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Important Changes to Benefits Procedures and Contacts

Effective January 9, 2002, the Human Resources Service Center, NE (HRSC-NE) cannot take your health/life insurance and TSP phone calls and transactions.  Instead, you must use your telephone keypad or computer to process transactions, using a web-based application called the Employee Benefits Information System (EBIS) or a toll-free telephone-based application that uses an interactive voice response system and is called the Benefits Line.     When  you  need to speak to 
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someone, your telephone keypad will connect you to a customer service representative in a contracted Call Center, located in Maine.  

EBIS or the Benefits Line should be your first stop in obtaining both general and personal information about your retirement system and retirement/ survivor, health/life insurance, and TSP benefits, including computer-generated TSP, retirement and survivor annuity projections (but see next paragraph regarding retirement computations).  EBIS is especially fast and convenient.  It provides you with immediate access to   annuity   projections      and     other   personal
Continued…
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information from your own records.  And when you execute a transaction, processing is immediately confirmed.  Through EBIS, you have a wealth of information at your fingertips, including up-to-date benefits news, booklets, guides, etc., regarding nearly every subject about which you might have a question.  And if you still need help, you can click and email your question.  

The counseling and processing associated with retirement and death benefit applications con-tinues to be performed by the HRSC-NE, and Administrative Officers shall continue to report deaths to that organization.  At least one-year prior to retirement, contact the HRSC-NE for a more accurate retirement computation that takes into consideration any special circumstances that apply to your situation, such as Post-56 military service, refund of retirement contributions, service that was not subject to retirement deductions, or transfer from CSRS to FERS.
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Permissible health/life insurance and TSP changes, including open season changes, can be carried out at times and locations that are convenient to you.  The Benefits Line and EBIS are 24/7 and transactions can be made from any phone or computer with Internet access.  During transaction processing, you may communicate with a customer service represent-ative who will answer your questions and assist you.  You can speak to a Customer Service Representative between 7:30 a.m. to 4:30 p.m. EST, Monday through Friday, provided you connect through the Benefits Line.  The Department of Navy is confident that you will be so pleased with these systems that the need to speak with someone will be greatly reduced.
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To access the Benefits Line, dial 1-888-320-2917 on or after January 9.  The system will request your social security number and personal identification number (PIN).  For first-time callers, your PIN is a 4-digit number consisting of your month and year of birth.  An exception is when you have already created an EBIS PIN; in that event you will use the EBIS PIN to access the Benefits Line.

To access EBIS, go to www.donhr.navy.mil, click on Pay and Benefits and then EBIS.  When you enter the EBIS site, click first on ABOUT EBIS, which will get you detailed instructions and frequently asked questions that have to do with security, setting your password and pin, etc.  When you set your password, you will be asked questions that need to be answered the same way they appear on your leave and earnings statement.  (Notification of Personnel Action forms for Demo employees do not match what’s on the LES.).  If you have already created a Benefits Line PIN, you will use the Benefits Line PIN as your EBIS PIN.
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HRSC representatives have con-cluded that the contractors are capable people and understand the importance of their work.  To further ensure quality service, the HRSC has instituted a rigorous oversight program that permits them to review transactions as they occur.  They have established a separate e-mail address that will allow them to analyze any problems reported by you in your dealings with the contractor. And the EBIS system contains an on line survey form that goes directly to the HRSC (outside the contractor's view). 
2002 Cost-of-Living Adjustment for Retirees and Survivors

[image: image11.wmf]The Office of Personnel Manage-ment (OPM) announced that effective December 1, 2001, Civil Service Retirement System (CSRS) retirees and survivors receive a cost-of-living adjustment (COLA) of 2.6 percent.  Federal Employees Retirement System (FERS) retirees and survivors receive a cost-of-living adjustment of 2 percent.  (If the change in the Consumer Price Index is between 2% and 3%, the FERS COLA is always 2%.)  Generally, only FERS retirees age 62 and over receive the FERS COLA with exceptions that include disability retirees and survivors.

The current average CSRS annuity is $1,969.  Applying the 2.6% COLA will result in an increase of $51.  The average CSRS survivor annuity is $1,005.  Applying the COLA will result in an increase of $26.  The average FERS annuity is $714.  Applying the 2% COLA will result in an increase of $14.  The average FERS survivor annuity is $308.  Applying the COLA will result in an increase of $6. 

Flu Season is Here
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Influenza (the flu) is a respiratory infection caused by a variety of flu viruses.  It’s most familiar aspect is the way it can "knock you off your feet" as it sweeps through entire communities.  Flu differs from the common cold.  For example, people with colds rarely get fevers or headaches or suffer from the extreme exhaustion that flu viruses cause.

The U.S. Centers for Disease Control estimates that 35 to 50 million Americans come down with the flu during each flu season, which typically lasts from November to March.  Children are 2 to 3 times more likely than adults to get the flu and frequently spread the virus to others.  Each season in the U.S., more than 100,000 people are hospitalized and more than 20,000 people die from the flu and its complications. 
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You can get the flu if someone around you who has the flu coughs or sneezes.  You can get the flu simply by passing your hand to your nose or mouth after touching a surface like a door knob that has been contaminated by a touch from someone who has the flu.  

If you get infected by the flu virus, you will usually feel symptoms 1 to 4 days later.  You can spread the flu to others before your symptoms start and for another 3 to 4 days after your symptoms appear.  The symptoms start very quickly and are headache, chills, dry cough, body aches, fever, stuffy nose, and sore throat.  Typically, the fever begins to decline on the second or third day of the illness.  The flu almost never causes symptoms in the stomach and intestines.  The illness that some people often call "stomach flu" is not influenza. 
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Usually, doctors or other health care workers diagnose the flu on the basis of whether flu is epidemic in the community and whether the patient's complaints fit the current pattern of symptoms.  Doctors rarely use laboratory tests to identify the virus during an epidemic.  

