and credit hours may not be approved nor earned on days when use of duty time is
authorized under this program.

- In order to maintain the integrity of this program, fitness activities may only be performed on base or in base
facilities. Base facilities will be available to employees in accordance with the current installation policy. Use
of duty time cannot be granted for activities such as golf or bowling because they do not meet the Fitness
Fundamentals outlined above (i.e., cardiovascular/aerobic endurance, muscular strength and endurance,
flexibility, and body composition.)

ON-THE-JOB INJURY:: An injury that occurs while participating in the Civilian Physical Fitness Program on
duty time 1s compensable through Worker’s Compensation. The US employee and/or his/her supervisor will
complete a form CA-1, Federal Employee’s Notice of Traumatic Injury and Claim for Continuation of
Pay/Compensation at the time of the injury. In addition, the employee will be provided a CA-16, Authorization
for Examination and/or Treatment, CA-17, Duty Status Report, and a CA-91 5, Claimant Medical
Reimbursement Form.

86 FSS/FSPC-B (Employee Relations) ® Unit 3220 Box 365 ¢ APO AE 09094 e Ramstein AB Germany
Building 2120 ® DSN: 480-7608 / 480-2019 Fax: 480-7054
E-mail address: 86fss.fspciviliancustomerservice@ramstein.af.mil






_1357625626.pdf
,FORCE

GS/WG PERFORMANCE MANAGEMENT TIMELINES

Following are the pertinent General Schedule (GS) and Wage Grade (WG) performance management timelines:

e Current 2010/2011 appraisal cycle: 12 Sep 10-31 Mar 11
o Next 2011/2012 appraisal cycle: 01 Apr 11-31 Mar 12 (annotated in blue)

ACTION DATE POC
2010/2011 GS rating period begins 12 Sep 10 All
GS performance plans finalized & communicated NLT 12 Oct 10 Supervisors
Monitor employee performance Continuous Supervisors
If either the employee or first-level supervisor moved before Losing Supervisor
01 January 2011, losing supervisor provides an informational AF provides informational
Form 860A to gaining supervisor. Departures before AF Form 860A
01 Jan 11
The gaining supervisor will be responsible for rendering rating & Gaining Supervisor
paying any approved award. completes appraisal &
pays award
If either the employee or first-level supervisor moved between Departures Gaining Supervisor
01 Jan & 31 Mar 2011, the losing supervisor is responsible for between 01 Jan
accomplishing the appraisal & paying any award given & 31 Mar 11
Conduct and document Midterm Feedback (AF Form 860b) NLT 31 Jan 11 Supervisors
Distribute Budget Allocation Products & Appraisal spreadsheets 25 Mar 10 86 FSS/FSP and QRCs
2010/2011 rating period ends 31 Mar 11 Supervisors
2011/2012 rating period begins 01 Apr 11 All
Complete 2010/2011 GS & WG Appraisals 15 Apr 11 Supervisors
Spreadsheets/Certification of Funds Expenditure Forms due to NLT 22 Apr 11 Supervisors/QRCs
86 FSS/FSPC-B by Close of Business
2011/2012 GS & WG performance plans finalized & communicated NLT 30 Apr 11 Supervisors
Communicate 2010/2011 Appraisals NLT 31 May 11 Supervisors
2010/2011 Appraisal effective date 01 Jun 11 86 FSS/FSP & AFPC
*Anticipated to reflect on Pay Date 10 Jun 11
Time-Off Awards effective date 2Jun1l 86 FSS/FSP & AFPC
*Anticipated to reflect on Pay Date 10 Jun 11
Quality Step Increase effective date 86 FSS/FSP & AFPC
*Anticipated to reflect on Pay Date 25 Jun 11
Final Quality Check Review Report Distributed 10 Aug 11 86 FSS/FSP

86 FSS/FSP: Ramstein Civilian HR Flight
QRC: Quality Review Committee

Employees must be on an approved performance plan for a minimum of 90 days to be eligible for an appraisal rating.
No appraisal is required for an employee who is separated or resigns from the Air Force prior to 31 March 2011.
An employee who retires must have an AF Form 860A accomplished only if they are receiving a performance award.

* REMINDER: Please inform employees not to spend cash awards or use Time-Off Awards until after they appear
on their Leave & Earnings Statement. Awarded time-off should be scheduled within 90 calendar days after the
effective date of the award. Employees forfeit any time-off not used within one year from the effective date.
Employees may never convert a TOA to a cash payment. Ref: AFI 36-1004, Chapter 4.

For further information or questions concerning performance management, please contact your servicing Employee
Relations Specialist at DSN: 314-480-7608.
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From the Benefits and Entitlements Service Team (BEST)
Planning for Retirement
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This document contains information that will assist in planning and preparing for retirement. It is
intended for Air Force-serviced civilian employees who receive Full benefits services from the Benefits
and Entitlements Service Team (BEST). Employees who receive Limited services from BEST must
contact their local/servicing Civilian Personnel Section for all matters pertaining to retirement.

Note for CSRS Offset Employees: Throughout this document, references to the “Civil Service
Retirement System (CSRS)” and “CSRS employees” include CSRS-Offset employees.

Making the Decision
Often, the hardest decision is choosing a date. First, you must determine when you are eligible. Then
you can establish a retirement date and ensure adequate time to prepare for your retirement.

Determining Eligibility

Determining when a civilian employee can retire is complicated -- not all service included in your service
computation date for leave (SCD-Leave) is creditable towards retirement. Examples of service that
may not be creditable for retirement include temporary civilian service where only FICA was withheld,
nonappropriated fund (NAF) service, military service for which a deposit may be required, and civilian
service for which a refund of retirement contributions was received. Retired military employees receive
credit for campaign service in their SCD-Leave date for annual leave accrual purposes, but it is not
creditable toward civilian retirement.

To qualify for a Voluntary Optional (immediate, unreduced) retirement, you must meet the age and
service requirements in the following tables. For both CSRS and Federal Employees Retirement
System (FERS) employees, at least 5 years of the total creditable service must be civilian service.
CSRS employees must be subject to CSRS for 1 out of the last 2 years of service before the date of
separation on which the retirement is based, and FERS employees must be covered by FERS on the
day of separation.

FERS CSRS
Age Years of Service Age Years of Service
62 5 62 5
60 20 60 20
Minimum Retirement Age 30 55 30
Minimum Retirement Age 10 (Reduced Benéefit)

FERS employees: Minimum Retirement Age (MRA) is based on the year you were born, as follows:

Year of Birth Your MRA Is: Year of Birth Your MRA Is:

Before 1948 55 1965 56 and 2 months
1948 55 and 2 months 1966 56 and 4 months
1949 55 and 4 months 1967 56 and 6 months
1950 55 and 6 months 1968 56 and 8 months
1951 55 and 8 months 1969 56 and 10 months
1952 55 and 10 months 1970 and after 57

1953 - 1964 56
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Firefighters (FF), Law Enforcement Officers (LEO), and Air Traffic Controllers (ATC) may retire
voluntarily (with an unreduced annuity) under special retirement provisions if they meet the following age
and service requirements:

Firefighters/Law Enforcement Officers:
e CSRS --- Age 50 with 20 years of FF and/or LEO civilian service.

e FERS --- Age 50 with 20 years FF and/or LEO civilian service, or any age with at least 25 years
FF and/or LEO civilian service.

Air Traffic Controllers: Age 50 with 20 years ATC civilian service, or any age with at least 25 years ATC
civilian service. Applies to both CSRS and FERS.

Discontinued Service Retirement (DSR) age and service requirements for both CSRS and FERS
employees: age 50 with 20 years of creditable service, or any age with at least 25 years of service. For
CSRS, the annuity is permanently reduced by 1/6 of one percent for each full month (two percent a year)
under age 55. There is no reduction for FERS employees unless they have a CSRS component. In that
case, the CSRS reduction will be applied to the CSRS component if applicable. DSR is available only to
employees who are separated from employment involuntarily (not for cause).

Voluntary Early Retirement (VERA) age and service requirements for both CSRS and FERS: age 50
with 20 years of creditable service, or any age with at least 25 years of service. For CSRS, the annuity is
reduced by 1/6 of one percent for each full month (two percent per year) under age 55. There is no
reduction for FERS employees unless they have a CSRS component. In that case, the CSRS reduction
will be applied to the CSRS component of the annuity if they are under age 55. VERA is available only if
offered by your local/servicing personnel section due to reduction in force, restructuring, base closure,
etc.

Disability Retirement Service Requirements

CSRS employees must have at least 5 years of creditable civilian service. FERS employees must have
at least 18 months creditable civilian service. There is no age requirement for disability retirement. To be
eligible for disability retirement, employees must be unable to perform the major duties of their assigned
position due to medical condition. If you plan to apply for disability retirement, be sure to review the
disability retirement information at https://gum.afpc.randolph.af.mil/cgi-
bin/askafpc.cfg/php/enduser/std_adp.php?p_faqid=5158.

Civilian Deposit and/or Redeposit

If you owe a deposit for temporary civilian service or a redeposit for service for which retirement
contributions were refunded, BEST can compute an annuity estimate which will help you assess the
benefits or drawbacks of making the deposit or redeposit, as well as provide you with the necessary
paperwork to apply for the deposit/redeposit. If you are within six months of retirement, include the
civilian deposit or redeposit paperwork with your retirement application. OPM will contact you and provide
an opportunity to make the deposit or redeposit. For additional information review “Making Civilian
Service Creditable at retirement” on the AFPC website at https://gum.afpc.randolph.af.mil and keyword
search 5087.

Non-Foreign Area Retirement Equity Assurance (NAREA) Deposit

If you were working outside the contiguous 48 states, and are separating on an immediate retirement
between 3 Jan 10 and 31 Dec 12, and received Cost of Living Allowances (COLAS) in lieu of locality
adjustments, you may be eligible to elect to credit a portion of your COLA as basic pay for retirement.

The difference between COLA and locality pay is that COLA is not subject to Federal income or payroll
taxes, and is not included in basic pay. Locality pay is taxed and is included in basic pay and the
computation of the high-3 average salary.

To receive credit for retirement purposes, you must request to make a deposit, at retirement, to pay the
difference in the COLA that may be credited as basic pay. Non-foreign areas that may elect to pay a
deposit for retirement purposes include: Alaska, Hawaii, America Samoa, Puerto Rico, Northern Mariana
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Islands, Howland, Baker, and Jarvis Islands, Kingman Reef, Midway Atoll, Navassaa Island, Palmyra
Atoll, Guam, Virgin Islands, Wake Atoll, and All small Guano Islands. Additional information is available
on the AFPC website at https://gum.afpc.randolph.af.mil and key word search 14037 or on the OPM
website at http://www.opm.gov/oca/Cola/FAQsCOLAtoLocality.pdf.

Commencing Date of Annuity
Whether you are CSRS or FERS, please keep in mind that your “retirement effective date” is your last day
as an active Federal employee.

If you retire voluntarily under CSRS, you can set your retirement effective date for the first, second, third
or last day of the month and your annuity will begin to accrue the following day. If you retire any other day
of the month, your annuity will not begin to accrue until the first day of the following month. For example,
if Xour retirement effective date is April 3", your annuity will begin to accrue April 4™. If you retire on April
4™ you annuity will begin to accrue May 1% If you retire on April 20", your annuity will begin to accrue
May 1*. It does not matter if your retirement effective date falls on a Saturday, Sunday, or a holiday.

Employees retiring voluntarily under FERS have different rules. Under FERS, the annuity begins to
accrue the first day of the month after your retirement effective date. For example, if you retire on
October 2", your annuity begins to accrue on November 1%. If you retire on May 15", your annuity
begins to accrue June 1*. The most advantageous retirement effective date for FERS is the last day of
the month — your annuity will begin to accrue the next day.

If retiring under Discontinued Service Retirement (DSR) provisions due to involuntary separation (for
reasons beyond your control), the annuity will begin to accrue the day after separation from employment if
you are FERS. For CSRS, the annuity begins to accrue on the earlier of the day after separation from
employment, or the day after pay ceases and the employee meets the age and service requirements for
DSR.

If retiring under disability provisions, you can choose to have the annuity begin to accrue on the day after
pay ceases and you meet the minimum service requirements, or the day after separation from
employment. This applies to both CSRS and FERS.

Designation of Beneficiary Forms

If you previously completed beneficiary forms, now is a good time to take a look at who you have
designated to receive your death benefits and complete new forms, if necessary, to ensure they reflect
your wishes and contain the current addresses of your designated beneficiaries. All beneficiary forms on
file at the time of retirement will continue to be valid after retirement (with the exception of Unpaid
Compensation).

The forms may be obtained from the Office of Personnel Management (OPM) Designations of Beneficiary
web page at www.opm.gov/insure/life/beneficiary/designate.asp.

SF 2823, Designation of Beneficiary, Federal Employees’ Group Life Insurance (FEGLI)

SF 2808, Designation of Beneficiary (CSRS employees only)

SF 3102, Designation of Beneficiary (FERS employees only)

SF 1152, Designation of Beneficiary - Unpaid Compensation of Deceased Civilian Employee
TSP-3, Thrift Savings Plan Designation of Beneficiary (available on TSP website at
www.tsp.gov/forms/index.html)

Direct Deposit of Annuity Payments

Annuity payments must be directly deposited into your bank account via electronic funds transfer (EFT).
When you retire, your current EFT/direct deposit information will flow from your payroll office to OPM, and
your annuity payments will be deposited into the same bank account as your current salary. If you plan to
change banks in conjunction with retirement, you should consider setting up the new account and
changing your direct deposit information with payroll at least one month prior to retirement via the
Defense Finance and Accounting Service (DFAS) "myPay" website (https://mypay.dfas.mil/mypay.aspx)
or by submitting an SF 1199A (Direct Deposit Sign-Up Form) to your local payroll office.

If you have less than one month to retirement, we recommend you make no changes to your bank
account until after you receive your Civil Service Annuity (CSA) number from OPM. At that time, you may
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mail SF 1199A to OPM to have your annuity payment deposited into a different account. OPM will also
mail you a four-digit personal identification number (PIN) when they finalize your retirement. Once you
have both your CSA number and PIN, you may make direct deposit changes electronically via the OPM
Services Online website or the OPM automated phone system. Whether you change your direct deposit
information manually or electronically, make sure you provide the correct bank routing number, and
remember not to close the old account until you are sure your annuity payment is being deposited into the
new account.

Both CSRS and FERS retirement applications now contain a section for direct deposit information. Fill
out this section, but we recommend you follow the advice above and not change banks at the same time
you retire or your annuity payments may be delayed.

Federal Employee Dental and Vision Insurance Program (FEDVIP)

If you are enrolled in FEDVIP, you may take it with you into retirement. There is no 5-year enroliment
requirement as there is with FEHB. You will need to contact BENEFEDS approximately one week prior to
your retirement effective date to advise that you are retiring. Call BENEFEDS at 1-877-888-3337, TTY 1-
877-889-5680. This will speed up the process of having the premiums deducted from your retirement
pay. Inthe meantime, if you receive a direct bill from BENEFEDS for premiums, be sure to mail the
requested payment in order to avoid possible cancellation of your FEDVIP coverage.

