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CIVILIAN SECURITY CLEANANCES  (Continued from page 1)

employee’s A/CS, to the Deputy A/CS ISS, requesting an Interim Security clearance needs to be in done prior to receiving an Interim clearance.  A copy of the employee’s SF-86 is provided to the Security Manager by the CHRO.  The Security Manager will complete a local records check (LRC), and will review the employee’s OPF prior to issuing the Interim Clearance.

DOD SUCCESSFUL EMPLOYMENT OF PERSONS WITH DISABILITIES (Continued from page 1)

2005.  As DoD strives to  increase its’ hiring of new employees with their disabilities, managers, and supervisors are asked to increase their focus on training, mentoring, and career development of persons with disabilities throughout the total workforce.

For more information on President Bush’s New Freedom Initiative, refer to:

http://www.whithouse.gov/infocus/newfreedom
For information on the advantages of hiring persons with disabilities, refer to:

http://www.ilr.cornell.edu/ped/accessforall/index.htm?page=whyhire
GOVERNMENT TRAVEL CREDIT CARDS

On September 27th, Bank of America (BofA) closed approximately 25,000 Marine Corps travel cards for nonuse in the 12 months preceding the action.  APCs were tasked with identifying those affected individuals to notify them of the closure of their account.  

Accounts can be reopened by an APC with submission of another formal application for the cardholder available on the Bank of American website www.gcsuthd.bankofamerica.com  for those marked Reopen Closed Account.

No cardholders will be stranded.  Those members that are currently TAD when they discover their account is closed may have the vendor call BofA personally to have the account temporarily opened until a new application can be submitted.  Please contact your unit APC for further details if you feel that you may fall into this category.
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SJA GRAM:  

HOTEL DISCOUNT COUPONS RESULTING

 FROM THE CALIFORNIA “ENERGY CHARGE”

Background

The energy crisis in California during the summer of 2001 has had some far reaching effects.  One of these effects is that some hotel chains attempted to pass increased energy costs on to customers as “energy charges” as a separate item on the hotel bill rather than rolling it into the overall cost of the room.  As a result, several class action lawsuits were filed, the settlement of which required the hotel chains to provide discount coupons to customers who were wrongfully billed for these “energy charges.”  For example, Marriott is evidently giving to its customers a coupon for a 10% discount on a future stay, while Hilton is giving a $10 discount coupon.  

Issue

Are the discount coupons promotional items given to the government employee, to keep for personal use, or are the coupons a reimbursement and therefore the property of the United States?  

Conclusion

If the government employee or service member stayed in a hotel pursuant to travel orders of any kind, in which the government reimbursed the individual for the cost of the hotel stay, the discount coupons become the property of the United States.  The General Service Administration (GSA) has advised that the coupons are not promotional items.  Rather, they are reimbursements to customers who were overcharged.  In this case, the customer who was overcharged is the United States, because it paid for the hotel stay by reimbursing the government employee or service member.

Therefore, government employees and service members are advised that if they receive these discount coupons directly, for hotel stays in which they were reimbursed by the government for “energy charges,” they are required to turn the coupons/discount over to their travel office, to be used for future official travel.

Any questions or concerns about this issue may be directed to the Office of the Staff Judge Advocate, Civil Law Section, telephone (760) 725-5522, or your travel office.  Marine Corps Community Service (MCCS) non-appropriated fund employees should contact Ms. Janette Cruz at (760) 725-9010.
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TSP OPEN SEASON NEW DATES

OCTOBER 15 TO DECEMBER 31, 2002
The next Thrift Savings Plan (TSP) open season begins October 15, 2002 and ends December 31, 2002.  (PLEASE NOTE THAT THESE DATES HAVE CHANGED FROM PREVIOUS FALL OPEN SEASONS.)  During the open season, you may begin contributing to the TSP or change the amount of your TSP contribution.  Contribution limits effective in December 2002: 13% for FERS employees and 8% for CSRS employees. IRS annual deferral limit for 2003:  $12,000.
How to make a contribution election. TSP contribution elections may ONLY be made through either the Employee Benefits Information System (EBIS) on the Internet or through The Benefits Line using a touch-tone telephone.   “Hard copy” election forms received by the Human Resources Service Center Southwest will be returned to employees with directions on how to access these two systems for this and all future benefits transactions.

Access to the Employee Benefits Line is available (1-888-320-2917) via any touch-tone phone, 0730 through 1630, Monday through Friday, excluding Federal Holidays.  This is a toll  free call.