You can have flu complications if you get a bacterial infection that causes pneumonia in your weakened lungs.  The flu virus itself can also cause pneumonia.  Symptoms of complica-tions will usually appear after you start feeling better.  You may then suddenly get high fever, shaking chills, chest pain with each breath, and coughing that produces thick, yellow-greenish-colored mucus.  The main way to keep from getting the flu is to get a yearly vaccine.  For information on flu vaccine, antiviral prescription medicines that will help prevent or treat flu infection, ongoing research, complications in children, and other information regarding the flu, access the National Institute of Allergy and Infectious Diseases flu site at www.niaid.nih.gov.
Long-Term Care Insurance is Coming Later in 2002
[image: image16.wmf]You may think that your Federal Employees Health Benefits (FEHB) coverage and/or Medicare will pay for your long term care (LTC) needs. If that’s so, you are WRONG!  Unless you have other plans (like lots of money) to pay for your and your family members’ potential future custodial or chronic care, you should consider buying LTC insurance.  The Office of Personnel Management (OPM) will sponsor a high-quality LTC insurance program effective in October 2002.  As part of its educational effort, OPM asks you to consider these questions:
What is (LTC) insurance?  It’s insurance to help pay for LTC services you may need if you can’t take care of yourself because of an extended illness or injury, or an age-related disease such as Alzheimer’s.  LTC insurance can provide broad, flexible benefits for nursing home or hospice care, care in an assisted living facility, your home, or an adult day care facility, and more.  LTC insurance can supplement care provided by family members, reducing the burden you place on them.

I’m healthy.  I won’t need LTC.  Or, will I?  Welcome to the club!  76% of Americans believe they will never need LTC, but the facts are that about half of them will.  And it’s not just the old folks.  About 40% of people needing LTC are under age 65.  They may need chronic care due to a serious accident, a stroke, or developing multiple sclerosis, etc.  We hope you will never need LTC, but everyone should have a plan just in case.  Many people now consider LTC insurance to be vital to their financial and retirement planning.
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LTC Insurance

Continued…
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Is LTC expensive?  Yes, it can be very expensive.  A year in a nursing home can now exceed $50,000.  Home care for only three 8-hour shifts a week can exceed $20,000 a year.  And that’s before inflation.  LTC can easily exhaust your savings.  LTC insurance can protect your savings.
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But won’t my FEHB plan, Medicare or Medicaid cover my long term care?  Not FEHB.  Health plans don’t cover custodial care, a stay in an assisted living facility, or a continuing need for a home health aid to help you with other activities of daily living.  Limited stays in skilled nursing facilities can be covered in some circumstances.  

Medicare only covers skilled nursing home care (the highest level of nursing care) after a hospitalization for those who are blind, age 65 or older or fully disabled.  It also has a 100 day limit.  See article titled Medicare VS Long Term Care Insurance.

[image: image20.wmf]Medicaid covers long term care for those who meet their state’s poverty guidelines, but has restrictions on covered services and where they can be received.  See article titled Medicaid VS Long Term Care Insurance.

Will the Federal LTC Insurance Program (FLTCIP) cover my family members?  If they apply and are approved.  You apply for your own coverage and any eligible family members apply for their own individual coverage separately.  Any of your eligible family members can apply for coverage even if you don’t.  The FLTCIP doesn’t cover minor children but eligible adult (age 18 or over) “children” can apply for coverage.

When will the FLTCIP become available?  The FLTCIP will definitely be available by October 2002, and may be available significantly sooner.  There will be an 
[image: image21.emf] 


early enrollment period sometime during the first half of 2002.  People who don’t need the benefits of an educational marketing campaign can apply for the coverage and if they pass the underwriting (health questions), their coverage will be effected.  In addition, there will be an open season sometime during the second half of 2002.

Do I have to be enrolled for a certain period of time immediately before retirement in order to have the coverage in retirement?  No.  The coverage is fully portable.  That means that if you quit your job or retire, you will have the LTC insurance coverage, as long as you continue to pay the premiums.

How can I find out more about the FLTCIP?  Visit OPM’s website at www.opm.gov/insure/ltc.
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Medicaid VS Long Term Care Insurance

Medicaid is a state-based program supplemented by Federal funds that acts as a safety net to provide health services to the poor and impoverished.  Medicaid covers long term care services and might cover you if you meet your state's poverty criteria and receive care that meets your state's guidelines.  Usually this means expending all but $2,000 of your assets and savings (except for perhaps your house and your car).  It also means receiving care from a limited number of state-approved caregivers (mostly institutions like nursing homes) that are willing to accept Medicaid's payments.  People that you wouldn't consider poor sometimes qualify for Medicaid by "playing the game" and "beating the system", usually with legal help.  States react with more rules. 

If you don't have much in the way of assets and income and Medicaid continues as a government program, it may end up being your best bet for long term care.  If you can afford long term care insurance, want to control the type and location of care that you receive, and aren't interested in (or don't want to count on) beating the system, the Federal Long Term Care Insurance Program deserves your attention.
NRL Promotes Workplace Tolerance
Debbie Erwin

Deputy Equal Employment Opportunity Officer

Code 1830

In the wake of the September 11th tragic events it seems appropriate to take time, now, to remind all employees about guarding against unlawful workplace discrimination based on race, color, religion, national origin, sex, age, and disability.  As Cari M. Dominguez, Chair of the EEOC, so eloquently stated recently, “We should not allow our anger at the terrorists responsible for the heinous attacks to be misdirected against innocent individuals because of their religion, ethnicity, or country of origin.  Preventing and prohibiting injustices against our fellow workers is one way to fight back, if only symbolically, against the evil forces that assaulted our workplaces on Tuesday, September 11th.”

[image: image23.wmf]NRL has a long and proud history of fair and equitable workplace practices, as well as a workplace atmosphere representative of mutual respect.  While we know these types of practices will continue it doesn’t hurt to be reminded, from time-to-time, of our need to be very sensitive to persons of all colors and creeds, in both our verbal and e-mail exchanges.  

If anyone has any suggestions for ways in which we, as an NRL community, can improve upon promoting tolerance in the workplace, please bring your idea to the attention of the EEO Office, Code 1830.  And if anyone has questions regarding discriminatory issues, please contact us.  As always, you may discuss your concerns and feel comfortable that your conversation will be kept confidential; to the extent NRL’s liability is not jeopardized.  Additionally, everyone is reminded that if an individual feels he/she has been discriminated against, an   EEO 
[image: image24.wmf]
Counselor must be contacted within 45 calendar days from the date that he/she knew or should have known of the action alleged to be discriminatory or the effective date of a personnel action alleged to be discriminatory.  If you as an employee are a witness to improper conduct or harassment you should contact your supervisor or an EEO Specialist to report the incident.  The following persons in the NRL EEO Office are available:

· Debbie Erwin, Bldg. 71, Rm. 1611 (202) 767-5264

· Lynn Granados, Bldg. 71, Rm. 1609 (202) 767-8392

· Lori Hill, Bldg. 71, Rm. 1612   (202) 767-8390

[image: image25.wmf]We wish all of our NRL colleagues continued success in their workplace endeavors and relationships.  And, in closing, we wish safety and good health for you and yours as the holiday season approaches.  

What’s New on the Employee Relations Website

Jan Walker
Code 1850

Employees and supervisors can benefit from checking out the Employee Relations menu at http://amp.nrl.navy.mil/code1800/. 