If you are not enrolled in FEDVIP, you may enroll after retirement as an annuitant, during the annual
Open Season.

Additional information is available on the OPM website at www.opm.gov/insure/dental/chooseindex.asp.

Federal Employees Health Benefits (FEHB)

You will be eligible to carry Federal Employees Health Benefits (FEHB) into retirement if you are (1)
eligible to receive an immediate annuity, (2) are insured on the date of retirement (or covered as a family
member under the FEHB program), and (3) have been covered for the 5 years of service immediately
preceding retirement or since your first opportunity to enroll. If you were covered by CHAMPUS or
TRICARE during the 5-year period immediately preceding retirement or since your first opportunity to
enroll in an FEHB plan, you will be eligible to carry FEHB into retirement as long as you are enrolled in an
FEHB plan and the effective date of enroliment is before your retirement effective date. If you meet
these requirements, your health insurance coverage will automatically roll over into retirement without any
additional forms to be completed on your part.

If you want to cancel health insurance at retirement, complete an SF 2809 (Health Benefits Election
Form) canceling your coverage and send it to BEST with your retirement application package. Mark Part
F on the SF 2809 indicating you wish to cancel your enrollment, and sign in Part H. Note: Canceling
FEHB at retirement could cause you to lose entitlement to future FEHB coverage.

If you want to suspend your FEHB coverage during retirement so that you may use TRICARE, TRICARE
For Life (enrollees over age 65 with Medicare parts A and B), or CHAMPVA coverage, contact OPM'’s
Retirement Information Office (1-888-767-6738) after you receive your CSA number to request a
suspension form (Rl 79-9). Complete and return the form to OPM; be sure to include your CSA number.
On the suspension form you'll specify the date you wish your FEHB enroliment suspended -- this should
be the date immediately prior to the effective date of your coverage under TRICARE, TRICARE For Life,
or CHAMPVA, which should not be prior to the effective date of your retirement. You will also have to
provide evidence of your eligibility for TRICARE, TRICARE For Life, or CHAMPVA, a copy of your
Uniformed Services Identification card, and if over age 65, a copy of your Medicare card showing
enroliment in both Medicare Parts A and B (required for TRICARE For Life), and if enrolling in CHAMPVA,
a copy of your CHAMPVA Authorization Card (A-card). If OPM receives the signed form and eligibility
documentation within 31 days before to 31 days after the date you designate to suspend your FEHB
coverage, they’ll suspend your FEHB coverage on the designated date. Otherwise, they’ll suspend your
FEHB coverage at the end of the month in which they receive the form and eligibility documentation. The
timing of FEHB suspension and coverage under TRICARE, TRICARE Form Life, or CHAMPVA can be
tricky. We recommend you read OPM’s Frequently Asked Questions on this subject, located at
www.opm.gov/insure/health/fag/tricare.asp. If you elect to suspend your FEHB coverage, you are entitled
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to re-enroll in FEHB during an Open Season, or immediately if you are involuntarily disenrolled from the
non-FEHB coverage.

As a Federal retiree, the cost of health insurance remains the same as if you were a current employee;
i.e., the government pays approximately 2/3 of the total cost, and you pay approximately 1/3. However,
your share of the premium will be deducted on a monthly basis instead of bi-weekly. You will have the
same privileges as a current employee in making changes during Open Season and qualifying life events.
OPM notifies retirees of Open Seasons. After retirement, Medicare is the primary payer when you reach
age 65 and FEHB is secondary.

If your spouse is covered under your FEHB enrollment as a family member, he/she will be eligible to
continue FEHB coverage after your death only if you elect to provide a survivor annuity at the time of
retirement. However, if your spouse is also a Federal employee, he/she may pick up FEHB coverage
within 60 days of loss of coverage due to your death. If your spouse is a Federal retiree who met the
requirement of being covered under your enrollment for 5 years preceding his/her retirement or since first
opportunity, he/she may pick up FEHB coverage under his/her own retirement within 60 of loss of
coverage due to your death.

Premium Conversion. Once you retire, you are no longer eligible for premium conversion, which is a
provision of the law that allows your FEHB premium to be deducted from salary before-tax.

Exception: Section 845 of the Pension Protection Act of 2006 added a new Section 402(l) to the Internal
Revenue Code, effective 1 Jan 07. If you are a “public safety officer,” i.e., a law enforcement officer,
firefighter, chaplain, or a member of a rescue squad or ambulance crew, this provision allows a limited
premium conversion tax advantage after retirement. These retirees can exclude, from their gross income,
distributions from eligible retirement plans that are directly used to pay qualified long term care insurance
premiums or health insurance premiums. The annual maximum exclusion is $3,000. As a result, retired
public safety officers whose CSRS or FERS annuity payments include a direct premium payment to a
long term insurance carrier or a health insurance carrier may self-identify eligibility for, and self-report, the
tax exclusion to the IRS. Refer to IRS Publication 721, “Tax Guide to U.S. Civil Service Retirement
Benefits,” at http://www.irs.gov/publ/irs-pdf/p721.pdf, for additional information on this limited tax
advantage. You should also confer with a qualified tax advisor.

Federal Flexible Spending Account (FSAFEDS) Program

Enrollment in the FSA program terminates as of the date of your retirement. There are no extensions.
You cannot carry your FSA account(s) with you into retirement. If you retire before the end of the Benefit
Period, the balances in your Health Care FSA or Limited Expense (LEX) Health Care FSA, and
Dependent Care FSA are treated differently, as follows:

Health Care FSA or LEX Health Care FSA: If there are funds left in your account, you may still submit for
reimbursement any health care expenses incurred prior to the date of retirement. Claims for these
expenses must be submitted by 30 Apr of the year following retirement. Unused funds in the account at
the end of the Benefit Period are forfeited. On the other hand, if you have used the entire elected amount
before it has been fully deducted from your salary, you are not responsible for the remaining allotments.

Dependent Care FSA: You can continue to use the remaining balance to pay for eligible dependent care
expenses until the end of the Benefit Period or until your account balance is used up, whichever comes
first. Claims must be submitted by 30 Apr of the year following retirement. Unused funds in the account
at the end of the Benefit Period are forfeited.

Income Tax

OPM will automatically withhold Federal tax from your annuity at the rate you established as an
employee. After your annuity is established and you receive your Civil Service Annuity (CSA) number
and PIN from OPM, you may change the withholding rate electronically by accessing the OPM Services
Online Website or calling the OPM automated phone system. Or, if you choose, you may fill out and malil
a Form W-4P to OPM (be sure to write your CSA number on it).

If prior to retirement you know that you want to have Federal income tax withheld at a different rate than
currently withheld from your salary, you may submit with your retirement application or, at least one
month prior to your retirement effective date, a Form W-4 to your local civilian pay office, or change your
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withholding via the DFAS “myPay” website. Use the OPM Federal income tax calculator at
www.opm.gov/retire to estimate the amount of Federal income tax to withhold. You'll need to know the
approximate amount of your gross monthly annuity.

If you'll be receiving a large lump sum payment for annual leave when you retire, you should consider its
effect on your tax liability. Taxes are applied to lump sum payments in the year in which you receive the
money. For example, an employee retiring September 30th could incur a larger tax burden by collecting
almost a full year’s salary plus a large lump sum payment for unused annual leave plus retirement pay.
IRS Publication 721, which may be obtained free of charge by calling 1-800-Tax-Form (829-3676) or
online at www.irs.gov/publications/index.html, explains how your annuity is taxed.

OPM does not automatically withhold State income tax. However, OPM has agreements with some
states to allow the voluntary withholding of State income taxes from annuity payments. OPM currently
has tax withholding agreements with Arizona, Arkansas, California, Colorado, Connecticut, Delaware,
Georgia, ldaho, Indiana, lowa, Louisiana, Maine, Maryland, Michigan, Minnesota, Mississippi, Missouri,
Montana, Nebraska, New Jersey, New Mexico, North Carolina, Ohio, Oklahoma, Oregon, Rhode Island,
South Carolina, Utah, Vermont, Virginia, Washington D.C., West Virginia, and Wisconsin. To view for
yourself, go to www.opm.gov/retire/annuity/tax/taxlist.asp. If your state participates in the voluntary
withholding program, you may use OPM Services Online to have state taxes withheld from your annuity
payment (after receipt of your CSA and PIN numbers), or call the OPM automated phone system. If your
state does not participate in the voluntary withholding program, you will need to contact your state for
information regarding taxation of your annuity. You may be able to submit the state equivalent of Form
W-4P to set up state tax withholding.

Life Insurance

You will be eligible to carry Federal Employees Group Life Insurance (FEGLI) into retirement if you are (1)
eligible to receive an immediate annuity, (2) insured on the date of retirement, and (3) have been covered
for the five years of service immediately preceding retirement or since your first opportunity to enroll. The
eligibility requirements apply to both Basic and Optional insurance.

When you submit your retirement application, you will need to determine how much of your current life
insurance coverage you want to take into retirement. You must continue Basic life insurance in order to
keep any of your Optional insurance. You cannot elect more coverage than you already have. You will
also need to determine how much insurance you wish to retain after you are age 65 and retired. There
are three levels of coverage for Basic: 75% reduction, 50% reduction, and no reduction. If you elect to
continue Optional coverage, you will be able to choose from two levels of coverage for your Option B and
Option C. There is no choice for Option A - it will reduce automatically once you are retired and age 65,
and then is free. Before making these important decisions, be sure to review the FEGLI Handbook and/or
the FEGLI Program Booklet (FE 76-21) for additional details on continuing life insurance coverage into
retirement. Links to both publications are on the OPM Life Insurance web page at
www.opm.gov/insure/life.

If you have life insurance coverage when you retire, you will need to complete SF 2818 (Continuation of
Life Insurance Coverage as an Annuitant or Compensationer) to document your decisions and include
with your retirement application package.

Long Term Care Insurance

Why Long Term Care (LTC) insurance? With this type of coverage you can have peace of mind, knowing
you have benefits to help maintain your financial and personal independence if one day you are unable to
care for yourself. Before retiring, you, your spouse, domestic partner, or your children may want to
consider applying for LTC insurance. As a current employee, your parents, stepparents, and parents-in-
law are also eligible to apply for coverage. After retirement, your parents are no longer eligible family
members. Also, if you die after retirement your surviving spouse may apply for LTC insurance only if
he/she is receiving a survivor annuity or who have received a basic employee death benefit. You and
your eligible family members will be subject to full underwriting which consists of numerous health-related
guestions and may also include a review of your medical records and/or a personal interview. Apply now
for LTC while you are healthy. For more information on the LTC insurance program, go to the OPM Long
Term Care website at www.opm.gov/insure/ltc, or the LTCFEDS website at www.ltcfeds.com.
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If you are enrolled in LTC insurance, your coverage will automatically continue into retirement as long as
you continue to pay the premiums. If you are currently paying LTC insurance premiums by payroll
deduction, you must arrange to pay premiums another way - either by deductions from your annuity,
through automatic bank debit, or direct bill. Deduction of LTC premiums will not automatically transfer to
the retirement system. You must contact LTC Partners at 1-800-LTC-FEDS (1-800-582-3337, option #3)
(TTY 1-800-843-3557) to let them know when you are retiring and make these arrangements. If you
choose to have premiums deducted from your retirement annuity, LTC Partners will work with OPM to set
up the deduction. The premium cannot be deducted while you are in receipt of interim retirement pay, so
LTC Partners will bill you directly during that time. Once OPM finalizes your annuity payments, LTC
Partners will start deducting premiums from your annuity. While receiving interim retirement pay, it is
important for you to promptly pay the direct bills received from LTC Partners in order to avoid cancellation
of your coverage.

If you are a “public safety officer,”, i.e., a law enforcement officer, firefighter, chaplain, or a member of a
rescue squad or ambulance crew, Section 845 of the Pension Protection Act of 2006 added Section
402(1) to the Internal Revenue Code, effective 1 Jan 07. This provision allows a limited premium
conversion tax advantage for certain annuitants who are retired public safety officers. They can exclude,
from their gross income, distributions from eligible retirement plans that are directly used to pay qualified
long term care insurance premiums or health insurance premiums. The annual maximum exclusion is
$3,000. As a result, retired public safety officers whose CSRS or FERS annuity payments include a direct
premium payment to a long term insurance carrier or a health insurance carrier may self-identify eligibility
for, and self-report, the tax exclusion to the IRS. Refer to IRS Publication 721, “Tax Guide to U.S. Civil
Service Retirement Benefits,” at http://www.irs.gov/publ/irs-pdf/p721.pdf, for additional information on this
limited tax advantage. You should also confer with a qualified tax advisor.

Lump Sum Payment for Annual Leave

If you retire before the end of the leave year, you will receive a lump sum payment for all accrued annual
leave. If you retire after the end of the leave year, the lump sum payment is limited to the amount carried
over (a maximum of 240 hours for most employees), plus any leave you earn in the new leave year. For
example, the 2010 leave year ends on 1 Jan 11. If you retire on or before 1 Jan 11 you'll receive pay for
your entire balance of annual leave. If you retire after 1 Jan 11, the lump sum payment will be based on

your annual leave balance after it has been reduced for any hours over the maximum carry-over amount.
(For planning, the 2011 leave year ends on 31 Dec 11 and 12 leave year ends on 12 Jan 13.)

Military Deposit
If you have honorable military service performed after 1956 and are CSRS, the following rules apply to
you:

o [ffirst covered by CSRS prior to 1 Oct 82, you will receive full credit for your active duty service
without a military deposit. However, if you choose not to pay the deposit and will be eligible for
Social Security at age 62, then at age 62 OPM will exclude credit for the military service and
recompute your annuity downward (even if you don’t apply for Social Security).

o [ffirst covered by CSRS after 30 Sep 82, a deposit is necessary to receive credit for your military
service for both retirement eligibility and annuity computation.

If you have honorable military service performed after 1956 and are FERS, a deposit is necessary to
receive credit.

Deposits for military service after 1956 have to be paid in full to your payroll office prior to retirement, or at
the latest, by the time OPM completes final adjudication of your application for retirement if a military
deposit account was established prior to retirement. If you are retired military, the military service used
toward your military retirement is not creditable toward civilian retirement unless you waive your military
retirement pay and make a deposit for the service. Exception: If you are receiving military retired pay
that was awarded due to a service connected disability incurred in combat with the enemy; or an
instrumentality of war incurred in the line of duty during a period of war; or under the provisions of 10
U.S.C. granting retired pay to members of a reserve component of the United States. This applies to both
CSRS and FERS employees.
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Permanent Address

When you retire, your current address information will flow from payroll to OPM. This is the address
currently in the payroll system, and where you receive your Leave and Earnings Statements and W-2
forms (if they are mailed to you). OPM will send your retirement information, including your Civil Service
Annuity (CSA) number and PIN, to this address. If you plan to move when you retire and already know
your new address, we suggest you change your address with payroll at least one month prior to
retirement via the DFAS “myPay” website (https://mypay.dfas.mil/mypay.aspx) or via your local civilian
payroll customer service representative. If you aren’t sure of your new address, you might consider
obtaining a post office box or using the address of a trusted relative or friend. Whatever option you
choose, we recommend that you not move or change your mailing address until after you receive your
CSA number and PIN from OPM. The Post Office will not forward any correspondence from OPM. If
OPM is unable to contact you, it will delay the processing of your retirement annuity.