Employee Benefits Information System (EBIS): EBIS allows you to access general and personal benefit information and to conduct electronic transactions 24 hours a day 7days a week using a desktop computer that has access to the Internet.  Internet-accessible computers are available in many employees' homes, at many work sites, in several HRO Self-service Centers, at most public libraries and/or at some commercial printing shops (i.e. Kinko's).
To access EBIS, visit the Department of the Navy Civilian Information Center web site at www.civilianbenefits.hroc.navy.mil. The screens will guide you through establishing your user account and making your unassisted personal transaction.  

AFTER MAKING YOUR TSP CONTRIBUTION ELECTION ON EBIS, REMEMBER TO PRINT OUT YOUR CONFIRMATION SCREEN BEFORE EXITING THE PROGRAM AND RETAIN A COPY OF THE DOCUMENT FOR YOUR RECORDS AS PROOF OF YOUR TRANSACTION.

The Benefits Line: Alternatively, now you may make your TSP open season election by calling our new Benefits Line from a touch-tone telephone.  To access The Benefits Line, call toll free 1-888-320-2917.  The Benefits Line is available for you to use to make unassisted personal transactions 24 hours a day 7 days a week.  If you have established a Personal Identification Number (PIN) on EBIS, you can use that same PIN to access The Benefits Line.  If you do not already have a PIN for EBIS, you may create a PIN during your initial call to The Benefits Line.

4

If you have any problems creating a user account or if you have any other questions about our new self-service automated systems, please contact a Benefits Counselor at the Human Resources Service Center Southwest HRSC-SW Benefits Division via The Benefits Line toll-free at 1-888-320-2917.  Counselors are available to assist you Monday through Friday, from 7:30AM to 4:30PM. 

When TSP elections become effective.  When you input your election through EBIS or The Benefits Line between October 15, 2002 and November 30, 2002, it will become effective the first full pay period in December 2002 (pay period beginning December 1, 2002).  Elections input by an employee into EBIS/Benefits Line on December 1, 2002 but no later then December 14, 2002 will become effective the first full pay period after the employee inputs the election into EBIS/Benefits Line (pay period beginning December 15, 2002).  Elections input into EBIS/Benefits Line from December 15, 2002 through December 28, 2002 will become effective the first full pay period after the employee inputs the election into EBIS/Benefits Line (pay period beginning December 29, 2002).   Elections input into EBIS/Benefits Line from December 29, 2002 through December 31, 2002 will become effective the first full pay period after the employee inputs the election (pay period beginning January 12, 2003).

How to allocate contributions.  Allocation of your contributions cannot be made through EBIS or on The Benefits Line.  To allocate your contributions among the five investment funds, you may use the TSP web site at www.tsp.gov (Account Access Section), or call the TSP ThriftLine at (504) 255-8777.  By using the TSP web site or the ThriftLine, your request is recorded immediately, avoiding the mailing and processing time of a paper request.  

However, you may choose to make funds allocations by submitting a Form TSP-50 (Investment Allocation form) directly to the Thrift Savings Plan Board.  

If you use the web site or the ThriftLine, you will need your Social Security number (SSN) and a TSP PIN to make your allocation transactions.  (Please note that your TSP PIN IS NOT the same PIN as the one you used for EBIS/Benefits Line.  If you need a TSP PIN, you must request one from the Thrift Saving Plan Board through their web site or on their ThriftLine.) 

If you choose to use a TSP-50 form, be aware that this form is not available from the web site.  This is because the form is designed to be read by an optical scanner, and if it were downloaded from the web, proper scanning might not be possible.  Also, for this reason, you may not submit a photocopy of the form.  Therefore, your local HRO or the HRSC-SW, Benefits and Performance Division will continue to stock this form.  Employees must send all completed TSP-50 forms directly to TSP Service Office, National Finance Center, P.O. Box 60012, New Orleans, LA 70160-0012.  Remember:  Do not submit any TSP-50 forms to the HRSC-SW, your local HRO or Administrative Department.

QUESTIONS??  CALL THE BENEFITS LINE AT 1-888-320-2917 OR E-MAIL US AT:

benefits@sw.hroc.navy.mil
USE EBIS OR THE BENEFITS LINE….THEY ARE FAST AND CONVENIENT
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Federal Women’s Program

RESIST PHRASES THAT MAR YOUR IMAGE

from

Personal Report for the Administrative Professional

Even casual remarks can enhance your professional image or harm it.  So, think before you speak, and make statements that highlight capabilities, not weaknesses.  Let’s look at some phrases to avoid:

“I’m too busy/I don’t have time/I’m just swamped.”  Although you may be telling the truth, no one wants to hear about your backlog.  You’ll come across as someone who can’t control her time.  Solution:  Consult your calendar and say, “Let me reserve a time to take care of that for you.  I can complete it .”