By clicking on Conduct Do’s and Don’ts, employees and supervisors can find an A to Z list of links to NRL directives/websites and Government-wide rules that you must comply with or risk disciplinary action.  Here’s a partial list of topics:

· Attendance Responsibilities

· Computers, E-mail, and Internet Access

· Conflicting Financial Interests

· Drug Abuse

· Gifts between Employees and from Outside Sources

· Impartiality in Performing Official Duties and Misuse of Position

· Outside Activities/Employment and Post-Government Employment

· Political Activity

· Property Removal

· Security Rules

· Sexual Harassment and Sexual Orientation Discrimination

Continued…
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Employee Relations Website…

Continued…

· Smoking

· Supervisory Orders and Directions

· Telephones and Travel

This site also provides links and contacts for obtaining ethics counseling, publications and on-line training.

The following are some new additions to the Health/Life Insurance and TSP page:

· TSP Open Season

· Important Changes to Health/Life Insurance and TSP Procedures and Contacts

The following have been added to the Dispute Resolution, Absence/ Leave, or Counseling and Assistance pages:

· NRL Promotes Workplace Toler-ance in Wake of 9/11 Tragedy

· How to Listen to Someone Who is Hurting

· Manager’s Handbook on Handling Traumatic Events

Links to new NRL notices have been added to the Performance Appraisal and Awards page:  NRLNOTE 12470, Distinguished Contributions Allowance and NRLNOTE 12000, Policy Changes Regarding Pro-motions and Time-Off Awards.
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[image: image29.wmf]Employee Relations Advisory Services for Employees and Supervisors

Lynda Heater

Code 1850

The Employee Relations (ER) staff invites you to use our services as discussed in this article.  Doing so doesn't commit you to anything.  The decision(s) to communicate your concerns to an employee, co-worker or supervisor; refer an employee to a counselor or attend counseling; participate in the mediation process; initiate a disciplinary action or a grievance; or do nothing remain with you - the customer.  The advice given will be just that - advice, but it will be expert advice, based on a patient and professional hearing of your problems.  At NRL, contact one of these specialists at 202-767-2364:  Judy Cabos, Janet Deschak, Lynda Heater, or Jan Walker.

[image: image30.wmf]ER specialists advise supervisors on exercising their legal discretion and responsibilities towards employees.  These include:  Resolving employee conflicts and situations that impact morale; developing office rules; articulating performance expecta-tions; informing employees about observed performance and conduct deficiencies and correcting such problems; accommodating disabili-ties; and ensuring that employees receive fair treatment.
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ER specialists also advise employ-ees regarding their responsibilities and rights.  As employees, we are all responsible for maintaining accept-able performance and conduct.  We have the right to use our accrued sick leave and leave without pay under the Family Medical Leave Act when we apply and meet the criteria.  Our rights also include accommoda-tions of our health problems under certain circumstances, due process associated with adverse conduct or performance-based personnel action initiated against us, and use of dispute resolution procedures.

ER specialists advise both supervisors and their employees on methods of dealing with performance or behavior problems, office conflicts, and employee complaints.  They serve as "sounding boards" for concerns and complaints and recommend constructive methods for resolving them.  For instance, they can help you devise a strategy for communicating dissatisfactions and expectations to a supervisor or co-worker.  And, where appropriate, they can work with you and the other party to achieve a mutually satisfactory resolution to concerns.  

When a supervisor decides that disciplinary or other adverse action should be taken to correct employee performance, attendance or conduct deficiencies, ER specialists assist them through each step of the procedure.  They advise on the legal requirements for such actions; help supervisors document problems and actions; provide guidance and support in counseling employees regarding same; facilitate alternative actions through "win-win" settlement agreements; and, facilitate employ-ee's exercise of voluntary options and benefits to include resignation, retirement, severance pay, and unemployment compensation.
Defusing Tension and Stress

Ralph Surette, Ph.D.

NRL-DC C/RS

[image: image32.wmf]In these difficult times it is more important than ever to avoid trying to move mountains or break through immovable walls.  Here are some tips on how to accept the realities we live in and how to adopt a problem-solving attitude that just might be a success.

Try asking these questions:

· What is the situation I’m being asked to face?  What are the known facts about safety, security, and vulnerability?

· What is fiction?  What is an exaggeration?

· What is the worst thing that might occur?  How likely is it, really?  If it did happen what could I do to deal with it effectively?

· What will probably happen?

· What might I do to increase the likelihood of a positive outcome?  What are the realistic options available to me?

· What resource network is available to assist me in gaining the information I might need to implement a plan?

These are just a few basic inquiries you might initiate to relieve some of the stress associated with these difficult and extraordinary times.  The emphasis is on becoming realistic rather than panic stricken.  Finally, remember to stay connected and close to family and friends and to remind yourself that we are all in this together.
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[image: image37.wmf]Thrift Savings Plan Open Season 

The TSP open season continues through Jan-uary 31, 2002.  This open season presents an opportunity to increase your contributions.  FERS employees can now request to contribute up to 12 percent of their basic pay.  CSRS employees can request to contribute up to 7 percent of their basic pay.

[image: image38.wmf]You can make your open season change by completing an Election Form, TSP-1, and submitting it to the Human Resources Service Center at the address located in this publication.  Or as an option to completing a paper form, you are encouraged to carry out your open season transaction through the web.  Effective January 9, 2002 you will be required to make TSP changes using the web or via telephone through a Benefits Line that will become available on that date (see front page article).

You may obtain TSP-1s from website www.tsp.gov and also until January 9, 2002 you may obtain TSP-1s from NRL-DC Forms Supply Store; Stennis Space Center (SSC) Mail Room; and the Administrative Officer at Monterey.

Since May 2001, you have been able to reallocate your future TSP contributions among the five different TSP funds at any time.  It is easy and efficient to make your contribution allocation requests on the web at www.tsp.gov or through the ThriftLine at (504) 255-8777.  According to the TSP, requests made this way are much less subject to error and will generally take effect within two business days of the time you initiate them.
Attention Supervisors and Managers!!!
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Lynda Heater

Code 1850

More and more leaders are looking for ways to be proactive in increasing morale and cooperation among their employees.  When employees understand and enjoy one another, the workplace is far more likely to operate at an optimal level.  As an Employee Relations Specialist, I am available for staff meeting discussions or other more formal talks on tips for helping you, the supervisor or manager, create a more harmonious work environment.  These discussions/talks may be tailored to your organization’s particular needs or concerns or simply address ways to enhance your organization’s current employee relations.
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Flu Pandemics in the 20th Century

If a flu virus emerges that is either new or that has not circulated in many years, and if it is able to spread easily from person to person, it could quickly travel around the world and cause serious illness and death for millions of people.  This is called a flu pandemic.