Retirement Counseling

If you are within one year of retirement, you need to contact a BEST benefits counselor to obtain
individual retirement counseling and receive information about the retirement process. Employees
located in the United States can reach a benefits counselor by calling toll-free 1-800-525-0102. If located
in a foreign area, you'll first dial a toll-free AT&T Direct Access Number for the country you are in, then
800-525-0102. When the phone system answers, press 2 for civilian employees, then 2 for BEST
benefits and entitlements, and follow the prompts. When you reach the benefits and entitlements main
menu, press 2 for retirement, then zero to transfer to a counselor. AT&T Direct Access Numbers can be
obtained on the web at http://www.usa.att.com/traveler/index.jsp.

Hearing impaired employees with access to Telephone Device for the Deaf (TDD) equipment may contact
a BEST benefits counselor by calling our toll-free TDD number: 1-800-382-0893, or commercial 565-
2276 within San Antonio, Texas (area code 210).

You should also review OPM'’s brochure “Thinking About Retirement” (Rl 83-11). It can be found on the
OPM Web site at www.opm.gov/retire/pubs/pamphlets/index.asp, under Other Retirement Publications.

Retirement Estimate

We recommend you obtain a retirement annuity estimate at least one year before your planned retirement
date. This will assist in making some key retirement decisions and help you plan more effectively for
retirement. You may obtain an annuity estimate(s) by using the Employee Benefits Information System
(EBIS) web application or the BEST automated phone system. However, the annuity calculations under
both systems contain certain assumptions that may make the annuity estimates inaccurate for some
employees. If you have non-appropriated fund (NAF) service, part-time service, civilian temporary
service, civilian service for which you took a refund of your retirement contributions, or post-1956 military
service for which you have not made a deposit, you will need to contact a BEST benefits counselor to
obtain an annuity estimate.

Within EBIS, you may obtain estimates by clicking on the “My Benefits” icon or the “Calculators” icon.
“My Benefits” provides an estimate that assumes you have no outstanding deposits, redeposits, or
military service deposits. It also uses an assumed high-3 average salary, based on a percentage
(ranging from 94% to 100%) of your annual basic pay. However, if you'd like to specify your retirement
effective date, high-3 average salary, amount of sick leave (where applicable), Federal income tax rate,
amount of survivor benefit for your spouse, and health and life insurance information, then click the
“Calculators” icon and select the “Advanced Retirement Estimate.” A calculator is also available for
estimating your high-3 average salary.

If you use the BEST automated phone system and select the real-time/on-line annuity estimate option,
the system will use your current salary as your high-3 average salary unless you input a different figure.

If you don't wish to calculate the high-3 average salary yourself, this may help you arrive at an assumed
high-3 average salary: If your projected retirement date is 3 years or more from January 1 of the current
year, you can use your current salary, including locality pay as your high-3 salary. If your projected
retirement date is less than 3 years from January 1 of the current year, a percentage of your current
salary should be used. We suggest using 94% of your current annual salary if your retirement date is
within 3 - 5 months; 95% if within 6 - 9 months; 96% if within 9 - 12 months, 97% if within 12 - 20 months;
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98% if within 21 - 29 months, and 99% if within 30 - 35 months. This recommendation is based upon an
assumption that the only pay increases during the last three years were annual pay adjustments. If you
were promoted, or if you received some other type of salary increase within the last three years, you
should reduce the percentage you use.

Firefighters, law enforcement officers, air traffic controllers, retired military employees combining their
service, and employees who transferred to FERS will need to use the EBIS web application to obtain an
estimate. Do not use the BEST phone automated system.

If you receive a retirement estimate from EBIS or the BEST phone system and you are within one year of
retirement, we recommend that you discuss the estimate with a benefits counselor. To speak with a
benefits counselor, call 1-800-525-0102. Press 2 for civilian employees, then 2 for BEST benefits and
entitlements, and follow the prompts. After entering your SSN and BEST PIN and verifying your current
phone number, the system will voice the benefits main menu. Listen carefully. Press 2 for retirement,
then press zero to transfer to a counselor.

For CSRS Offset employees. Your retirement is computed the same as for employees under full CSRS.
If you retire before age 62, you'll receive the full CSRS annuity. However, if you become eligible for a
Social Security benefit at age 62, OPM will reduce (offset) your CSRS benefit by an amount equal to the
Social Security benefit based on your CSRS Offset years of service. If you retire after age 62, the CSRS
annuity reduction will be made when you retire. The thing to remember is that you'll still receive nearly
the same amount but it will come from two sources, CSRS and Social Security.

For additional information on retirement estimates, please review the information available on the BEST
website at https://gum.afpc.randolph.af.mil/cgi-bin/askafpc.cfg/php/enduser/std_adp.php?p_faqid=13028.

Retirement Forms

A list of retirement forms, including the application, SF 1199A, SF 2818, W-4P and others, is available at
http://gum.afpc.randolph.af.mil/cgi-bin/askafpc.cfg/php/enduser/std_adp.php?p_faqid=5093. Links to the
forms are included.

If you are planning to file for disability retirement, see instead the information and retirement forms list at
https://gum.afpc.randolph.af.mil/cgi-bin/askafpc.cfg/php/enduser/std_adp.php?p_fagid=5098.

Retirement Application Process
After you have received retirement counseling and have decided on a date to retire, the next step is to
complete your retirement application package.

Retirement applications are accepted and processed whenever received; however, because of the large
number of retirement applications received and processed each month, you should submit your
retirement package to BEST at least 90 days before the effective date. (Exception: Air Reserve
Technicians (ART) reaching high year tenure (HYT), mandatory separation date (MSD), or those being
separated due to non-dual status (NDST) who wish to retire under discontinued service retirement (DSR)
provisions should wait to submit their retirement application package after receipt of both the Notice of
Proposed Separation and the Notice of Decision to Separate.)

After completing the retirement forms and attaching all necessary documentation, make a copy for your
personal records and mail the original package, with original signatures, to BEST at this address:
AFPC/DPIRB, 550 C Street West Ste 57, Randolph AFB TX 78150-4759. When the retirement package
arrives, we'll send you a letter confirming receipt. After thoroughly reviewing your personnel records and
the retirement package, we’'ll send you another letter confirming your eligibility to retire and notifying you
of any missing or incomplete documents, if applicable. We will also provide an annuity estimate and a
copy of your Certified Summary of Federal Service. Upon completion of our portion of the retirement
processing, we will forward your retirement package to your servicing DFAS payroll office approximately
14 days prior to your retirement date. After your retirement effective date, we will send you a
congratulatory letter advising your retirement package has been forwarded to DFAS, along with the
employee copy of the retirement SF 50 (Notification of Personnel Action). DFAS will complete their
portion and forward your retirement package to OPM within 30 days of your retirement date.

Upon receipt of your retirement application, OPM will send you a Civil Service Annuity (CSA) retirement
identification number, beginning with the letters “CSA.” You must reference this number when writing or
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calling OPM about your retirement application. Also, once you have received your CSA number, OPM
becomes your personnel office. This means that you will address all future questions regarding your
retirement, health insurance, and life insurance to OPM. Responsibility for processing and final approval
of your application for retirement rests with OPM.

When OPM finalizes your retirement, they will send you a four-digit personal identification number (PIN)
which you’ll need to access your retirement account via their Services Online website,
https://www.servicesonline.opm.gov, or their automated phone system (1-888-767-6738, TDD 800-878-
5707).

Retiree Payment Schedule / Interim Pay

After clearly establishing your entitlement to an annuity, OPM will authorize recurring interim annuity
payments to provide you with income until the processing of your retirement is finalized. Interim
payments generally equal approximately 60 to 80 percent of the regular monthly annuity payment, but can
be less if you owe a redeposit for refunded service or you have service for which you have not paid a
deposit. If BEST receives your retirement package 30 or more calendar days prior to your retirement
effective date, you can expect to begin receiving interim annuity payments approximately 6 to 8 weeks
after the effective date of your retirement, provided the application package is fully complete and your
service time is easily verifiable.

Although only Federal income tax is withheld from interim pay, your health and life insurance coverage
will continue (if eligible). On finalizing your retirement, OPM will provide you an annuity statement and
other informational materials concerning your retirement benefits. You'll receive a full annuity payment
and any retroactive amounts not paid during the interim pay cycle. Health and life insurance premiums
for the period on interim pay will also be deducted from this payment, as well as other appropriate
deductions.

Sick Leave Credit

Employees receive credit for their sick leave balance in the computation of the annuity. The unused sick
leave is converted to months/years of service and added to your total service for annuity computation
purposes. For conversion examples and a sick leave chart, click this link:
http://gum.afpc.randolph.af.mil/cgi-bin/askafpc.cfg/php/enduser/std_adp.php?p_faqid=5901.

FERS employees, who retire on an immediate annuity between 28 Oct 09 and 31 Dec 13, will receive
credit for 50 percent of their unused sick leave. FERS employees who retire on an immediate annuity on
or after 1 Jan 14 will receive credit for all of their unused sick leave. However, FERS employees who
have a CSRS component, only sick leave not included in the CSRS portion of the annuity will be available
for computation of the FERS portion of the annuity.

Social Security Benefits

If you will be eligible to receive Social Security benefits based on your spouse’s Social Security earnings,
it is important to remember that some or all of your Social Security spousal benefit may be offset if you
have a Government pension from work not covered by Social Security -- this is called the Government
Pension Offset (GPO). The GPO does not apply if you were automatically covered by FERS or CSRS
Offset, or you elected to transfer to FERS during the 1987 FERS Open Season. However, if you elected
to transfer to FERS upon rehire or during the 1998 FERS Open Season, you must be covered by FERS
for at least 5 years to avoid the GPO.

A different formula is applied if you receive a Federal pension and are eligible for Social Security benefits
based on your own earnings. This reduced benefit is called the Windfall Elimination Provision (WEP).
Additionally, if you are a CSRS Offset employee, your annuity will be reduced (offset) when you become
eligible for Social Security. The offset is applied when the basic requirements for Social Security are met
(usually at age 62), even if you do not apply for Social Security.

If you are eligible for Social Security benefits, or if your annuity will be affected by Social Security benefits,
you should submit a Request for Social Security Statement (Form SSA-7004) to your local Social Security
Office, submit it online, or mail it to the Social Security Administration (SSA) address on the form. The
SSA will provide you a free statement of information on eligibility for Social Security benefits and
estimates of benefits you may be eligible for now and in the future. You may also obtain forms and other
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information about your Social Security benefits or the effect thereof, by calling 1-800-SSA-1213, or visiting
the Social Security Administration Web site at www.ssa.gov.

Survivor Benefits

An important part of retirement planning is considering the benefits you would like to provide for your
spouse if you die after retiring. You can elect to leave your spouse a full, partial, insurable interest,
combination current/former spouse survivor annuity, or no survivor annuity. If you are CSRS or CSRS
Offset, a full survivor annuity is 55% of your full annuity base. If you are FERS, a full survivor annuity is
50% of your full annuity base. Additionally, you should consider the effect of any court order upon your
annuity. If you have self and family health insurance coverage as a retiree, your surviving spouse may
keep the health insurance coverage only if you elect to provide a survivor annuity at retirement. Spouse
consent is required on all less-than-full and no survivor benefit elections.

Thrift Savings Plan (TSP) Withdrawal

If your vested TSP account balance is less than $200 when you retire, your account will automatically be
paid directly to you in a single payment. Otherwise, there is no requirement to withdraw your TSP
account immediately after retirement -- unless you are already 70% years of age. You should begin to
familiarize yourself with the various TSP withdrawal options at least six months to one year before
retirement. Some of the options available after retirement include:

e Leave your money in your TSP account.

¢ Make a one-time partial withdrawal in a single payment, leaving the remainder in the account to
be withdrawn later.

¢ Make a full withdrawal by any one, or any combination, of the following methods, any combination
of which is called a “mixed withdrawal":

0 A single payment of entire account.
0 A series of monthly payments
o0 Alife annuity (there are several types)

Payments to you can be deposited directly into your checking or savings account by means of electronic
funds transfer (EFT). You may be able to have the TSP transfer all or part of any single payment or, in
some cases, a series of monthly payments, to a traditional IRA, eligible employer plan or Roth IRA. You
must pay tax on the amount you transfer to a Roth IRA.

When you are ready to withdraw your TSP account, you'll need to notify the TSP. You can request either
a partial or a full withdrawal through the TSP website (www.tsp.gov), under Account Access, or you can
use paper forms. To request a partial withdrawal, use Form TSP-77 (Request for Partial Withdrawal
When Separated); to make a full withdrawal, complete Form TSP-70 (Request for Full Withdrawal).

If you use the TSP website (Account Access) to request your withdrawal, you may not be able to fully
complete the request online. For example, married FERS participants cannot complete a request for a
partial withdrawal because they need their spouse’s consent for the withdrawal. If you request a full
withdrawal and your account balance is more than $3,500, your spouse must waive his or her right to the
prescribed annuity. Also, you will not be able to complete a request for a transfer to a traditional IRA,
eligible employer plan or Roth IRA because it requires certification from your financial institution or plan.
However, in these types of situations, you can use the TSP website to print out your partially completed
form, obtain any necessary signatures, information, or documentation, and mail or fax the form to TSP.

Do not submit requests for withdrawal to BEST or your local civilian personnel section. Only the TSP
Service office can process a withdrawal request. After you leave Federal service, the TSP Service Office
will be your primary contact for information about your TSP account and your withdrawal.

Don’t wait until you are ready to retire to check out your withdrawal options. Start now by carefully
reading the TSP booklet “Withdrawing Your TSP Account After Leaving Federal Service.” It's available
on the TSP website at www.tsp.gov/forms/tspbk02.pdf. It's important to study this booklet before making
any withdrawal decisions in order to avoid tax penalties for early withdrawal, etc. You may even want to
obtain the assistance of your tax accountant. See the tax notices “Important Tax Information About
Payments From Your TSP Account” (www.tsp.gov/forms/octax92-32.pdf), and “Important Tax Information
About Your TSP Withdrawal and Required Minimum Distributions” (www.tsp.gov/forms/oc97-17.pdf).
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As mentioned above, there is no requirement to withdraw your TSP account until age 70%. However, if
you plan to withdraw funds immediately after retirement, you (and your spouse, if applicable) should sign
and mail the applicable forms to the TSP Service Office no earlier than 30 days after the effective date of
your retirement. If signed, dated, and mailed before your retirement information is received by TSP, TSP
will not accept them.
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All Air Force-serviced appropriated fund civilians applying for disability retirement may utilize this
document to determine which forms they need to apply for disability retirement. However, only those
who receive Full benefits services from the Benefits and Entitlements Service Team (BEST) may
contact a BEST benefits counselor for assistance. Limited service employees must contact their local
or servicing Civilian Personnel Section for advice and assistance, and for retirement processing.