“I’m having one of those days/ Things are crazy here/You’ve caught me at a bad time.”  These lines have practically lost their meaning.  Other people are under pressure too and are more concerned about what they need than the reasons why you can’t deliver.  Solution:  Resist the urge to complain.  And, again offer a reasonable time line for getting the work done.

“I put a call in to them/I’m waiting to hear back.”  Bosses would like more from you than a wait-and-see approach.  Solution:  Try to avoid getting caught in the “reactive mode,” where you can do nothing until calls are returned.  Call until you establish contact or get the information your boss needs.  Or is someone will not return your call, talk to her assistant or someone in her department.

“Don’t quote me on that/You didn’t hear this from me.” Such statements imply that you are about to provide information that you should keep to yourself.  That’s hardly a professional image


to present.  Solution:  Assume that anything you say will be attributed to you.  And remember, people respect those who can keep confidences.


“We’ll see how it goes/I’ll try my best.”  No matter how earnest you sound, these comments make it sound like you’re leaving yourself an out.  Solution:  Commit to what you know you can deliver, with a strong statement like, “I’ll take care of that for you.”

FWP Calendar of Events 

Events Planning Meeting 


15 January 2003
HRO-Conference Room         1100-1200



6

 LONG TERM CARE INSURANCE

Open Season is still in Effect through 31 December 2002

The Federal Long Term Care Insurance Program

Open Season Is Here!

July 1 – December 31, 2002
At this time, we are in an Open Season.  It began July 1 and runs through December 31.  You owe it to yourself and your family to find out as much as you can about the Federal Long Term Care Insurance Program.  There is much information available for you.  

The Federal Long Term Care Insurance Program is an important new benefit for over 20 million members of the Federal Family, including Federal and Postal employees and annuitants, members and retired members of the uniformed services, and qualified relatives.  Qualified relatives are spouses; adult children (aged 18 and over); and parents, parents-in-law, stepparents (of employees/members of the uniformed services not yet retired).

Coverage is being offered on a voluntary basis and premiums will be paid fully by the enrollees.  You as an employee do not have to participate in the program in order for your eligible family members to sign up.  Each participant will have his/her own policy; there is no self-and-family coverage.  The program is completely portable.  If you leave government service, your Federal Long Term Care Insurance will remain in effect as long as you pay the monthly premiums.

What is long-term care?  It is ongoing care for people who become unable to take care of themselves, and need help doing everyday things like dressing, eating, and bathing.  The need for long term care can arise from an illness, injury, or a severe cognitive impairment such as Alzheimer’s disease.  As its name implies, long term care is about needing care for a lengthy period of time, either in your home or in a facility that provides long term care services.

Most of us think of the elderly as the ones who need long term care.  Surprisingly, nearly 40% of the long term care population is under the age of 65.  40% of the people receiving long term care are working-age adults aged 18-65.

Long term care is not medical and/or acute care or skilled nursing care that we might receive from a physician or nurse during a stay in the hospital.  Sometimes when we are receiving medical care, assistance with dressing, eating, bathing (activities of daily living) is covered for a limited time by our medical insurance.  But once our condition stabilizes and we are not going to improve and/or get better and our need for assistance with the activities of daily living becomes chronic, coverage by our medical insurance and/or Medicare will end. 
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That is when we will need long term care insurance, and at that time if we do not already have long term care insurance, we will not be able to purchase it.  Compare it to buying fire insurance for your home.  If you wait until your house is on fire to purchase fire insurance, you won’t be able to get coverage.   Long term care is expensive.  The average cost for a room in a nursing home in the San Diego area is $150.00 per day or $4500 per month, and that equates to $54,00 per year.  The very wealthy don’t have a problem, they have the funds to cover long term care.  The poor and the impoverished are provided money for long term care by Medicaid (MediCal), a state-based program supplemented by Federal funds.  But if you are a member of the great middle class — as most Federal employees are — qualifying for Medicaid will require your first spending down, using all the assets you’ve worked so hard to accumulate for yourself and your family.  This is why it is said that long term care is the biggest uninsured risk facing middle-income Americans.

The Long Term Care Security Act (PL 106-265) was signed into law on September 19, 2000.  The Office of Personnel Management (OPM) was tasked with developing a long term care insurance program that would meet the needs of Federal employees at a reasonable price.  OPM has contracted with John Hancock and MetLife to provide the insurance.  They formed a company called Long Term Care Partners to administer the Federal Long Term Care Insurance Program.