The 1918 Spanish flu pandemic is the catastrophe against which all modern pandemics are measured. More than 20 million people were killed worldwide; 500,000 in the U.S.  This virus was especially quick to kill.  So far, the world has not seen a virus that severe again.  In 1957 and 1968, the Asian flu and Hong Kong flu, killed hundreds of thousands of people in the U.S., but far less than were taken with the Spanish flu.  

[image: image41.wmf]In 1976, the U.S. experienced a “killer” swine flu scare, which never left the Fort Dix, New Jersey, area.  In 1997, another "near miss" pandemic occurred when 18 people in Hong Kong became ill from a new flu virus.  Six of the infected people subsequently died.  Usually, flu viruses move first from chickens to pigs, and then from pigs to humans.  This virus was different because it moved directly from chickens to people.  This flu never became a pandemic, however, because it didn't easily spread from person to person.  In addition, public health authorities ordered the slaughter of all live chickens in Hong Kong.
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Medicare VS Long Term Care Insurance

Medicare is a Federal health insurance program for people who are age 65 or older, some people with disabilities under age 65, and people with end-stage renal disease.  Subject to some deductibles and copays, Medicare will cover the first 100 days of care in a nursing home if 1) you are receiving skilled care, and 2) you enter the nursing home immediately following a hospital stay of at least 3 days.  Medicare also covers limited home visits for skilled care.

It's very important to realize a few things about Medicare's coverage of long term care: 

· Most long term care is not skilled care

· Most long term care does not take place in a nursing home

· Most nursing home stays do not immediately follow a hospital stay

· Most people who require care in their home usually need more or different types of care than Medicare covers, and

· Most people won't start Medicare coverage until age 65. 

So don't count on Medicare to cover your probable long term care needs.  Educate yourself regarding long term care insurance.  Be in control of your life and how you live it!
[image: image43.wmf]
[image: image44.wmf]
[image: image45.wmf]
Minor Revision to Emergency Weather Condition Procedures for Washington Metropolitan Area Sites

Code 1850 


The October issue of Highlights and Training Notes reminded readers that the Office of Personnel Management (OPM) makes decisions regarding excusal of non-emergency Federal employees and the closing of Federal agencies during hazardous weather situations in the Washington, D.C. metropolitan area.  Since that time, OPM has made a slight revision to their announcement that would instruct you to delay your departure for work.  Instead of advising you to leave home a specified number of hours later than your normal departure time, the new announcement will advise you to plan to arrive for work no more than a specified number of hours later than you would normally arrive.  If you arrive for work more than the specified number of hours later than normal, such lateness must be charged to your own leave, unless your supervisor exercises his/her discretion to provide additional excusal under the procedures set forth in NRL Notice 7400 of November 20, 1997, subject “Revised Emergency Dismissal or Closure Procedures.”


Fred E. Saalfeld Award for Outstanding Lifetime Achievement in Science
Due January 15, 2002

Anyone may nominate an eligible person(s) for this new award, which recognizes, on a highly selective basis, a Naval Research scientist for extraordinary lifetime achievements in science that contributed substantially to the knowledge and capabilities of the Department of Navy (DON), Department of Defense, and the Nation.  (In rare instances, it may be given to more than one individual.)  It is the highest scientific award that the Office of Naval Research confers on a Naval Research scientist.  Current DON civilian or military employees, and grantees or contractors funded by DON, are eligible.  While no time limit is imposed, it is intended that achievements sustained over a lifetime of at least 25 years be recognized.  Contributions must demonstrate a pattern of long-term sustained achievement as evidenced by previous high-level multiple scientific recognitions.

Eugene G. Fubini

Due February 1, 2002
This award is granted by the Secretary of Defense to recognize, on an annual basis, an individual from the private sector who has made a highly significant contribution to the DoD in an advisory capacity.


William A. Jump Memorial Award

Due February 10, 2002

This award is granted by the William A. Jump Memorial Foundation and is presented in recognition of outstanding service in administration and notable contributions to the efficiency and quality of the public service.  The nominee must be a career employee of the Federal Government who has not reached his or her 37th birthday as of December 31, 2000.  Work performance of the employee over a considerable period of time (no less than five years), in either a line or staff position, must demonstrate unusual competence and interest in any area of public administration; leadership shown in the direction or development of programs; creativity and resourcefulness; close ad-herence to the basic principles of enlightened public service; integrity; and dedication to duty.


Association of Government Accountants of Washington
Due February 15, 2002
This award is given annually by the Association of Government Accountants of Washington to recognize leadership or outstanding achievements in developing, implementing, and improving financial management in Govern-ment service.  Generally, it is limited to accomplishments relating to improved management and control techniques in the immediate preceding calendar year.  Examples are:  developed and initiated a comprehensive system for the overall audit of major program activities, and developed or implemented a comprehensive financial management training program.


Senior Executive Association/Professional Development League “Executive Excellence Awards”

Due February 15, 2002

These awards recognize career senior executives who have made significant contributions to the public that have improved the efficiency, effectiveness and productivity of the Federal Government, and have improved the image of the career senior service.  The Executive Achievement Award recognizes career executives, who, through their outstanding leadership, have accomplished a special achievement that has significantly improved the efficiency and effectiveness of a Federal program.  The Distin-guished Executive Service Award recognizes career executives who have demonstrated sustained outstanding and distinguished performance and dedication to the public service throughout their Federal service careers.


Federal Asian Pacific American Council (FAPAC) Outstanding Achievement Awards (Civilian)

Due February 28, 2002

These awards are given by FAPAC to recognize individuals who have made significant contributions to the advancement of Asian Pacific Americans (APAs) and the promotion of Diversity/Equal Employment Opportunity in the Federal work force and APA community.  Three awards are given:  one at the senior executive level, one at grades 11 - 15, and one at grades 1 - 10.


E. O. Hulburt Annual Science Award

Due March 1, 2002


This award was established in December 1955, on the occasion of the retirement of Dr. E. O. Hulburt, NRL's first Director of Research.  The establishment of the award expresses, in part, the sincere and high esteem in which Dr. Hulburt was held at NRL as well as in the scientific community.  This award represents one of the highest local annual honors that the NRL Commanding Officer can confer on an NRL civilian employee.  It is granted in recognition of an outstanding scientific contribution for the preceding year, or sustained superior performance over a number of years.