To file for disability retirement you must complete both the disability retirement application and the
application for immediate retirement. Please choose from the list below based on your retirement
coverage: Civil Service Retirement System (includes CSRS and CSRS Offset employees) or Federal
Employees Retirement System (FERS). The forms can be obtained from your unit forms
representative or from the Office of Personnel Management (OPM) website, via the links below. You
will need Adobe Acrobat Reader to open the forms, which should not be a problem if using a
government computer. Also, most of the Adobe forms are fillable online but you will need to print if
you wish to save the information entered.

When you have completed your portion of the retirement package, submit it to your local or servicing
Civilian Personnel Section. (Be sure to keep a copy for your records.) Upon completion of their
portion, the personnel section will mail the retirement package to BEST if you are a Full service
employee. When the package arrives, we will send you a letter confirming receipt.

BEST benefits counselors are available Monday through Friday, 7:00 a.m. to 4:00 p.m. Central Time,
to assist if you have questions. Instructions on how to reach a counselor are listed on page 5.

After the list of forms, additional information is provided concerning application for Social Security
benefits and withdrawal of your Thrift Savings account.
Required Disability Retirement Forms
for Civil Service Retirement System (CSRS) and
Federal Employees Retirement System (FERS)
SF 3112, Documentation in Support of Disability Retirement Application,
www.opm.gov/forms/pdf_fill/sf3112.pdf. The following parts must be completed, as applicable:
e SF 3112A — Applicant’s Statement of Disability
e SF 3112B — Supervisor’'s Statement
e SF 3112C - Physician Statement (include physician report with retirement package)

e SF 3112D — Agency Certification of Reassignment and Accommodation Efforts (include with
retirement package — your Civilian Personnel Office will fill out)

FERS and CSRS Offset employees must also submit:
e Social Security application receipt or award notice (see information on page 4)

o Federal Medical Evidence of Record (FEDMER) Social Security Disability Eligibility
Statement; at www.opm.gov/retire/pubs/bals/2007/07-104.asp, click on Attachment 1.

CSRS and CSRS Offset employees should read the brochure “Information About Disability
Retirement-CSRS,” located at www.opm.gov/forms/pdfimage/sf3112-1.pdf. FERS employees should
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read the brochure “Information About Disability Retirement-FERS,” located at
www.opm.gov/forms/pdfimage/sf3112-2.pdf.
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Required Basic Retirement Forms

CSRS

FERS

SF 2801, Application for Immediate Retirement
www.opm.gov/forms/pdf_fill/SF2801.pdf

The SF 2801 contains the following parts which
must be completed, as applicable:

Schedules A, B, and C
SF 2801-2, Spouses Consent to Survivor
Election

The SF 2801 also contains the following parts
which you do not need to complete; BEST will
complete them:

Certified Summary of Federal Service
Agency Checklist of Immediate Retirement
Procedures

Instructions are included with the form.

SF 3107, Application for Immediate Retirement
www.opm.gov/forms/pdf_fill/sf3107.pdf

The SF 3107 contains the following parts which
must be completed, as applicable:

Schedules A, B, and C
SF 3107-2, Spouse’s Consent to Survivor
Election

The SF 3107 also contains the following parts
which you do not need to complete; BEST will
complete them:

Certified Summary of Federal Service
Agency Checklist of Immediate Retirement
Procedures

Instructions are included with the form.

If married, a copy of your marriage certificate.

Form RI 38-124, Voluntary Contributions
Election
www.opm.gov/forms/pdf_fill/ri38-124.pdf

Needed only if you made voluntary contributions
into the CSRS retirement system, and you want a
refund of those contributions.

Form RI 38-124, Voluntary Contributions
Election
www.opm.gov/forms/pdf_fill/ri38-124.pdf

For FERS transferees only. Needed only if you
made voluntary contributions into the retirement
system while covered by CSRS, and you want a
refund of those contributions.

SF 2818, Continuation of Life Insurance
Coverage as an Annuitant or Compensationer
www.opm.gov/forms/pdf_fill/SF2818.pdf
Complete and sign all 4 sections of the form if you
are currently enrolled in Federal Employees’
Group Life Insurance (FEGLI).

SF 2818, Continuation of Life Insurance
Coverage as an Annuitant or Compensationer
www.opm.gov/forms/pdf_fill/SF2818.pdf
Complete and sign all 4 sections of the form if you
are currently enrolled in Federal Employees’
Group Life Insurance (FEGLI).

SF 2809, Health Benefits Election Form
www.opm.gov/forms/pdf_fill/sf2809.pdf

Needed only if you are making an open season
election and will retire before the effective date, or
if you wish to cancel FEHB at retirement. Only
one copy is necessary. Instructions are included
with the form.

SF 2809, Health Benefits Election Form
www.opm.gov/forms/pdf_fill/sf2809.pdf

Needed only if you are making an open season
election and will retire before the effective date, or
if you wish to cancel FEHB at retirement. Only
one copy is necessary. Instructions are included
with the form.

Electronic SF 52, Request for Personnel
Action

Ask your supervisor to initiate the electronic
SF 52.

Electronic SF 52, Request for Personnel
Action

Ask your supervisor to initiate the electronic
SF 52.
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Other Forms if Previously Military

CSRS

FERS

DD 214, Report of Separation from Active
Duty

DD 214, Report of Separation from Active
Duty

Waiver of Military Retired Pay (page 6 of this
document)

Needed if waiving military retired pay to use
military service. Send original form to applicable
address (on page 2 of waiver) 60 — 90 days
before the effective date of the waiver. Include a
copy of the waiver in the retirement package.

Waiver of Military Retired Pay (page 6 of this
document)

Needed if waiving military retired pay to use
military service. Send original form to applicable
address (on page 2 of waiver) 60 — 90 days
before the effective date of the waiver. Include a
copy of the waiver in the retirement package.

If you are the spouse of a retired military
member and you are using CHAMPUS or
TRICARE coverage to meet the five-year
requirement to carry health benefits into
retirement, you will need a copy of your
dependent ID card. Retired military members
only need to provide a copy of their final DD
Form 214.

If you are the spouse of a retired military
member and you are using CHAMPUS or
TRICARE coverage to meet the five-year
requirement to carry health benefits into
retirement, you will need a copy of your
dependent ID card. Retired military members
only need to provide a copy of their final DD
Form 214.

OPM Form 1514, Military Deposit Worksheet
or other proof of deposit

Required if you have already paid the deposit for
military service performed after 1 Jan 57.

OPM Form 1514, Military Deposit Worksheet
or other proof of deposit

Required if you have already paid the deposit for
military service performed after 1 Jan 57.

OPM Form 1515, Military Service Deposit
Election
www.opm.gov/forms/pdf_fill/lopm1515.pdf
Required if you have military service for which
you have not paid the deposit, whether you
intend to pay the deposit or not.

OPM Form 1515, Military Service Deposit
Election
www.opm.gov/forms/pdf_fill/lopm1515.pdf
Required if you have military service for which
you have not paid the deposit, whether you
intend to pay the deposit or not.

SF 2802, Application for Refund of
Retirement Deductions — CSRS
www.opm.gov/forms/pdf_fill/sf2802.pdf
Required if you want a refund of post-56 military
deposit because you do not want to waive your
military retired pay. Write at the top of the form
“Refund of Post-56 Military Deposit.”

SF 3106, Application for Refund of
Retirement Deductions — FERS
www.opm.gov/forms/pdf_fill/sf3106.pdf

Required if you want a refund of post-56 military
deposit because you do not want to waive your
military retired pay. Write at the top of the form
“Refund of Post-56 Military Deposit.” (SF 3106A,
Current/Former Spouse’s Notification of
Application for Refund of Retirement Deductions,
is included with this form.)

Tips for Completing the Retirement Application

Completing the “Name” Information

It is important that you use your “official” name as it appears on your payroll records. Ensure you use
the full name to include suffixes, such as Jr., lll, and so on.

Completing the “Telephone Number” Block

When completing the application, the phone number should be one where you can be reached after

retirement in case OPM needs to contact you.
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Other Helpful Information

Withdrawing Your Thrift Savings Plan (TSP) Account

There is no requirement to withdraw your TSP account immediately after retirement (unless your
account balance is less than $200). You will no longer be able to make employee contributions, but
you can transfer money into your account from IRAs and eligible employer plans. Your account will
continue to accrue earnings and you can continue to change the way your money is invested in the
TSP investment funds by making interfund transfers. You must, however, withdraw your entire
balance in a single payment, begin receiving monthly payments, or begin receiving annuity payments
by April 1 of the year following the year you become age 70%. If already over 70% at retirement, you
must begin to withdraw your account by April 1 of the year following the year you retire. If you do not
withdraw or begin withdrawal by this deadline, your account will be forfeited to the TSP. (You can
reclaim your account, but you will not receive earnings on your account from the time it was forfeited.)

You should begin to familiarize yourself with the various TSP withdrawal options at least six months to
a year before retirement. These options are described in the TSP booklet “Withdrawing Your TSP
Account After Leaving Federal Service.” You should also review the tax notices “Important Tax
Information About Payments From Your TSP Account” and “Important Tax Information About Your
TSP Withdrawal and Required Minimum Distributions.” The booklet and tax notices are available on
the TSP publications web page at https://www.tsp.gov/forms/allPublications.shtml. Be sure to study
this information before making any withdrawal decision in order to avoid penalties for early withdrawal
and so on. You may even want to obtain the assistance of your tax accountant.

When you are ready to withdraw your TSP account, you will need to notify the TSP by requesting
either a partial or a full withdrawal via the TSP website (https://www.tsp.gov/index.shtml, under
Account Access), or by submitting paper forms, i.e., Form TSP-70 (Request for Full Withdrawal) or
Form TSP-77 (Request for Partial Withdrawal When Separated). Forms can be obtained on the TSP
website at https://www.tsp.gov/forms/civilianForms.shtml. Wait 30 days after the effective date of
your retirement to sign, date, and mail a request for withdrawal to TSP. Do not send TSP
withdrawal forms to BEST with your retirement application.

Social Security

FERS and CSRS Offset employees. You must apply for Social Security disability benefits (whether
eligible or not) and include a copy of the Social Security receipt notice with your application for
disability retirement. Failure to do this will result in a delay in the processing of your retirement
application once it reaches the Office of Personnel Management (OPM). If you are still working at the
time you apply for Social Security disability, there's a good chance Social Security will deny the
benefits. After you separate from Federal employment, OPM will require that you re-apply for Social
Security benefits and provide a copy of the approval/disapproval notice.

OPM and the Social Security Administration (SSA) have teamed together to develop better customer
service to Federal employees applying for disability benefits under FERS and SSA; this is called
“Federal Medical Evidence of Record (FEDMER).” When you apply for disability benefits under FERS
or CSRS Offset, you must also complete the FEDMER Social Security Disability Eligibility Statement
and include a copy with your retirement application. Once a decision is made by either OPM or SSA,
they will contact the other with the determination. For more information, see OPM’s website
(www.opm.gov/retire/pre/fedmer/index.asp).

CSRS employees. If you are eligible for Social Security benefits, or if your annuity will be affected by
Social Security benefits, you should contact your local Social Security office to apply for benefits.

For both. You can also submit a Request for Social Security Statement (Form SSA-7004) to your
local Social Security office, submit it online or mail it to the Social Security Administration address on
the form. The SSA will provide you a free statement of information on your eligibility for Social
Security benefits and estimates of benefits you may be eligible for now and in the future. Contact the
Social Security office at 1-800-SSA-1213, or visit the SSA website at www.ssa.gov.
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Processing the Retirement

When BEST receives your disability retirement application from your Civilian Personnel Section, we
will complete our portion and forward it to your servicing Defense Finance and Accounting Service
(DFAS) payroll office for inclusion of payroll data. DFAS will then forward the package to the Office of
Personnel Management (OPM) for adjudication. We will send you a letter advising when the package
has gone to DFAS and provide you with a disability retirement annuity estimate, a copy of the Certified
Summary of Federal Service, the FEGLI spreadsheet, and FERS fact sheet, if applicable.

OPM usually issues decisions on applications for disability retirement within 2 to 6 months of receipt;
however, it could take longer. When OPM receives your disability retirement application, they will
send you a civil service disability retirement claim number, which will begin with the letters “CSD.”
You must reference this number when writing or calling OPM about your disability retirement claim.
OPM will provide you and BEST a letter advising whether your disability application is approved or
disapproved.

If approved, you will be processed off the agency active employment rolls by the end of the pay period
in which the approval notice is received by BEST, unless you wish to use accrued sick leave.

If OPM disapproves your application, the letter they provide will specify the reason for disapproval and
will address reconsideration rights.

How to Contact BEST and Reach a Benefits Counselor

Dial toll-free 1-800-525-0102. Employees in foreign areas will first dial a toll-free AT&T Direct Access
Number for the country in which located, then 800-525-0102. When the phone system answers, press
2 for civilian employees, then 2 again for BEST benefits and entitlements. You will be prompted to
enter your SSN and BEST PIN and verify your phone number. The system will then voice the benefits
main menu. Listen carefully and press 2 for retirement, then zero to transfer to a counselor. (AT&T
Direct Access Numbers are at www.usa.att.com/traveler/index.jsp.)

Hearing impaired employees may reach a benefits counselor by dialing toll-free TDD 1-800-382-0893
or (commercial) 565-2276 if calling within San Antonio, Texas (area code 210).

Attachment:
Waiver of Military Retired Pay
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WAIVER OF MILITARY RETIRED PAY

Instructions: This waiver is to be completed only if you wish to waive your military retired pay in
order to receive credit for the military service in the computation of your civil service retirement
annuity. Complete the waiver and mail the original to the applicable address (see next page) within 60
to 90 days before your planned retirement date. Be sure to keep a copy of the completed waiver
since you must include the original with your retirement package.

Note: It is not necessary to waive your military retired pay if it was awarded on account of a service-
connected disability which was incurred in combat with an enemy of the United States, or was caused
by an instrumentality of war and incurred in the line of duty during a period of war; or if it was awarded
under provisions of 10 U.S.C. Chapter 1223 (formerly chapter 67), which grants retired pay to
members of reserve components who meet regular age and service requirements.

(Print full name) (Military serial number/SSAN)

hereby waive my military retired pay for civil service retirement purposes effective

(the day before your annuity begins)

| hereby authorize the Office of Personnel Management to withhold from my civil service
retirement annuity any amount of military retired pay granted beyond the effective date of

this waiver due to any delay in processing this request.