At www.opm.gov/insure/ltc, “Frequently Asked Questions” will give you the answers you need and background information on the Federal Program.  The Long Term Care Partners website, www.ltcfeds.com, contains the applications, an overview of the Federal Program, premium calculator, an outline of coverage, and other useful information.  If you prefer, you can call 1-800-582-3337 to request information and assistance from an experienced long term care counselor.

The cost of premiums will be determined by your age and the various options you elect.  During Open Season, your age is the age you were on July 1, 2002.  

In order to enroll, you must pass underwriting.  Underwriting is the process of reviewing medical and health-related information
11 NOVEMBER – 13 DECEMBER 2002
FEDERAL EMPLOYEES

HEALTH BENEFITS 

(FEHB)

OPEN SEASON FAIR

21 NOVEMBER 2002 

AT 

CIVILIAN HUMAN RESOURCES OFFICE

BUILDING 2265
0900-1300

8

Marine Corps Base, Camp Pendleton

Local News
LEAVE  DONOR PROGRAM

The following employees are currently enrolled in the Leave Transfer Program.  If you would like to donate leave to any or all of the employees listed below, the forms are available on the LAN in the V drive in the HRO shared files at V:\er_lr\LVE-DONR,  and V:\er_lr|LVE-DNR2.  If you desire to donate leave but are unable to access the LAN, or if you would like more information, please contact the HRO at 725-3747 or DSN:  365-3747.
Geraldine Amy  BASE HOUSING 

Mrs. Amy has a serious illness and has undergone surgery.  She needs a long period of  time to recuperate.  She is on an intermittent leave without pay status, and is in need of leave donation. 

***************************************

HRO TRAINING

There is no scheduled training for the months of November and December 2002


USE OR LOSE ANNUAL LEAVE FOR 2002

[image: image1.wmf]         [image: image2.png]



An agency may consider for restoration, annual leave that was forfeited due to an exigency of the public business or sickness of the employee only if the annual leave was scheduled in writing before the start of the third biweekly pay period prior to the end of the leave year.

All employees are reminded of their obligation to schedule annual leave to prevent possibilities of forfeiting any portion of your Use or Lose leave at close of Leave Year (Ends 11 Jan 03).  To determine balance of Use or Lose, refer to your current LES.  For Leave Year 2002, all leave must be scheduled prior to 1 Dec 2002 to be eligible for Restoration if your scheduled leave is cancelled by Management.  

Don’t take a chance of losing your Leave – Schedule your Use or Lose NOW!
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C E W R A’s

annual  
Christmas party

Thursday

11 December 2002

Staff NCO Club 

South Mesa

2 PM – 6 PM

Live Music, Dancing

Heavy Appetizers

Entertainment and Prizes

Cost is $8.00 per person (Civilian or Military)
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DOD SUCCESSFUL EMPLOYMENT OF PERSONS WITH DISABILITIES





President Bush’s New Freedom Initiative calls for an increase in employment opportunities for individuals with disabilities at all levels and occupations in the Federal Government.  The Office of Personnel Management has called for the removal of employment barriers that persons with disabilities encounter when seeking employment.  A target of 100,000 new employees with disabilities was established for all Federal agencies, with the Department of Defense goal set at 32,000 of those new hires.





As the Department has downsized and restructured, managers have continued to select employees with disabilities at the average rate of 5 per cent of all new hires.  Consolidations taking place within the Military Departments and Defense agencies call for expanded outreach efforts and appropriate accommodations to reach the goal of 32,000 new hires from FY 2001 to 
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CIVILIAN SECURITY CLEARANCES





SECNAVINST 5510.30A states that security clearances are to be kept to a minimum.  At MCB, Camp Pendleton, requests for security clearances start with the civilian employees Position Description (PD).  If the PD does not state that a security clearance is required for the employee to do their job, and now the civilian employee’s A/CS requires the employee have access, the PD must be amended.  If the PD is correct, CHRO will provide all necessary security clearance paperwork to the civilian employee.  The civilian employee is required to complete the paperwork and return it to CHRO.  You will then have your fingerprints taken at CHRO and your completed package will be forwarded to OPM.  Once the investigation is completed,  DONCAF sends out a message granting the civilian employee access.  These investigations can take up to one year to complete and depends on the thoroughness that is provided by the employee.  A letter from the 
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VISION


STATEMENT





The Marine Corps Civilian Human Resources Office-Southwest is:





The leader in providing innovative customer focused human resources services.





An effectively integrated team.





The most professionally rewarding place to work.





MCCHRO-SW is composed of all west coast Marine Corps Civilian Human Resources Offices with satellite offices located in: 


Camp Pendleton, 


Twenty-nine Palms,Yuma, 


Miramar, Barstow,


MCRD
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