Commanding Officer’s Award for Excellence in Secretarial Support

Due March 1, 2002

This award is bestowed by the NRL Commanding Officer on NRL civilian employees in recognition of significant   contributions   during the most recent full performance appraisal period, through the present time, while working in a secretarial position.


Nathaniel Stinson Equal Employment Opportunity (EEO) Award

Due March 1, 2002

This award is granted by the Secretary of the Navy to recognize exceptional EEO programs within the DoN.  Factors to be used in evaluating the nominations include: (1) EEO program results, (2) top management, leadership and support, (3) EEO program empower-ment, development and recognition; and (4) EEO program strategic planning and measurement.


DoD Distinguished Civilian Service Award

Due March 1, 2002

This is the highest honor conferred by the Secretary of Defense on DoD employees.  The award recognizes employees whose achievements or government service reflect exceptional devotion to duty and extremely significant contributions of broad scope to the efficiency, economy, or other improvement in the operations of the DoD.   Receipt of this award is an example of recognition considered suitable for inclusion in a CCS distinguished contribution allow-ance (DCA) nomination.

Navy Distinguished Civilian Service Award (DCSA)

The highest honorary award that the Secretary of the Navy may confer upon a DoN civilian employee.  Bestowal is on a highly selective basis to employees who have distinguished themselves by extra-ordinary service or contributions of major significance to DoN.  Receipt of this award is an example of recognition considered suitable for inclusion in a CCS distin-guished contribution allowance (DCA) nomination.


Navy Superior Civilian Service Award (SCSA)

The highest honorary award that the Chief of Naval Research may confer on a civilian command employee. This award is granted to recognize superior civilian service or a contribution that has resulted in exceptional values and/or benefits to the DoN.  


DoN Distinguished Achievement in Science Award (DASA)

Granted to civilians by the Secretary of the Navy to recognize pioneering scientific achievements that are extraordinary and significant in nature and that contain a potential for far-reaching consequence (a “breakthrough”).   Receipt of this award is an example of recognition considered suitable for inclusion in a CCS distinguished contribution allow-ance (DCA) nomination.


Navy Meritorious Civilian Service Award (MCSA)

This is the highest DoN award that the NRL Commanding Officer may confer on a civilian employee. This award will be granted to recognize meritorious civilian service or a contribution that has resulted in high values and/or benefits to DoN.  

NRL Lifetime Achievement Award

Bestowed on a highly selective basis to a current NRL civilian employee or team for continual and extraordinary achievements in the sciences (or engineering) that contribute substantively to the knowledge and capabilities of the nation and the U.S. Navy during a lifetime as an NRL scientist or engineer.

NRL Human Resources Office Training Information

NRL Training Office:  Code 1850

Voice:  (202) 767-2364 

Fax:  (202) 767-1902

Points of Contact: Judy Cabos, 

Email: jcabos@hro1.nrl.navy.mil
Charlene Proctor, 

Email: cproctor@hro1.nrl.navy.mil
HRO Training Website:  http://amp.nrl. navy.mil/code1800/TRNGMENU.HTM
ONR Contact for NRL advertised training:  Lasondra Gray, Training Office, 703-696-5054


You are encouraged to improve your skills and knowledge to better meet the needs of our organization and your own growth. The HRO supports this by making you aware of a variety of training sources.  We advertise training opportunities on the HRO web site, by email and in HRO Highlights.  Our training website provides links to training forms and procedures, including NRLNOTE 12410 of September 12, 2000, Registration and Payment Procedures for Training.  We welcome your comments, questions and suggestions.


To register for NRL sponsored no-cost training, you must submit an NRL In-House Course Nomination Form, HQ-NRL 12410/3, to Code 1850 not later than two weeks prior to the course start date.  To register for training at cost, you must complete a DD 1556 and follow the guidelines in NRLNOTE 12410.  Remember that you are not enrolled in an NRL-HRO class until you receive confirmation.  To receive confirmation, include on your registration form your current voice and fax number and email address.  If you don’t receive a confirmation prior to the start of an NRL-sponsored class, contact the Training Office  in  Code 1850.    Contractors  and 
military personnel should contact Code 1850 for further information.  Cancellations are accepted until two weeks prior to the course start date; cancellations received after that, or no shows, will result in a charge back to the Division for the per person fee.  

Long-Term Training Application Deadline

NEW – Long-Term Training Website: http://amp.nrl. navy.mil/code1800/TRNGMENU.HTM. Approved applications for long-term training are due to the HRO, Code 1850 by February 1, 2002.  Applications submitted after that date will not be accepted.  NRL sponsors four programs intended to keep professional employees abreast of advances in their fields or to enable them to take additional job-related graduate courses (not for the purpose of acquiring a degree).  The four competitive programs are: the Edison Memorial Graduate Training Program, the Select Graduate Training Program, the Naval Postgraduate School Program, and the Advanced Graduate Research (Sabbatical) Program.  Point of Contact for Long-Term Training is Judy Cabos, jcabos@hro1.nrl.navy.mil, 767-2365.
NRL COURSE:  Contracting at NRL: The Pre-Award Phase 
Dates/Time/Location/Cost:  December 17, 18, 19, 2001/ 8:00 – 3:00/Bldg. 72, Rm. 120

No cost for NRL employees; per person fee for other employees or no shows is $450.00

Instructor: Jeff Giancola

Description: This course covers the acquisition process from identification of the requirement through the contract award.  It is designed for program officers, requisitioners, Contracting Officer Representatives, and other NRL employees who need to utilize the contracting process to achieve program objectives.  Topics include: contracts, grants, interagency and cooperative agreements, Broad Agency Announcements, Small Business Innovation Research, Statement of Work, specifications, preparation of Procurement Information Processing System procurement request package, technical evaluation plan, and competitive and noncompetitive (sole-source) selection procedures.  


Computational Support Services (CSS), NRL Code 5595 

Rapidly changing technology makes learning essential to maintain competencies and improve job performance.  CSS offers a wide   selection of computer   classes at no
cost.  Instructor-led classes are taught at NRL-DC in classrooms equipped with terminals for “hands on” experience during class.   A complete listing of classes can be viewed at http://amp.nrl.navy.mil/code5595 by clicking on the left side index Training link.  If you are interested in attending any of these classes please use the CSS online registration form or contact CSS at (202)767-3884.  Important note:  CSS no longer offers Computer-based Training Courses (CBTweb) or Multimedia Training Library services.


E-Learning Training Source

All Navy civilians, active or retired military or their dependents can now access the courses and links to sites for career development, research and libraries at http://www.navylearning.com.  The site includes a variety of personal and professional development courses, which may be taken at no cost to you or your activity.    Check this site periodically for newofferings.  Courses may be taken at home or at work with the approval of your supervisor.   At the login screen enter the requested information.  If you have any difficulty, the Desk/Customer Assistance Center can be reached at (877) 253-7122 (toll free) or DSN 922-1828.