I have/have not elected a survivor benefit for my spouse under civil service retirement.
(select one)

Signature Date

Attachment (page 1 of 2)
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Where to Mail Waiver of Military Retired Pay

If Air Force, Army, Navy and Marine Corps, mail to:

Defense Finance and Accounting Service
U.S. Military Retirement Pay

P.O. Box 7130

London KY 40742-7130

Phone: 1-800-321-1080
FAX: 1-800-469-6559

If Coast Guard, National Oceanic and Atmospheric Administration, mail to:

Commanding Officer (RAS)
Pay and Personnel Center
444 S.E. Quincy Street
Topeka KS 66683-3591

Phone: 1-866-772-8724 (toll-free) or (785) 339-3415 (not toll-free)

If Public Health Service, mail to:

Public Health Service

Division of Commissioned Personnel
Compensation Branch

Parklawn Building, Room 4-50

5600 Fisher's Lane

Rockville MD 20857

Phone: 1-800-638-8744 (toll-free) or (301) 594-2963 (not toll-free)
FAX: (301) 443-0064

Attachment (page 2 of 2)
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2011-2012 Federal Pay Freeze

On December 22, 2011 President Obama signed into law the Continuing Appropriations and Surface
Transportation Extensions Act, 2011 (Public Law 111-322) which implements a two-year pay freeze for
all Executive Branch federal employees. The pay freeze is effective from January 01, 2011 to December
31, 2012. President Obama also asked that agencies suspend similar increases to pay schedules and
rates that are set by administrative discretion in a memorandum issued on December 22, 2010.

What types of pay are impacted by the freeze?

The pay freeze is expected to apply to approximately 2 million Federal civilian employees in the
Executive branch. Employees of the United States Postal Service and the Postal Regulatory
Commission are not covered, nor are members of the uniformed services (as defined in 37 U.S.C.
101(3), i.e., Army, Navy, Air Force, Marine Corps, Coast Guard, National Oceanic and Atmospheric
Administration, and Public Health Service). Covered employees include employees under the General
Schedule, Executive Schedule, Senior Executive Service (SES), Senior Foreign Service (SFS), senior-level
and scientific and professional (SL/ST), prevailing rate, and other Executive branch pay systems and
schedules. This means that all federal pay scales, including DCIPS pay band ranges and GG grade
ranges will remain at 2010 levels during 2011 and 2012. This also means that employees will not
receive the January pay adjustment commonly referred to as the General Pay Increase (or the DCIPS
Floor increase), nor will they receive an increase to their Local Market Supplement (locality) pay rates.

With the exception of Targeted Local Market Supplements (TLMS) for DCIPS employees working in
non-foreign areas outside the contiguous United States (OCONUS), all TLMS rates (and field
adjustments at NSA) will remain at 2010 levels. The legislation implementing the pay freeze provided
an exception for employees in non-foreign OCONUS areas in order to offset the decrease in Cost-of-
Living Allowances (COLA) associated with the Non-foreign Area Retirement Equity Assurance Act
(NAREAA) of 2009.

What types of pay are NOT impacted by the freeze?

The pay freeze does NOT affect Periodic Increases (or within-grade increases at NSA and for
components transitioning to grades) based on fully successful level of performance, nor performance-
based salary increases at NGA. Quality Step Increases (QSls), promotions, within-band salary
advancements and pay increases associated with developmental programs, as well as bonuses and
other types of awards, are unaffected. However, to the extent that a pay system provides
performance-based increases in lieu of general increases, funds allocated for those performance-based
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increases will be correspondingly reduced to reflect the freezing of the employees’ base pay schedule.
This does not affect NGA’s performance-based increases since those increases are funded and
determined separately from general increases.
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This document applies to Air Force-serviced appropriated fund civilians who receive Full benefits
services from the Benefits and Entitlements Service Team (BEST). Limited service employees must
contact their local or servicing Civilian Personnel Section for all retirement-related issues. You are a
Limited service employee if your hardcopy Official Personnel Folder is filed at your local or servicing
personnel section.

See the following pages for the forms needed to apply for retirement. Choose from the list based on your
current retirement coverage: Civil Service Retirement System (CSRS -- for CSRS and CSRS Offset) or
Federal Employees Retirement System (FERS). The forms are in Adobe Acrobat format so you should
be able to open them if using a government computer. In addition, most of the forms can be filled in
while online. You will not be able to save the information; instead, you will need to print the completed
forms, sign and date them.

We encourage you to contact a BEST benefits counselor for retirement counseling. The counselor will
be happy to answer any questions regarding the retirement process and/or completion of the forms.

Employees located in the United States will reach a BEST benefits counselor by dialing toll-free 1-800-
525-0102. Foreign area employees will first dial a toll-free AT&T Direct Access Number for the country
they are in, then 800-525-0102. When the phone system answers, press 2 for civilian employees, then 2
for BEST benefits and entitlements. You'll be transferred to the benefits phone system where you will
enter your social security number and BEST PIN. When you reach the benefits main menu, press 2 for
retirement, then zero to transfer to a counselor. (AT&T Direct Access Numbers are at
www.usa.att.com/traveler/index.jsp.)

Hearing impaired employees may reach a BEST benefits counselor by calling toll-free TDD 1-800-382-
0893, or (210) 565-2276 within the San Antonio, Texas, area.

Helpful Information

Completing the “Name” Information

When you complete your retirement application, it is important that you use your “official” name as it
appears on your payroll records. Ensure you use the full name to include suffixes, such as Jr., lll, and so
on.

Completing the “Telephone Number” Block
When completing the application, be sure to provide a phone number where you can be reached after
retirement in case OPM needs to contact you.

Permanent Address

When you retire, your current address information will flow from payroll to the Office of Personnel
Management (OPM). OPM will send your retirement information, including your civil service annuity
(CSA) identification number and PIN, to this address. If you plan to move when you retire and already
know your new address, submit it to your payroll office at least one month prior to retirement. If you
aren't sure, obtain a post office box or use the address of a close relative or friend. Whatever option you
choose, do not change your bank account or mailing address until after you receive your CSA number
from OPM, because the post office will not forward it. If OPM is unable to contact you, it will delay the
processing of your retirement annuity.

Additional helpful information begins after the forms listing on page 3.
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CSRS RETIREMENT FORMS

FERS RETIREMENT FORMS

SF 2801, Application for Immediate Retirement
www.opm.gov/forms/pdf_fill/SF2801.pdf
Instructions are included with the form.

The SF 2801 contains the following parts which must
be completed, as applicable:

Schedules A, B, and C
SF 2801-2 - Spouse’s Consent to Survivor Election

The SF 2801 also contains the following parts which

you do not need to complete; BEST will complete them:

Certified Summary of Federal Service
Agency Checklist of Immediate Retirement
Procedures

CSRS employees should also read the brochure
“Information for Annuitants” (Rl 20-59), located at
www.opm.gov/forms/pdfimage/RI120-59.pdf.

SF 3107, Application for Immediate Retirement
www.opm.gov/forms/pdf_fill/sf3107.pdf
Instructions are included with the form.

The SF 3107 contains the following parts which must
be completed, as applicable

Schedules A, B, and C
SF 3107-2 - Spouse’s Consent to Survivor Election

The SF 3107 also contains the following parts which
you do not need to complete; BEST will complete
them:

Certified Summary of Federal Service
Agency Checklist of Immediate Retirement
Procedures

FERS employees should also read the pamphlet
“Applying for Immediate Retirement Under FERS” (SF
3113), located at
www.opm.gov/forms/pdfimage/sf3113.pdf.

If married, a copy of your marriage certificate.

Form RI 38-124, Voluntary Contributions Election
www.opm.gov/forms/pdf_fill/ri38-124.pdf

Needed only if you made voluntary contributions into
the CSRS retirement system, and you want a refund of
those contributions.

Form RI 38-124, Voluntary Contributions Election
www.opm.gov/forms/pdf_fill/ri38-124.pdf

To be completed only by FERS transferees who made
voluntary contributions into the retirement system
while covered by CSRS, and want a refund of those
contributions.

SF 2818, Continuation of Life Insurance Coverage as an Annuitant or Compensationer
www.opm.gov/forms/pdf_fill/SF2818.pdf

Complete and sign all 4 sections of the form if you are currently enrolled in Federal Employees’ Group Life

Insurance (FEGLI).

The FEGLI brochure “Information for Retirees & Their Families” (Rl 76-12) provides detailed information on
continuing life insurance coverage into retirement. It is located at www.opm.gov/insure/life/reference/76-
12/feglil.asp. For monthly premium rates for retirees, go to www.opm.gov/insure/life/rates/an_rates.asp.

SF 2809, Health Benefits Election Form
www.opm.gov/forms/pdf_fill/sf2809.pdf

SF 2809 is needed only if you are making an Open Season election and will retire before the Open Season
effective date, or if you wish to cancel FEHB or reduce to self-only coverage at retirement. Only one copy is

necessary. (Instructions are included with the form.)

The FEHB brochure “Information for Retirees and Survivor Annuitants” (RI 79-2) provides additional information
regarding health benefits coverage after retirement. It is located at www.opm.gov/forms/pdfimage/RI179-2.pdf.

Electronic SF-52, Request for Personnel Action
Ask your supervisor to complete the electronic SF-52.

OTHER FORMS REQUIRED IF YOU'VE HAD MILITARY SERVICE
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CSRS FERS

DD 214, Report of Separation from Active Duty

Waiver of Military Retired Pay (see page 6)
Needed only if waiving military retired pay to use military service toward civilian retirement. Send original
waiver form to applicable address (on page 2 of form) 60 to 90 days before retirement date. Include copy
of waiver with retirement package.

If you are using your CHAMPUS or TRICARE coverage to meet the five-year requirement to carry
health benefits into retirement, include a copy (front and back) of your ID card.

OPM Form 1514, Military Deposit Worksheet
Required if you have already paid the deposit for military service performed after 1 Jan 57. If you were
not provided an OPM 1514 when you completed your military deposit, request a copy through your local
DFAS Customer Service Representative.

OPM 1515, Military Service Deposit Election
www.opm.gov/forms/pdf_filllopm1515.pdf
Required if you have military service for which you have not paid the deposit, whether you intend to pay
the deposit or not.

SF 3106, Application for Refund of Retirement

SF 2802, Application for Refund of Retirement Deductions - FERS
Deductions - CSRS www.opm.gov/forms/pdf_fill/sf3106.pdf

www.opm.gov/forms/pdf_fill/sf2802.pdf Required if you want a refund of post-56 military
Required if you want a refund of post-56 military deposit because you do not want to waive your
deposit because you do not want to waive your military retired pay. Write at the top of the form
military retired pay. Write at the top of the form "Refund of Post-56 Military Deposit." (SF 3106A,
"Refund of Post-56 Military Deposit." Current/Former Spouse's Notification of Application

for Refund of Retirement Deductions is included

with this form.)

Additional Helpful Information

Where to Mail Your Completed Retirement Package

When your retirement package is complete, make a copy for your records and mail the original to
AFPC/DPIRB, 550 C Street West Ste 57, Randolph AFB TX 78150-4759. (Original signatures are
required; therefore we can not accept faxed or emailed copies.)

You are encouraged to submit your retirement package at least 60 to 90 calendar days in advance of
your retirement effective date. Exception: Air Reserve Technicians facing involuntary separation due to
loss of Reserve status/membership, e.g., High Year Tenure (HYT) for ART enlisted personnel,
Mandatory Separation Date (MSD) for ART officers, or separation of Non-Dual Status Technicians
(NDST) -- you should wait to submit your retirement application after receipt of the letters proposing and
deciding your separation if you wish to retire under Discontinued Service Retirement (DSR) provisions.
Be sure to include copies of the letters in the retirement package.

Processing the Retirement

When your retirement package arrives, we'll send you a letter confirming receipt. After thoroughly
reviewing your personnel records and the retirement package, we’ll provide you a letter confirming your
eligibility to retire, and advise of any missing or incomplete documents (if applicable). We will also
provide an annuity estimate and the Certified Summary of the Federal Service.

After processing our portion of the retirement package, we will forward it to your servicing Defense
Finance and Accounting Service (DFAS) payroll office approximately 14 days prior to your retirement
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date. After your retirement effective date, we will send you a congratulatory letter advising your
retirement package has been forwarded to DFAS, along with the employee copy of the SF-50
(Notification of Personnel Action - Retirement). Within 31 days of your retirement date, DFAS will
complete their portion and forward the retirement package to the Office of Personnel Management
(OPM) where your application for retirement will be adjudicated.

Upon receipt of your retirement application, the OPM will send you a civil service annuity (CSA)
retirement identification number. The number will begin with the letters “CSA.” You must reference this
number when writing or calling OPM about your retirement. Also, once you have received your CSA
number, OPM becomes your personnel office. This means you will address all future questions
concerning your retirement, health insurance, and life insurance to OPM.

When OPM finalizes your retirement, they'll send you a four-digit personal identification number (PIN)
which you will need to access your retirement account via their Services Online website
(https://www.servicesonline.opm.gov) or their automated phone system (1-888-767-6738, TDD 800-878-
5707, or if calling within Washington D.C., 202-606-0500 or TDD 202-606-0551).

Retiree Payment Schedule / Interim Pay

Once OPM clearly establishes your entitlement to an annuity, they will authorize recurring interim annuity
payments to provide you with income until the processing of your retirement is finalized. Interim
payments generally equal 60 to 80 percent of the regular monthly annuity payment, but can be less if you
owe a redeposit for refunded service or you have service for which you have not paid a deposit. If BEST
receives your retirement package 30 or more calendar days prior to your retirement effective date, you
can expect to begin receiving interim annuity payments approximately 6 to 8 weeks after the effective
date of your retirement, provided the application package is fully complete and your service time is easily
verifiable. Although only Federal income tax is withheld from interim pay, your health and life insurance
will continue (if eligible).

On finalizing your retirement, OPM will provide you with an annuity statement and other informational
materials concerning your retirement benefits. You'll receive a full annuity payment and any retroactive
annuity amounts not paid during the interim pay cycle. Health and life insurance premiums for the period
on interim pay will also be deducted from this payment, as well as other appropriate deductions.

Social Security

If you are eligible for Social Security benefits, or if your annuity will be affected by Social Security
benefits, you may contact your local Social Security Office to apply for benefits or apply online at
www.ssa.gov. You can also submit a Request for Social Security Statement (Form SSA-7004) to your
local Social Security Office, submit it online, or mail it to the Social Security Administration (SSA) address
on the form. The SSA will provide you a free statement of information on eligibility for Social Security
benefits and estimates of benefits you may be eligible for now and in the future. Contact the Social
Security Office at 1-800-SSA-1213, or visit the SSA Web site (www.ssa.gov).

Thrift Savings Plan (TSP) Account Withdrawal

There is no requirement to withdraw your TSP account immediately after retirement. You will no longer
be able to make employee contributions, but your account will continue to accrue earnings and you can
continue to change the way your money is invested in the six TSP investment funds by making interfund
transfers. You must, however, withdraw your entire balance in a single payment, begin receiving monthly
payments, or begin receiving annuity payments, by April 1 of the year following the year you become age
70%. If you are already over age 70% at retirement, you must begin to withdraw your account by April 1
of the year following the year you retire. If you do not withdraw or begin withdrawing your account by this
withdrawal deadline, your account balance will be forfeited to the TSP. (You can reclaim your account,
but you will not receive earnings on your account from the time the account was forfeited.)

You should begin to familiarize yourself with the various TSP withdrawal options at least six months to a
year before retirement. These options are described in the TSP booklet “Withdrawing Your TSP Account
After Leaving Federal Service.” You should also review the tax notices “Important Tax Information About
Payments From Your TSP Account” and “Important Tax Information About Your TSP Withdrawal and
Required Minimum Distributions.” The booklet and tax notices are available on the TSP publications web
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page at https://www.tsp.gov/forms/formsPubs.shtml. Be sure to study this information before making any
withdrawal decision in order to avoid penalties for early withdrawal and so on. You may even want to
obtain the assistance of your tax accountant.

When you are ready to withdraw your TSP account, you will need to notify the TSP by requesting either a
partial or a full withdrawal via the TSP website under Account Access (www.tsp.gov), or by submitting
paper forms, i.e., Form TSP-70 (Request for Full Withdrawal) or Form TSP-77 (Request for Partial
Withdrawal When Separated). Forms can be obtained on the TSP website at
https://www.tsp.gov/forms/formsPubs.shtml.

You must wait 30-days after the effective date of your retirement to mail a request for withdrawal
to TSP. Do not send TSP withdrawal forms to BEST with your retirement application.

Forms You May Need After Retirement - CSRS AND FERS

SF 1199A, Direct Deposit Sign-Up Form (www.fms.treas.gov/eft/1199a.pdf)

OPM will automatically deposit your annuity payments into the same bank account your current salary
goes to. If you plan to change banks and have already set up the new account, be sure to submit the
direct deposit change to payroll at least one month prior to retirement. (Submit on-line via myPay),
https://mypay.dfas.mil/mypay.aspx.) Otherwise, wait until after you receive your CSA and PIN numbers
from OPM. Then you can change your direct deposit information via OPM Services Online
(https://www.servicesonline.opm.gov) or the OPM automated phone system (1-888-767-6738, TDD 800-
878-5707). If you have your CSA number but have not received your PIN, you may submit SF 1199A to
OPM.

NOTE: Allotments are not part of the transmission and will be discontinued, including payroll deductions
for Long Term Care (LTC) insurance and Federal Employees Dental and Vision Insurance (FEDVIP), if
enrolled. Coverage under these programs will continue as long as you continue to pay the premiums.
See our document “Planning for Retirement” for Instructions on how and when to notify LTC Partners and
BENEFEDS of your retirement. They will bill you directly until OPM can set up deductions from your
annuity, unless you choose another billing option. The document is located at
http://gum.afpc.randolph.af.mil/cgi-bin/askafpc.cfg/php/enduser/std_adp.php?p_faqid=5092.

Form W-4P, Withholding Certificate for Pension or Annuity Payment (www.irs.gov/pub/irs-
pdf/fw4p.pdf)

OPM will automatically withhold Federal income tax from your annuity at the same rate as your current
salary. If you wish to change your withholding before retirement, be sure to submit the change to payroll
at least one month prior to retirement. Otherwise, wait until you receive your CSA number and PIN
number and submit the change electronically via OPM Services Online or the OPM automated phone
system. Or, if you wish, you may complete and mail Form W-4P to OPM.

OPM does not automatically withhold State income tax. However, OPM has agreements with some
states to allow the voluntary withholding of State income taxes from annuity payments
(www.opm.gov/retire/annuity/tax/taxlist.asp). If your state participates in the voluntary withholding
program, you may use OPM Services Online to have state taxes withheld from your annuity payment
(after receipt of your CSA and PIN numbers), or call the OPM automated phone system. If your state
does not participate in the voluntary withholding program, you will need to contact your state for
information regarding taxation of your annuity. You may be able to submit the state equivalent of Form
W-4P to set up state tax withholding.

Form TSP-9, Change of Address for Separated Participant (https://www.tsp.gov/PDF/formspubs/tsp-
9.pdf)

Any time you move or change your mailing address after you are separated from employment, you will
need to notify the Thrift Savings Plan of your change of address by submitting Form TSP-9, or by
changing your address electronically via Account Access on the TSP website (www.tsp.gov).
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WAIVER OF MILITARY RETIRED PAY

Instructions: This waiver is to be completed only if you wish to waive your military retired pay in order to
receive credit for your military service in the computation of your civil service retirement annuity.
Complete the waiver and mail the original to the applicable address (see next page) within 60 to 90 days
before your planned retirement date. Be sure to keep a copy of the completed waiver since you must
include a copy with your retirement package.

Note: It is not necessary to waive your military retired pay if it was awarded on account of a service-
connected disability which was incurred in combat with an enemy of the United States, or was caused by
an instrumentality of war and incurred in the line of duty during a period of war; or if it was awarded under
provisions of 10 U.S.C. Chapter 1223 (formerly chapter 67), which grants retired pay to members of
Reserve components who meet regular age and service requirements.

(print full name) (military serial number/SSAN)

hereby waive my military retired pay for civil service retirement purposes effective

(the day before your annuity begins)

| hereby authorize the Office of Personnel Management to withhold from my civil service
retirement annuity any amount of military retired pay granted beyond the effective date of

this waiver due to any delay in processing this request.

| have/have not elected a survivor benefit for my spouse under civil service retirement.
(select one)

Signature Date

Attachment (page 1 of 2)
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Where to Mail Waiver of Military Retired Pay

If military retired pay is received from:
Air Force, Army, Navy and Marine Corps, mail to:

Defense Finance and Accounting Service
U.S. Military Retirement Pay

P.O. Box 7130

London KY 40742-7130

Phone: 1-800-321-1080
FAX: 1-800-469-6559

Coast Guard, National Oceanic and Atmospheric Administration, mail to:

Commanding Officer (RAS)
Pay and Personnel Center
444 S.E. Quincy Street
Topeka KS 66683-3591

Phone: 1-866-772-8724 (toll-free) or (785) 339-3415 (not toll-free)

Public Health Service, mail to:

Public Health Service

Division of Commissioned Personnel
Compensation Branch

Parklawn Building Room 4-50

5600 Fisher’s Lane

Rockville MD 20857

Phone: 1-800-638-8744 (toll-free) or (301) 594-2963 (not toll-free)
FAX: (301) 443-0064

Attachment (page 2 of 2)
Page 7 of 7
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From the Benefits and Entitlements Service Team (BEST)

BEST Telephone Menu

Stateside employees: Dial 1-800-525-0102.

Foreign area employees: Dial the toll-free AT&T Direct Access Number for the country you
are in, then 800-525-0102. (AT&T Direct Access Numbers are available on the web at
www.usa.att.com/traveler/index.jsp.)

1. When the phone system answers, you will hear, “Welcome, and thank you for calling the
Total Force Service Center providing personnel services.” Listen carefully to the menu.
Press 2 for civilian employees, then 2 again for BEST benefits and entitlements services. You
will hear two tones (and several seconds of silence) while your call is being transferred.

2. The system will then voice information on using your Social Security Number and Personal
Identification Number (PIN) to access your records and process benefits transactions.

3. Listen carefully, you will be prompted, “To enter your SSN and PIN, press 1; if you have
forgotten your PIN, press 2.”

e If this is your first time accessing the system, after entering your SSN you will hear,
“Please enter your four-digit Personal Identification Number or PIN.” (This is also
called your "BEST" or "benefits" PIN.) PIN numbers are automatically assigned by the
automated system when you are hired. They are not mailed. The automatically
assigned PIN is a four-digit number equivalent to your month and year of birth, for
example, if born in September 1972, your PIN will be 0972.

o If this is not your first time accessing the system, you will hear, “Please enter your six-
digit Personal Identification Number or PIN.” (Rehired employees: If you were serviced
by BEST under a previous appointment, you may have already selected a six-digit PIN.
The system will remember this PIN.)

e |f you have forgotten your PIN, press 2 to reset your PIN and enter your SSN, date of
birth, service computation date for leave (SCD-Leave), civilian pay plan, grade, and step.
(This information can be found on your most recent Leave and Earnings Statement or
SF 50.) You will then enter a new six-digit numerical PIN. (Rehired employees — do not
use the last SF 50 from your previous period of employment to obtain this data.)

4. You'll then hear, "Please hold while we verify this information.”

e If this is your first time accessing the system, you will hear, "Please change your PIN
to a six-digit number of your choice.”

e If not your first time accessing the system, you'll hear, “To change your PIN, press 1;
to continue, press 2.”

5. You'll then hear, “The current duty phone number on file for you is
If this is correct, press 1, otherwise press 2.” (This is your commercial duty phone number, W|th
area code. Foreign area employees should exclude their country code.)
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6. The system will then voice the benefits main menu. Press the number related to your call:
1 for FEHB, 2 for Retirement, 3 for TSP, 4 for FEGLI (see more detailed menu below). Then, to
contact a benefits counselor, press 0 (zero).

If you are unable to access the phone system after a week on duty, or the system voices your
information is incorrect or your SSN is not on file, please ensure you are entering the correct
information and try again. If you get the same message, ask your local Civilian Personnel
Section to contact BEST on your behalf.

Hearing impaired employees with access to Telecommunications Device for the Deaf (TDD)
equipment may reach a benefits counselor by calling our toll-free TDD number:
1-800-382-0893, or commercial 565-2276 if calling within San Antonio, Texas (area code 210).

BEST Telephone Menu

For Federal Employees Health Benefits (FEHB), press 1

For general FEHB information by fax-back, press 1

For personal FEHB information, press 2

To elect new employee coverage, press 3

To change from self and family to self only without changing your health plan, press 4
To make an open season change or election, press 5

To cancel your FEHB change or election, press 6

To make a non-open season change or election, press 7

To obtain a faxed copy of your most recent SF 2809, press 8

To change your participation in the Premium Conversion program, or to transfer to a
Benefits Counselor, press 0

e To return to the previous menu, press 9

For Retirement, press 2

e For general retirement information by fax-back, press 1
e For personal retirement information, press 2. (You may obtain the date you are first
eligible for voluntary retirement in the personal information area.)
e For aretirement estimate, press 3
o0 For a pre-calculated voluntary retirement estimate, press 1
o0 For areal-time on-line estimate, press 2
0 For a TSP monthly annuity estimate, press 3
e To transfer to a Benefits Counselor, press 0
e To return to the previous menu, press 9

For Thrift Savings Plan (TSP), press 3

For personal program information, press 1

To enroll or change your TSP contributions, press 2

To stop your regular contributions to the TSP, press 4

To elect, change, or stop TSP Catch-Up elections, press 5
To transfer to a Benefits Counselor, press O

To return to the previous menu, press 9

Page 2 of 3
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For Federal Employees’ Group Life Insurance (FEGLI), press 4

For general Federal Employees’ Group Life Insurance information by fax-back, press 1
For personal life insurance information, press 2

To elect new employee coverage, press 3

To make a non-open season election, change, or termination, press 4

To make an open season election or change, press 5

To obtain a faxed copy of your open season form, press 6

To transfer to a Benefits Counselor, press O

To return to the previous menu, press 9

To request Benefit News, press 5
To request a Faxed Document, press 6

To Exit the system, press 9

Page 3 of 3
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CIVILIAN FITNESS PROGRAM




REQUEST FOR APPROVAL OF EXCUSED ABSENCE & 


MEMORANDUM OF UNDERSTANDING FOR PARTICIPATION


 IN THE CIVILIAN PHYSICAL FITNESS PROGRAM

You are not enrolled until you are medically cleared and your supervisor receives your healthcare provider’s approval form.


Name of Employee:

   E-Mail:



APO Address:



Work phone: 
  FAX Number: 


Name of Supervisor:
 
   E-Mail:



1.  I, ________________________, request approval of excused absence, not to exceed three (3) one-hour periods per week, for the sole purpose of participating in physical fitness activities.  I understand and agree that the specified exercise location will be the place of duty during authorized exercise periods, as follows: exercise periods will be on the following days of the week ________/________/________, at the following times ________ to ________, and at the following location _______________________.


2.  I also understand and agree to the following (employees must initial each line):


____  Exercise days, times, and/or locations may be periodically amended only with prior approval of the supervisor, and amendment of this agreement.


____  Unused exercise hours may not be carried forward to subsequent weeks.


____  Physical fitness periods cannot be combined with authorized breaks, but may be done in conjunction with my approved lunch period. 


____  The three one-hour periods per week consist of total time away from the job and include time for changing clothes, cooling down, personal hygiene and traveling to and from the exercise locations.


____  Specified exercise periods may not be used for any non-duty purpose.  Any period or portion thereof not used in actual fitness training and exercise will be spent in the normal duty workplace accomplishing normal duties.


____  Exercise periods are official duty time.  Failure to appear, inappropriate use of exercise time, or misconduct during these periods would be considered as workplace infractions occurring during normal duty hours, and would be subject to the same disciplinary actions.


____  I may only utilize on-base facilities during any period of excused absence for physical fitness activities.


____  My participation is subject to supervisory scheduling and approval.


____  If my request is not approved or I cannot be released from work for physical fitness activities due to mission requirements, I may not challenge the decision unless the decision is arbitrary or capricious.


____  Each absence is recorded on my attendance sheet with the appropriate code for excused absence along with the remark “Physical Fitness”.


____  In order to enhance mission effectiveness, I must make every effort to improve my health and well being during any period of excused absence for the purpose of physical fitness.


____  Should my ability to participate in physical fitness activities become limited in any manner, I will notify my supervisor immediately. 


As a participant, I, the employee, understand that my signature below indicates that I fully understand and agree with the restrictions above.