National Independent Study Center (NISC) Correspondence Training

Self-study allows employees to learn at their own pace at any location.  In addition, the course materials often become invaluable reference sources after course completion.  NISC offers more than 50 courses in English and writing, supervision, financial and project management,    mathematics     and   statistics,    human resources management, general skills and other areas.  A list of their courses can be accessed through the Graduate School, USDA site (see below) or through a catalog maintained by the HRO.  You may call NISC at (303) 236-8525 or email them at nisc@grad.usda.gov.  

Graduate School, USDA


The Federal Government’s trainer, the Graduate School, USDA, is increasing their Information Technology staff in order to remain current with rapidly changing topics.  In addition, they provide affordable, customized solutions to the challenges facing government managers in areas such as leadership, managing human capital, organizational change and knowledge management.  Visit their website at www.grad.usda.gov or call (202) 479-4970.  For organizational development services, call 
Gary Dzurec at (202) 314-3464 or access at (202) 314-3464 or click on Special Programs on their website.  The NRL HRO maintains a catalog. 

The Institute for Management Studies (IMS) 

IMS conducts one-day seminars each month for the convenient and continuous management and leadership development of mid-level and senior managers.  Each seminar is an interactive workshop on a different topic, presented by a different speaker and attended by 60 to 100 senior managers from the federal government and large corporations.  IMS speakers are faculty from major university Business Schools or are well-known and respected management consultants.  Monthly seminars are held in 21 cities in the US and 5 cities in Europe and Canada.  Review the schedule at www.ims-online.com, click on "Member Services” enter the password "navy", and then click on the city of interest.  To register, call the IMS chairman listed under each city and then complete a DD Form 1556.  

Naval Financial Management Career Center (NFMCC)

The Department of Navy NFMCC conducts the Enhanced Defense Financial Management Course.  This 5-day course, provided at no cost to individual or activity, is intended to improve the overall technical and managerial capabilities of the DoD financial management workforce.  It will be offered in the Washington DC area several times during FY-02.  Please visit their website for further information and course schedules at www.nfmc.navy.mil/edfmc.htm.  

NRL Toastmasters Training

Your success in life depends on your ability to verbalize your ideas so they are heard, understood, and acted on.  NRL Toastmasters International can help you.  Both NRL Clubs have ongoing communications and leadership programs in which members learn by doing in an atmosphere of understanding and friendship.  A basic manual is used for the first ten speeches.  Twelve additional advanced manuals cover specific areas of communication, such as Technical Presentations, Speaking to Inform, The Discussion Leaders, Speeches by Management and the Entertaining Speaker.

Forum Club

First and Third Tuesdays

of every month

11:45 a.m. to 1:00 p.m.

West Dining Room, Cafeteria

Bldg. 28

POC:  George Arthur

(202) 767-4389

Thomas Edison Club

Weekly on Thursdays

12 noon to 1 p.m.

Bldg. 207, Rm. 157 (Chemistry)

First Floor, Conference Room

POC:  Tom Rodilosso

(202) 404-4106
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Revised Benefits Contacts


(See Page 13 for details)





NRL’s Annual Holiday Open House and Reception


Dec. 14, 2001





Last Day for Making Paper Health/Life Insurance and TSP Transactions that Affect Your Paycheck


Jan. 8, 2002





Toll-Free Benefits Line Start Up


Jan. 9, 2002





Date by which use or lose leave must be taken 


Jan. 12, 2002





TSP Open Season


Ends Jan. 31, 2002





Announcement of Awards


(See Page 11 for these and others: Hulburt, Secretarial, Saalfeld, and DoD Distinguished Service Awards)





Upcoming Training Dates


(See Page 14 for details)
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Elder Care Locator Program Provides Help for Elderly Family Members





Many pharmaceutical companies offer discounted or free medications to low income seniors.  In some cases, elders may qualify for 25-40% discounts.  To find out what pro-grams are available first call the 'Eldercare Locator' service by dialing 1-800-677-1116.  The Eldercare Locator program is run by the U.S. Administration on Aging and designed to provide a wide variety of information and services available to seniors – everything from directing them to programs that provide prescription assistance to agencies that provide local in-home meals, transportation, and housing. 





Employee Relations Branch Changes





The Employee Development (Training) function is now performed by members of the Employee Relations (ER) Staff.  We welcome our newest staff member, Charlene Proctor, formerly of Code 8200.  She and Judy Cabos (formerly of Code 1810) administer this function.


Charlene also administers the Incentive Awards Program.  In this capacity, she replaces Lynn Granados, who now works in the EEO Office, Code 1831.  


The Combined Federal Campaign Function (CFC) and the Beneficial Suggestion Program have been transferred from the ER Branch to the Public Affairs Office, Code 1030.


The Injury Compensation Program and the Command Drug Test Program have been transferred from the ER Branch to the Safety Branch, Code 1240.  Roxanne Drake was reassigned with these programs and has been designated the Injury and Drug Test Program Officer, Code 1240.4.  





OPM Online Services Help Prospective Retirees





The Office of Personnel Manage-ment (OPM) has a retirement annuity federal income tax withholding calculator on their website.  Prospective retirees and those who have already retired can use the calculator to figure the amount of monthly Federal income tax withholding.  The calculator’s tables reflect the recent tax reduction.  The calculator is available at website � HYPERLINK "http://www.opm.gov/retire" ��www.opm.gov/retire�.  





�





“I saw the flag of my country waving over a city – the strength and pride of my native State – a city devoted to plunder and desolations by its assailants.  I witnessed the preparation for its assaults.  I saw the array of its enemies as they advanced to the attack.  I heard the sound of battle; the noise of the conflict fell upon my listening ear, and told me that ‘the brave and the free’ had met the invaders.”


Francis Scott Key





�





Holidays





The following are holidays for the year 2002:





New Year’s Day:  


    	Tuesday, January 1


Birthday of Martin Luther King, Jr.:  


	Monday, January 21


Washington’s Birthday:  


 	Monday, February 18


Memorial Day:  


 	Monday, May 27


Independence Day:  


	Thursday, July 4


Labor Day:  


	Monday, September 2


Columbus Day:  


	Monday, October 14


Veterans Day:  


	Monday, November 11


Thanksgiving Day:  


	Thursday, November 28


Christmas Day:  


	Wednesday, December 25





�





Christmas Day


December 25





�





"This flag, which we honor and under which we serve, is the emblem of our unity, our power, our thought and purpose as a nation.  It has no other character than that which we give it from generation to generation.  The choices are ours.  It floats in majestic silence above the hosts that execute those choices, whether in peace or in war.  And yet, though silent, it speaks to us - speaks to us of the past, of the men and women who went before us, and of the records they wrote upon it.   We celebrate the day of its birth; and from its birth until now it has witnessed a great history, has floated on high the symbol of great events, of a great plan of life worked out by a great people.   Woe be to the man or group of men that seeks to stand in our way in this day of high resolution when every principle we hold dearest is to be vindicated and made secure for the salvation of the nation."  Excerpt from President Wilson’s 1917 Flag Day message.