Signature of Employee  __________________________________________________                                   Date  ______________________

FIRST LEVEL SUPERVISOR certifies:


___ Employee is assigned as a permanent full-time appropriated fund employee             


___ Enhancement of Mission accomplishment considered.
Circle One:  Excused absence is 


 Recommended / Not Recommended

First-Level Supervisor’s Signature
Date


SECOND LEVEL SUPERVISOR:  Approve/Disapprove (circle one)


Second-Level Supervisor’s Signature
Date

















Original (approved/disapprove): filed in Supervisory Record (AF Form 971) with Pre-Participation Screening Questionnaire
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Request for Leave or Approved Absence

2. Employee or Social Security Number (Enter only the

1. Name (Last, first, middle) last 4 digits of the Social Security Number (SSN))

3. Organization

4. Type of Leave/Absence Date Time Total | 5. Family and Medical
(Check appropriate box(es) below) From To From To Hours Leave
|:| Accrued Annual Leave If annual leave, sick leave, or
leave without pay will be used
|:| Restored Annual Leave under the Family and Medical

Leave Act of 1993, please provide
the following information:

[ ] Advanced Annual Leave

- I hereby invoke my
[ ] Accrued Sick Leave [ ] entitlement to Family
and Medical Leave for:

[ ] Advanced Sick Leave

[] Birth/Adoption/Foster Care
|:| Illness/injury/incapacitation of requesting employee

Purpose: Serious health condition of
[ ] Medical/dental/optical examination of requesting employee [S)F;cr):ste, son, daughter, or
D Care of family member, including medical/dental/optical examination of family Serious health condition of
member, or bereavement |:| self
|:| Care of family member with a serious health condition
Contact your supervisor and/or
|:| Other your personnel office to obtain
additional information about your
|:| Compensatory Time Off entitlements and responsibilities
under the Family and Medical
D Other Paid Absence Leave Act. Medical certification of|
(Specify in Remarks) a serious health condition may be
required by your agency.
[ ] Leave Without Pay

6. Remarks:

7. Certification: I hereby request leave/approved absence from duty as indicated above and certify that such leave/absence is
requested for the purpose(s) indicated. I understand that I must comply with my employing agency's procedures for requesting leave/
approved absence (and provide additional documentation, including medical certification, if required) and that falsification on this form may
be grounds for disciplinary action, including removal.

7a. Employee Signature 7b. Date

(If disapproved, give reason. If annual leave,

8a. Official Action on Request: [ ] Approved [ ] pisapproved initiate action to reschedule.)

8b. Reason for Disapproval:

8c. Supervisor Signature 8d. Date

PRIVACY ACT STATEMENT
Section 6311 of Title 5, United States Code, authorizes collection of this information. The primary use of this information is by management and your payroll
office to approve and record your use of leave. Additional disclosures of the information may be: to the Department of Labor when processing a claim for
compensation regarding a job connected injury or iliness; to a State unemployment compensation office regarding a claim; to Federal Life Insurance or Health
Benefits carriers regarding a claim; to a Federal, State, or local law enforcement agency when your agency becomes aware of a violation or possible violation of
civil or criminal law; to a Federal agency when conducting an investigation for employment or security reasons; to the Office of Personnel Management or the
General Accounting Office when the information is required for evaluation of leave administration; or the General Services Administration in connection with its
responsibilities for records management.

Public Law 104-134 (April 26, 1996) requires that any person doing business with the Federal Government furnish a social security number or tax identification
number. This is an amendment to Title 31, Section 7701. Furnishing the social security number, as well as other data, is voluntary, but failure to do so may
delay or prevent action on the application. If your agency uses the information furnished on this form for purposes other than those indicated above, it may
provide you with an additional statement reflecting those purposes.

Office of Personnel Management Local Reproduction Authorized OPM Form 71
5 CFR 630 Rev. September 2009

- Formerly Standard Form (SF) 71
Print Form I | Save Form I | Clear Form I Previous editions usable
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Physical Training


 Pre-Participation Screening Questionnaire


1.  Name:

   Office Symbol:



2.  Work Phone:

   Email Address:



3.  Sex (circle one):  MALE
  FEMALE
Age:



4.  Person to Contact in Case of Emergency:

 


           Relationship:


Phone:



5.  Are you taking any medications or drugs?   YES
NO


If yes, please list drugs (incl. supplements)



Why do you take the drug?



Before engaging in a moderate physical conditioning program, certain medical or health issues need to be addressed.  This is especially important if you are over 40.  Occasionally, diseases are present which the individual is unaware.  This is often true in the beginning stages of cardiovascular (heart and blood vessel) disease — especially as an individual gets older.  These undetected or “sub-clinical” diseases may cause problems when a vigorous exercise program is begun.

Part I:  Assess your health needs by marking all true statements

		HISTORY



		You have had:

		· You experience chest discomfort with exertion



		· a heart attack

		· You experience unreasonable breathlessness



		· heart surgery

		· You experience dizziness, fainting, blackouts



		· cardiac catheterization

		· You take heart medications



		· coronary angioplasty (PTCA)

		



		· pacemaker/implantable cardiac

		OTHER HEALTH ISSUES



		      defibrillator/rhythm disturbance

		· You have musculoskeletal problems



		· heart valve disease

		· You have concerns about the safety of exercise 



		· heart failure

		· You are pregnant 



		· heart transplantation

		· You take or have taken prescription medication 



		· congenital heart disease

		      for asthma, high blood pressure, or high cholesterol



		





Part II:  Assess your cardiovascular risk by marking all true statements


		CARDIOVASCULAR RISK FACTORS



		· You are a man older than 45 years



		· You are a woman older than 55 years or you have had a hysterectomy or you are post menopausal



		· You smoke



		· Your blood pressure is greater than 140/90



		· You don't know your blood pressure



		· Your blood cholesterol level is >240 mg/dL



		· You don't know your cholesterol level



		· You have a close blood relative who had a heart attack before age 55 (father or brother) or age 65 (mother or sister)



		· You are diabetic or take medicine to control your blood sugar



		· You are physically inactive (i.e., you get less than 30 minutes of physical activity on at least 3 days 



		· You are more than 20 pounds overweight



		





These medical questions are not designed to detect unfit individuals, but to identify and treat potential medical problems before they occur.  The small number of problems that are identified are usually referred for further testing and, in many cases, a specifically designed exercise program is offered to provide good fitness training while preventing further complications. 


Participant's Signature 





   Date  




Part III:  This section must be signed by your supervisor

		HEALTH CARE PROVIDER REFERRAL





Your patient, ___________________________________________, desires to participate in the Physical Activity Program offered by the Air Force.  This program permits civilian employees the opportunity to participate in frequent, regular and/or routine physical activities, which supports a healthy working environment.   Clearance from you prior to participation in the Civilian Physical Fitness Program is required.  Please complete the attached Health Care Provider Approval Form and return it to the patient listed above.


      Supervisor’s 

      Signature 







   Date  


 

Part IV:  This section may be signed by a Physician, Physician's Assistant, or Nurse Practitioner

		HEALTHCARE PROVIDER APPROVAL 





Patient name  __________________________________________________________


                                           (PRINT)


has medical approval to participate in the Air Force Civilian Physical Fitness Program.  I understand that the program could include mild to moderate intensity exercise, and may be conducted in unsupervised groups or individually.  I also understand that participation is voluntary, allowing the participant to stop and rest at any time he or she desires. 


The following restrictions apply (if none, so state):


_________________________________________________________________________


_________________________________________________________________________


_________________________________________________________________________


Healthcare Provider's Name  










Office telephone number 











Email address  













Health Care Provider’s Signature  




   Date  




1




“TRIED AND TRUE” METHODS TO SAVE TIME


Use Standardized Position Descriptions:  Hiring managers are encouraged to use the library of “ready to go” standardized position descriptions.  Any personnel action using a standardized position description is going to go through the system much faster.  (A USAFE-wide waiver procedure is required when a manager prefers to submit a locally developed position description when a standardized position description exists).  The library of position descriptions is located on the AFPC website at https://www.my.af.mil/gcss-af/USAF/ep/globalTab.do?channelPageId=s6925EC1336E40FB5E044080020E329A9 



Have a Strategy - Workforce Planning:  For the most part, we know in advance when civilians will be departing a USAFE organization, but we often do not think about position management issues until a position becomes vacant.  Plan your current and future workforce requirements in advance; don’t wait until the last minute to develop a strategy.  Work with your Civilian Personnel team; they will help.  



Condensed Hiring Timelines:  Air Force hiring supervisors currently have 30 days to make a selection once they get the list of candidates.  This time line will be further reduced as we move toward the Office of Personnel Management timeframe of 15 calendar days.  This means when you get the list, scrub it, call references, and make a selection.  Have the interview questions ready to go in advance.  



  




2011 ST&A

		Planning Spreadsheet - CY2011 USAF Special Trophies and Awards

		The following is provided for planning purposes and represents suspenses for nomination packages that must be forwarded to AFPC Special Trophies and Awards (dpsidr.taskmgt@randolph.af.mil).    

		The solicitation messsage for nomination packages is normally released 6 months prior to listed suspense date.  Be advised, these dates are subject to change.   

		SUSP DT		AWARD NAME		WEB SITE (IF APPLICABLE)		MAIL NOMINATIONS TO:

		(o)28 Dec		DoD African American History Month Recognition Award		n/a

		(o)28 Dec		Women's History Month Foreign Language and Science Technology Engineering and Math (STEM) Role Model Award		n/a

		1 Feb		Air Force Association (AFA) Aerospace Awards		http://www.afa.org/AboutUs/nawards.asp#team		dpsidr.taskmgt@randolph.af.mil

		(o)1 Feb		National Image, Inc. Meritorious Service Award (Military)		http://www.nationalimageinc.org/		dpsidr.taskmgt@randolph.af.mil

		(o)1 Feb		Federal Asian Pacific American Council (FAPAC) Military Meritorious Service Award		http://www.fapac.org/		dpsidr.taskmgt@randolph.af.mil

		15 Feb		Air Force Association (AFA) Outstanding Civilian Employees of the Year 		http://www.afa.org/AboutUs/nawards.asp#team		dpsidr.taskmgt@randolph.af.mil

		1 Mar		Non Commissioned Officers Association (NCOA) Vanguard Award		http://www.ncoausa.org/		dpsidr.taskmgt@randolph.af.mil

		1 Mar		Verne Orr Award		http://www.afa.org/AboutUs/nawards.asp#team		dpsidr.taskmgt@randolph.af.mil

		1 Mar		Joan Orr Air Force Spouse of the Year Award		http://www.afa.org/AboutUs/nawards.asp#team		dpsidr.taskmgt@randolph.af.mil

		(o)1 Mar		Society of American Indian Government Employees (SAIGE) Meritorious Service Award		http://www.saige.org/		dpsidr.taskmgt@randolph.af.mil

		15 Mar		General and Mrs Jerome F. O'Malley Award		n/a		dpsidr.taskmgt@randolph.af.mil

		15 Mar		Department of Defense Distinguished Civilian Service Award		n/a		dpsidr.taskmgt@randolph.af.mil

		15 Mar		The Spirit of Hope Award Military Program		http://www.thewiegandfoundationinc.com/recip_info.php?name=4		dpsidr.taskmgt@randolph.af.mil

		(o)1 Apr		League of United Latin American Citizens (LULAC) Excellence in Military Service Awards		http://www.lulac.org/		dpsidr.taskmgt@randolph.af.mil

		(o)1 Apr		National Association for the Advancement of Colored People (NAACP) Roy Wilkins Renown Svs Awd		n/a		dpsidr.taskmgt@randolph.af.mil

		TBD		Team of the Year Award (SUBMIT ONLY IF CONTACTED DIRECTLY)		http://www.afa.org/AboutUs/nawards.asp#team		dpsidr.taskmgt@randolph.af.mil

		2 May		12 Outstanding Airmen of the Year (12 OAY) Award		n/a		dpsidr.taskmgt@randolph.af.mil

		2 May		USAF First Sergeant of the Year Award		n/a		dpsidr.taskmgt@randolph.af.mil

		2 May		American Legion Spirit of Service Award		n/a		dpsidr.taskmgt@randolph.af.mil

		2 May		DoD David O. Cooke Excellence in Public Administration Award		n/a		dpsidr.taskmgt@randolph.af.mil

		(o)3 May		Blacks in Government (BIG) Meritorious Service Award		http://www.bignet.org/		dpsidr.taskmgt@randolph.af.mil

		(o)3 May		National Organization For Mexican American Rights (NOMAR) Meritorious Award		http://www.nomarinc.org/NOMAR/Welcome.html		dpsidr.taskmgt@randolph.af.mil

		16 May		Outstanding DOD Employee with a Disability Award 		n/a		dpsidr.taskmgt@randolph.af.mil

		(o)24 May		National Latina Symposium Distinguished Service Awards		http://nls.latinastyle.com/		dpsidr.taskmgt@randolph.af.mil

		1 Jun		Zachary and Elizabeth Fisher Distinguished Civilian Humanitarian Award		n/a		dpsidr.taskmgt@randolph.af.mil

		1 Jun		William A. Jump Memorial Award 		n/a		dpsidr.taskmgt@randolph.af.mil

		1 Jun		Jewish Institute for National Security for National Security Affairs (JINSA) Grateful Nation Award		http://www.jinsa.org/index.php		dpsidr.taskmgt@randolph.af.mil

		1 Jul		USAF Cadet of the Year Award		n/a		dpsidr.taskmgt@randolph.af.mil

		1 Aug		National Public Service Award 		http://www.aspanet.org/scriptcontent/index.cfm		dpsidr.taskmgt@randolph.af.mil

		1 Sep		Lance P. Sijan USAF Leadership Award		n/a		dpsidr.taskmgt@randolph.af.mil

		(o)1 Sep		Hispanic Engineers National Achievement and Awards Corporation (HENAAC) Cadet Role Model Awd 		http://www.greatmindsinstem.org/henaac/awards/militaryrotc.php

		14 Oct		GEICO Military Service Awards		http://www.geico.com/military/serviceAwards.htm		dpsidr.taskmgt@randolph.af.mil

		1 Nov		GEICO Public Service Awards 		http://www.geico.com/federal/		dpsidr.taskmgt@randolph.af.mil

		1 Dec		Arthur S. Flemming Award 		http://www.gwu.edu/~flemming/nomform.html.		dpsidr.taskmgt@randolph.af.mil

		The following is provided for planning purposes and represents suspenses for nomination packages that must be forwarded directly to the sponsor.  For these awards, the date indicated is the date nomination packages are due to the sponsor.  Be advised, these dates are subject to change.  Please check the applicable website to verify suspense dates and for more information on these awards. 