Meaning of Mistletoe





The custom of kissing under the mistletoe originated centuries ago among the Druids of ancient Britain.  As part of their winter celebration, they burned mistletoe as a sacrifice to their gods.  Druids also hung sprigs of the evergreen plant with small white berries in their homes to ensure good fortune and family harmony.  Guests embraced under the mistletoe.  Posted outside, it welcomed travelers.





�
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�





�





�





�





The website � HYPERLINK "http://www.firstgov.gov" ��www.firstgov.gov� provides a focal point for resources and information in the aftermath of the September 11th terrorist attack.





Save Someone’s Life – Donate Blood





It isn’t every day you can save someone’s life.  But it can be a common experience - if you give blood.  This year over 4 million Americans will need a transfusion to prevent death from an illness or injury.  The demand never lets up!  





Blood is indeed something special.  It can’t be manufactured, and it can’t be replaced with animal blood.  Before it can be transfused, donated blood must go through time-consuming tests.  Then, it must be used relatively quickly or it will perish - whole blood, for instance, is no longer usable after 42 days.  As a result, maintaining an adequate blood supply is a challenge - especially when a disaster occurs, which may cause the need for blood to soar.  The only way to meet demand is to have regular donations from healthy volunteers.  Yet, statistics show only 5 percent of all possible donors actually roll up their sleeves and give.





Giving blood doesn’t just benefit recipients.  Regardless of age, donating blood offers many benefits for donors.  It lets you make a difference by helping others.  And it helps you be assured that adequate supplies of blood are available when needed by you and your loved ones.  It also lets you check your blood pressure, temperature, hemoglobin and pulse rate every time you give.





LATEST TSP RETURN RATES�
�
Month�
C Fund�
F Fund�
G Fund�
I Fund�
S Fund�
�
Dec 00�
0.50%�
1.86%�
0.48%�
�
�
�
Jan 01�
3.55%�
1.65%�
0.46%�
�
�
�
Feb 01�
(9.12%)�
0.87%�
0.42%�
�
�
�
Mar 01�
(6.33%)�
0.51%�
0.45%�
�
�
�
Apr 01�
7.78%�
(0.42%)�
0.43%�
�
�
�
May 01�
0.65%�
0.61%�
0.47%�
1.42%�
(4.13%)�
�
Jun 01�
(2.42%)�
0.39%�
0.47%�
0.66%�
(3.99%)�
�
Jul 01�
(0.98%)�
2.22%�
0.48%�
(1.79%)�
(4.13%)�
�
Aug01�
(6.27%)�
1.20%�
0.45%�
(2.58%)�
(4.32%)�
�
Sep 01�
(8.05%)�
1.15%�
0.43%�
(9.95%)�
(12.50%)�
�
Oct 01�
1.85%�
2.12%�
0.41%�
2.47%�
5.09%�
�
Nov 01�
7.62%�
(1.37%)�
0.37%�
3.56%�
7.84%�
�
Previous 12 Months


11/2000- 10/2001�



(12.28%)�



11.30%�



5.45%�



(19.58%)�



(5.33%)�
�
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Overview of the Basic Benefit Plan under the Federal Employees Retirement System (FERS)





Contributions.  Your contribution to the Basic Benefit Plan is the difference between 7% of your basic pay and Social Security’s Old Age, Survivors, and Disability Insurance (OASDI) tax rate, or 0.8%. 





Refunds.  You may withdraw your basic benefit contributions if you leave Federal employment.  However, if you do, you will not be eligible to receive benefits based on service covered by the refund.  There is no provision in the law for the redeposit of FERS contributions that have been refunded.





Retirement Options.  There are three categories of retirement benefits in the Basic Benefit Plan: Immediate or Postponed, Early and Deferred.  Eligibility is determined by your age and number of years of creditable service.  In some cases, you must have reached the Minimum Retirement Age (MRA) to receive retirement benefits.  The following chart shows the MRA:





Minimum Retirement Age�
Minimum Retirement Age�
�
If you were born:�
Your MRA is:�
If you were born:�
Your MRA is:�
�
Before 1948�
55�
In 1965�
56 and 2 months�
�
In 1948�
55 and 2 months�
In 1966�
56 and 4 months�
�
In 1949�
55 and 4 months�
In 1967�
56 and 6 months�
�
In 1950�
55 and 6 months�
In 1968�
56 and 8 months�
�
In 1951�
55 and 8 months�
In 1969�
56 and 10 months�
�
In 1952�
55 and 10 months�
In 1970 and after�
57�
�
In 1953 through 1964�
56�
�
�
�
Immediate or Postponed Retirement.  If you meet one of the following sets of age and service requirements, you are entitled to an immediate retirement benefit:


               Age                                  Years of Service


               62                                               5


               60                                              20


               MRA                                          30


               MRA                                          10*


*Reduced benefit unless postponed to lessen or eliminate age reduction.  “(Note:  Reduced benefits means if you” retire at the minimum retirement age with at least 10 but less than 30 years of service, your benefit will be reduced at the rate of 5/12 of 1% for each month (5% for each year) you are under age 62, unless you have 20 years of service and your annuity begins at age 60 or later.  You can avoid part or all of the reduction by postponing the commencing date of your annuity.)


Early Retirement.  The early retirement benefit is available in certain involuntary separation cases and in cases of voluntary separations during a major reorganization or reduction in force (RIF).  To be eligible, you must meet the following requirements:


              Age                                   Years of Service


              50                                               20


              Any age                                      25


Deferred Retirement.  If you leave Federal service before you meet the age and service requirements for an immediate retirement benefit, you may be eligible for deferred retirement benefits.  To be eligible, you must have completed at least 5 years of creditable civilian service.  You may receive benefits when you meet one of the following sets of age and service requirements:


Continued…





Overview of the Basic Benefit Plan under FERS


Continued…


          Age                                     Years of Service


              62                                                   5


              60                                                 20


              MRA                                             30


              MRA                                             10*


*Reduced benefit unless receipt delayed to lessen or avoid age reduction.