		SUSP DT		AWARD NAME		WEB SITE (IF APPLICABLE)		MAIL NOMINATIONS TO:

		31 Jan		**Institute of Navigation (ION) Awards		http://www.ion.org/awards/		Submit Directly to Sponsor

		1 Mar		*Service to America Medals (Sammies) (new)		http://www.govexec.com/pps/		Submit Directly to Sponsor

		1 Mar		*Air Force Sergeants Association (AFSA) Pitsenbarger Award		http://www.afsahq.org/		Submit Directly to Sponsor

		31 Mar		**Katharine Wright Memorial Award		http://www.naa.aero/html/awards/index.cfm?cmsid=69		Submit Directly to Sponsor

		15 Apr		**Ten Outstanding Young Americans Award		http://www.usjaycees.org/index.php?option=com_docman&task=cat_view&gid=22&Itemid=166		Submit Directly to Sponsor

		15 May		*William T. Pecora Award		http://remotesensing.usgs.gov/pecora.html		Submit Directly to Sponsor

		15 May		**Tuskegee Airmen Incorporated (TAI) Annual Awards		http://www.tuskegeeairmen.org		Submit Directly to Sponsor

		31 Aug		**Wright Brothers Memorial Trophy		http://www.naa.aero/html/awards/index.cfm?cmsid=73 		Submit Directly to Sponsor

		NOTE:  *IAW an agreement with award sponsor, an email or 8106 message will be sent announcing this award.  **No email/message will be sent, please plan accordingly

		NOTE: (o) Suspense dates preceeded with the (o) are for the DoD Outreach Awards. These dates are subject to change pending OSDs call for nominations.
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NSPS PERFORMANCE MANAGEMENT TIMELINES

Following are the pertinent NSPS timelines for the remaining employees still governed

by the National Security Personnel System (NSPS):

ACTION DATE POC
2010 NSPS rating period ended 30 Sep 10 All
Current 2011 NSPS rating period began 01 Oct 10 All

2011 Performance plans finalized & communicated NLT 30 Oct 10 Supervisors
Monitor employee performance Continuous Supervisors
2010 NSPS Rating effective date 0lJan 11 AFPC/AFMOA
2010 NSPS Payouts effective date 21 Jan 11 AFPC/AFMOA
Conduct & document Interim Review 01-15 Apr 11 Supervisors
ROs PCSing prior to 03 Jul 2011 must complete Before 03 Jul 11 All
Closeout Assessments

ROs PCSing between 03 Jul-30 Sep 2011 must Within last 90 days All
complete Early Annual Appraisals before cycle ends

* 2011 NSPS rating period ends 30 Sep 11 All
Employee provides self-assessment NLT 10 Oct 11 Employees
ROs write employee assessments & recommend ratings NLT 24 Oct 11 Rating Officials
HLR reviews assessments & recommended ratings, NLT 31 Oct 11 Higher Level
discusses with RO/makes adjustments if necessary Reviewers

Pay Pool Panel convenes

NLT 30 Nov 11

PP Panel & PPM

Communicate final ratings & performance payouts Mid-Dec 11 Supervisors

2011 NSPS Rating effective date 01 Jan 2012 AFPC/AFMOA

2011 NSPS Payouts effective 1 f ug 2(_)1; Pay AFPC/86 FSS
erio

* Air Force has not indicated the transition date for the remaining NSPS employees, and these
dates are subject to change. Until such notice, the present rating period ends 30 Sep 2011, and

the currently projected NSPS end-date is 31 Dec 2011.

“NSPS Connect” remains the "one-stop source" for employees still working under NSPS. “NSPS
Transition” is information for transitioning to a non-NSPS pay system. This section includes the
new GS 101 training course, frequently asked questions about the transition, and more. “New
Beqinnings” covers steps taken to develop a new DoD performance management system.

The NSPS Homepage can be viewed at: http://www.cpms.osd.mil/nsps.

For further information or questions concerning performance management, please contact your
servicing Employee Relations Specialist at DSN: 314-480-7608.




http://www.cpms.osd.mil/nsps/nspsconnect/

http://www.cpms.osd.mil/nsps/transition/

http://www.cpms.osd.mil/nsps/transition/

http://www.cpms.osd.mil/nsps/newbeginnings.html

http://www.cpms.osd.mil/nsps/newbeginnings.html

http://www.cpms.osd.mil/nsps
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REPORTING DURING HAZARDOUS WEATHER CONDITIONS 


The season for snowy and icy weather conditions has arrived. Supervisors should brief their employees on the procedures to follow during hazardous weather conditions.  Please take the time to talk to your civilian employees about the following topics: 


· The decision to authorize base closure, late reporting, or early dismissal due to adverse weather conditions rests with the installation commander or his designee. The official notification of such events will be on the AFN TV and Radio (AM 1107 or FM 100.2) starting by 0530 or when the conditions change. It is the employee’s responsibility to know the status of the base during adverse weather conditions. 


· The announcement of road conditions, designated as Green, Amber, Red, and Black should not be confused with the authorization of base closure, late reporting, or early dismissal. Even if the road conditions are red, employees are expected to report on time, unless base closure or late reporting is officially authorized as described above. Employees are expected to make a diligent effort to report for duty, even if there is snow and ice on the roads. If employees live in an area where the road conditions prevent them from traveling safely, they are expected to contact their supervisor immediately to either request the approval of annual leave for US employees or make the necessary arrangements to clarify their absence/status for Non-US employees. 


· Employees who are designated “Mission Essential” are expected to report for duty on time or to stay on duty despite late reporting, early dismissal or base closure due to weather conditions. Supervisors and management officials should designate, in writing, the personnel necessary for mission essential activities and ensure personnel understand their responsibilities prior to weather emergencies. 


· Please refer to the attached chart to determine US employees’ status during hazardous weather conditions. 


POC: US Appropriated Fund Employees - 480-7608/2019

POC: Non-US Employees - 480-5365/7153

		

		DELAYED REPORTING

		EARLY RELEASE

		BASE CLOSURE



		MEP in Duty Status (Not on Leave)

		Report at regularly scheduled time or time designated by supervisor.

		Depart at regularly scheduled time or time designated by supervisor.

		Report/Depart at regular time or time designated by supervisor.






		NEP in Duty Status (Not on Leave)

		Report at time designated by 86 ABW/CC without charge to leave or loss in pay.

		Depending on work requirements, depart at time designated by 86 ABW/CC without charge to leave or loss of pay.



		Administrative dismissal without charge to leave or loss of pay. No need to call supervisor.



		MEP on scheduled annual or sick leave

		Charged to leave as scheduled

		Charged to leave as scheduled

		Charged to leave as scheduled





		NEP on scheduled annual or sick leave

		Charged to leave as scheduled

		Charged to leave as scheduled

		Administrative dismissal without charge to leave or loss of pay





		MEP/NEP in Nonpay Status (LWOP or AWOL) on the days prior to and after the weather emergency



		Charged to leave as scheduled

		Charged to leave as scheduled

		Charged to leave as scheduled



		MEP in Duty Status Calls supervisor to request leave for the day

		Charged leave for the entire duty day, if absence is approved by supervisor. If absence is disapproved, charged AWOL

		Charged leave for the entire duty day, if absence is approved by supervisor. If absence is disapproved, charged AWOL

		Charged leave for the entire duty day, if absence is approved by supervisor. If absence is disapproved and the employee is absent, charged AWOL





		NEP in Duty Status Calls supervisor to request leave for the day

		Charged leave for the entire duty day, if absence is approved by supervisor. If absence is disapproved, charged AWOL

		Charged leave for the entire duty day, if absence is approved by supervisor. If absence is disapproved, charged AWOL



		Administrative dismissal without charge to leave or loss of pay. No need to call supervisor.



		MEP in Duty Status Does not report to work and does not call supervisor



		Charged AWOL for the entire duty day

		Charged AWOL for the entire duty day

		Charged AWOL for the entire duty day



		NEP in Duty Satus Does not report to work and does not call supervisor

		Charged AWOL for the entire duty day

		Charged AWOL for the entire duty day

		Administrative dismissal without charge to leave or loss of pay. No need to call supervisor. 








MEP – Mission Essential Personnel – Employees required to perform critical duties regardless of weather conditions. 


NEP – Non-Mission Essential Personnel – Employees not designated as mission essential. 


MISSION ESSENTIAL EMPLOYEE AND EMERGENCY ESSENTIAL POSITION DESIGNATIONS


This information is provided to minimize the confusion managers, supervisors, and civilian employees may have concerning two very important, but different programs - designation of civilian employees who are mission essential for continued base-level operations and positions designated in the Emergency-Essential (E-E) program. 


Mission essential designated employees are defined for peacetime operations and may be applicable to both US appropriated fund and Non-US employees. Mission essential duties are those that are defined by management as critical and essential regardless of weather conditions, emergency situations, or general dismissal authorizations (e.g., security, fire protection, medical, communications, etc.). Mission essential designation applies to US appropriated fund civilian employees as well as Non-US civilian employees. 


Management determines what missions are “essential” under mission essential conditions and what type(s) and number of personnel are needed to continue operations. The responsibility to identify employees who are expected to report for, or remain at work in these situations, is addressed in DoD 1400.25-M, Subchapter 610. Factors for management to consider when designating employees as mission essential include safety and employee accessibility to the base. Employees should not be needlessly exposed to hazardous conditions and the distance each employee must travel from home to their duty location should be considered. Each designated civilian employee (US and Non-US) should be informed in writing by management of the mission essential designation. Management should also ensure that the employee understands their responsibilities prior to a mission essential situation. A copy of the management’s letter should be filed in the Supervisor’s Employee Work Folder (commonly referred to as the “971 Folder”). 


Emergency Essential (E-E) program applies only to employees occupying US civilian appropriated fund positions and are designated to meet worldwide requirements during periods of national emergency, mobilization, war, military crisis, or other contingency. An emergency is defined as a declaration of war or declared national emergency, an attack on the United States, or mobilization order issued by the Secretary of the Air Force or other appropriate authority. A contingency is defined as an emergency involving military forces caused by natural disasters, terrorists, subversives, or military operations. A contingency does not necessarily involve a declaration of war. 


Management is required to identify E-E positions and the Civilian Personnel Flight (CPF) provides advice to managers and administers the program in accordance with AFI 36-507, Mobilization of the Civilian Work Force. At the time the position is initially identified as E-E, an addendum to the core personnel document or position description must be signed by the supervisor and submitted to the CPF, 86 MSS/DPCS. Employees are required to sign several documents which are provided by 


86 MSS/DPCS to include Statement of Understanding- Emergency-Essential, the Employee Notice of Anthrax Immunization Requirements, and DoD Civilian Employee Overseas Emergency-Essential Position Agreement, DD Form 2365. Commanders, managers, and supervisors are required annually to review contingency plans for the civilian work force to re-certify or update the E-E designation status of their civilian positions. 


POC: US Emergency-Essential program and US mission essential - DSN 480-7608/2019 


POC: Non-US mission essential issues - DSN 480-7153. 
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Getting to 80 days...

= Mgr: Don’t create the RPA until you’re ready to send to HR for action

m Class: Maximize use of SCPDs

m AFPC (Referrals): Implement Single Staffing Tool — one system, one
announcement, one referral certificate

m Mgr (Selecting Official): One referral certificate w/ resumes for all —
enables timelier selections

m On-boarding: Partner with bases on job offers and on-boarding

m On-boarding: Automate the Civilian PCS Program

Getting to 80 days is a total team effort
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DEPARTMENT OF THE AIR FORCE
UNITED STATES AIR FORCES IN EUROPE

4 Jan 11

MEMORANDUM FOR USAFE ADDRESS #2 — MAJOR USAFE UNITS
USAFE ADDRESS # 6 — DIRECTORATES AND COMPARABLE STAFF
OFFICES

FROM: USAFE/CV
Unit 3050 Box 1
APO AE 09094-0501

SUBJECT: Improving the USAFE Civilian Hiring Process

1. On 11 May 10, the President signed a memorandum that tasked departments and agencies to overhaul
the way they recruit and hire the civilian workforce. The civilian hiring process, historically, has taken
too long and few would dispute the need for reform. The goal is to reduce the average time to hire to 80
days starting with the creation of the Request for Personnel Action to the first duty day of the employee.
We need your help to reduce this time in USAFE.

2. This is a top priority. In the next 2 years, the Air Force will hire approximately 21,000 civilian
employees. Our ability to meet our part of this hiring challenge will depend on our ability to efficiently
and effectively recruit, hire, and retain high performing employees. Stiff competition means the best
candidates may be lost to other agencies if we don’t move out quickly and strategically.

3. Hiring reform is already underway. Much has been done, but there is more to do. Leaders, as hiring
managers and supervisors, play a critical role. If you are a civilian hiring official, please take advantage
of the attached “tried and true” methods to save time. We commend your efforts to this point. Our “start
to finish” hiring time has dropped from a high of 192 days in April 2009 to a current 137 days. Our
selection time has dropped from a high of 73 days to make a selection to 24 days during the same time
period. For two months selections were made in 19 days

4. We need to work together to continuously improve the speed and quality of our hiring actions. To
monitor our reform effort, we will review closely the monthly metrics. Every day counts.

5. If you have any questions, please contact USAFE staff representative Ms. Deidre “Dede”
Dessommes, HQ USAFE/A1KC, at DSN 314-480-6609, commercial 011-49-6371-47-6609, or
deidre.dessommes@ramstein.af.mil.

/[SIGNED, spm, 4 Jan 11//
STEPHEN P. MUELLER
Lieutenant General, USAF
Vice Commander

Attachment:
“Tried and True” Methods to Save Time



mailto:deidre.dessommes@ramstein.af.mil
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DEPARTMENT OF THE AIR FORCE
HEADQUARTERS UNITED STATES AIR FORCE
WASHINGTON, DC

i
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—

& 2 7010
MEMORANDUM FOR ALMAJCOM-FOA-DRU/CV

FROM: HQ USAF/A1
1040 Air Force Pentagon
Washington DC 20330-1040

SUBJECT: Federal Hiring Reform and AF Single Staffing Tool (AF-SST)

The Air Force must be able to recruit and hire the best available talent to meet our critical and
.dynamic missions. In a memorandum released 11 May 2010, the President directed federal agencies to
simplify and improve the civilian recruitment and hiring process by making the application process easier to
understand, increasing hiring manager involvement, and improving the quality and speed of hiring;
specifically, reducing the average time to hire to 80 days end-to-end.

A critical step in achieving the 80-day goal is to deploy a single staffing tool. Current processes rely
on three separate systems which is not particularly effective or efficient. To remedy that, we are launching
the AF Single Staffing Tool (AF-SST). The new process uses AF-SST, one announcement, and one referral
list with selecting officials receiving resumes on all candidates. We tested AF-SST at 16 bases, CONUS and
OCONUS, resulting in positive feedback and improving timeliness by ~35 days. AF-SST will be fully
deployed 15 November 2010, with the exception of AFMC bases, Hurlburt Field, and Luke AFB which are
completing labor requirements. AFPC worked directly with your MAJCOM A1, Civilian Personnel
Sections, and Airman & Family Readiness Centers in preparation of this launch. Communication to the
civilian workforce is being provided at every installation.

While AF-SST deployment is a key element of our strategy, more is required to achieve and 80-day
fill timeline. Supervisors currently have 45 days to make a selection once they receive the list of candidates.
This timeline will be reduced to 30 days concurrent with AF-SST deployment, as we move toward the OPM-
proposed timeframe of 15 days for selection. I am confident it is achievable as selection times vastly
improved during AF-SST testing. Finally, the 80-day clock starts as soon as the Request for Personnel
Action (RPA) is created. Therefore, I ask for your support in not creating RPAs until they are ready to be
released for HR action. .

Achieving these goals requires teamwork of the selecting officials, base civilian personnel offices,
AFMA and AFPC. We will provide you with additional information as we move forward. Please direct
questions on hiring reform to Ms. Sonja Crownover at sonja.crownover@pentagon.af.mil, DSN 664-8134,

and questions on AF-SST to Ms. Nancy Tackett at nancy.tackett@pentagon.af.mil, DSN 665-1522.

TIMBEYLAND

Asst DCS, Manpower and Personnel