Disability Benefits.  You must be disabled for useful and efficient service in your current position and any other vacant position at the same grade or pay level within your commuting area and current agency for which you are qualified.  You may also qualify for Social Security disability benefits if you are unable to work in any substantial gainful activity.  To qualify for FERS disability benefits, your disabling condition must be expected to last at least 1 year, and you must have at least 18 months of creditable civilian service





Special Retirement Supplement.  If you meet certain requirements, you will receive a Special Retirement Supplement, which is paid as an annuity until you reach age 62.  This supplement approximates the Social Security benefit earned while you were employed by the Federal government.  You may be eligible for a Special Retirement Supplement if you retire:





After your MRA with 30 years of service;


At age 60 with 20 years of service; or


Upon involuntary or early voluntary retirement (age 50 with 20 years of service, or at any age with 25 years of service) after the U. S. Office of Personnel Management determines that your agency is undergoing a major reorganization, RIF or transfer of function.  You will not receive the Special Retirement Supplement until you reach your MRA.





If you transfer to the FERS from the CSRS, you must have at least one full calendar year of FERS-covered service to qualify for the supplement.  If you have earnings from wages or self-employment that exceed the Social Security annual exempt amount, your Special Retirement Supplement will be reduced or stopped.





Survivor Benefits.  If you are married at least 9 months or have a child from the marriage, have 18 months of civilian service, and die while an active employee, your surviving spouse may be eligible to receive a lump sum payment ($23,386 in 2001 plus an amount equal to 50% of your final salary).  If you die with at least 10 years of service, your spouse may also receive a monthly benefit equaling 50% of your accrued basic retirement benefit.





If you die while you are a retiree and you are married, your annuity is automatically reduced to provide spousal survivor benefits unless those benefits are jointly waived in writing by you and your spouse before retirement.  Your annuity is reduced 10% to give your surviving spouse an annuity of 50% of your unreduced benefit and a special supplemental annuity payable until age 60, if your spouse will not be eligible for Social Security survivor benefits until age 60.  You and your spouse may choose instead to have your annuity reduced by 5% to give your spouse an annuity of 25% of your unreduced benefit at your death.  Separate provisions apply to spouses of disabled annuitants.





Former Spouses.  A former spouse may receive survivor benefits as provided in a retiree election or a qualifying court order.





Children.  If you have 18 months of civilian service and die while you are an active employee, or if you have retired, your children may be eligible to receive an annuity.  This benefit is payable to each unmarried child up to age 18; up to age 22 if a full time student; and, at any age if the child became disabled before age 18.





For further information on the FERS, visit the Health/Life Insurance; Retirement/TSP web page at � HYPERLINK "http://amp.nrl.navy.mil/code1800/COMPMENU.HTM" ��http://amp.nrl.navy.mil/code1800/COMPMENU.HTM� or the Office of Personnel Management’s website at � HYPERLINK "http://www.opm.gov/retire" ��http://www.opm.gov/retire�.





Announcement of Awards


Nominations for the following awards are due as indicated below to the NRL-HRO, Code 1850, or the ONR Training Branch (exceptions noted).  For detailed criteria and format, a calendar of other upcoming awards, and other helpful information, access the Employee Relations website at � HYPERLINK "http://amp.nrl.navy.mil/code1800/" ��http://amp.nrl.navy.mil/code1800/�.   





Emergency Leave Transfer Program


�The Department of Navy (DoN) is no longer accepting annual leave donations to the Emergency Leave Transfer Program (ELTP) that was established due to the "Attacks on America" on September 11, 2001. DoN employees were generous in giving about 5,440 hours of leave, and DoN wishes to thank each donor.





The following award nominations may be submitted at anytime:





�
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Revised Benefits Contacts





Health Insurance Benefits:  


Until January 9, Email the Benefits Branch of the HRSC-NE at � HYPERLINK "mailto:BENEFITS_NE@ne.hroc.navy.mil" ��BENEFITS_NE@ne.hroc.navy.mil�, or call Carol Burkett at (215) 408-4431; DSN 243-4431.  Starting January 9, contact the Human Resources Benefits Call Center (HRCC), using the Benefits Line at 1-888-320-2917 or the Employee Benefits Information System (EBIS) at � HYPERLINK "http://www.donhr.navy.mil" ��www.donhr.navy.mil�.  





Life Insurance/TSP Benefits:  


Until January 9, Email the Benefits Branch of the HRSC-NE at � HYPERLINK "mailto:BENEFITS_NE@ne.hroc.navy.mil" ��BENEFITS_NE@ne.hroc.navy.mil� or call Duwanda Chavis at (215) 408-5619; DSN 243-5619.  Starting January 9, contact the Human Resources Benefits Call Center at the above number or web address.


Retirement Benefits:  


Email the HRSC-NE at � HYPERLINK "mailto:BENEFITS_ne@ne.hroc.navy.mil" ��BENEFITS_ne@ne.hroc.navy.mil� or call Ken Bluford at (215) 408-5069; DSN 243-5069; or Marian Trivarelli at (215) 408-5074; DSN 243-5074.





Please note:  As indicated above, the HRCC (or the HRSC-NE for retirement) are responsible for providing counseling on benefits.  Until January 9, unless you use EBIS on the web, you are responsible for mailing your own benefit application, enrollment or change forms to the HRSC-NE at:





Human Resources Service Center-Northeast


Code 51.1


111 South Independence Mall East


Philadelphia, PA 19106-2598





Mailing through the postal service must be done at your own expense - you may not use a government-franked envelope.  As an alternative, the NRL Mail Service will forward items via bulk mail.  You may:  1) use either a plain or franked envelope or 2) use a messenger envelope addressed to:  HRSC-NE, Philadelphia, PA.  Be aware that under normal circumstances (pick-up schedules, weekends and holidays) associated with the NRL Mail Service, sending documents through that service could delay your transmittal by 1 to 5 days.





Beginning January 9, health/life insurance and TSP enrollments or changes that affect your paycheck cannot be made through paper forms.  You must conduct such transactions through the HRCC, using the above telephone number or website.





�





New Year’s Day


January 1, 2002





TRAINING NOTES





NRL-HRO TRAINING SCHEDULE





ALTERNATIVE TRAINING SOURCES





� EMBED MS_ClipArt_Gallery  ���





Martin Luther King Jr. Day


January 21, 2002





�





� EMBED Word.Picture.8  ���
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SEASON’S GREETINGS





FROM THE HUMAN RESOURCES OFFICE





�





The Federal Government will be closed December 24, 2001, Christmas Eve.





�
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