9 Aug 10

GUIDE FOR IN-PROCESSING OF NEW EMPLOYEES

This information is provided for anyone who in-processes new employees or assists employees whose employment status changes from temporary to permanent making them eligible to elect health benefits, life insurance, flexible spending account ,  dental/vision insurance and participate in the thrift savings plan.   Please note that on our homepage we have an entire section devoted to Information for New Employees http://www.swf.usace.army.mil/swd-cpac/Worddoc/Employment/NewEmployees.asp .
Actions Taken by the CPAC upon selection at time of position commitment – 
a.  When the CPAC Staffing Specialists offer a position to a new employee, they provide a Welcome Letter via e-mail with a link to all the forms he/she will need to complete based on the In-Processing Checklists located on our homepage.  http://www.swf.usace.army.mil/swd-cpac/newform.asp#In_Processing_Checklists.   (See SAMPLE OF WELCOME LETTER THE CPAC EMAILS TO NEW EMPLOYEES below.)
b.  The Staffing Specialists also send instructions to the selectee regarding security clearance requirements.  This is now done through the Personnel Security Investigation Portal (PSIP). (See SAMPLE of e-mail sent to new employees regarding Security Investigation Procedures below.) 
c. The Staffing Specialist will notify the selecting supervisor and administrative officer regarding the reporting date of any new employee with a copy of the Commitment Checklist so plans can be made for in-processing.    

Actions to be taken by the individual responsible for in-processing new employees -
Check our website to ensure that you are using the latest version of the In-Processing Checklist and provide those forms to the employee or obtain the required forms from the employee if they have completed them as instructed in the CPAC welcome letter.  Hopefully most of the new employees will have chosen to complete the forms before entering on duty.    Don’t forget that reemployed annuitants will also need to complete “new employee” paperwork if they have a 3 day break in service or are being reemployed on a different type of appointment.
a. Be sure the employee has completed all required forms and signed and dated as needed.
b. Even though the employee is required to completed an OF-306, Declaration for Federal Employment ,  and e-mail or fax to the CPAC  prior to arriving for in-processing; he/she will need to bring a completed and signed (on line 17a) OF-306  upon arrival for in-processing.   If the employee fails to bring the completed and signed OF-306 when they arrive on their first day, then they must fill out and sign a new form to be submitted along with all the other in-processing paper work.  

c. Administer the Appointment Affidavit (SF-61).  As a general rule the employee should be asked to face the American Flag, raise their right hand, and repeat the oath of office after you.  This must be done prior to the employee starting their employment.    A new employee is not entitled to a Federal salary until this form has been completed.  Therefore, it is important that the oath be completed and the form signed by both the employee and the person who gives the oath on their first day of duty.    

d. It is highly recommended that all new employees review the information now available on the ABC-C website explaining all benefits programs for new employees prior to making their benefits elections.   Make sure to relay the importance of having all the facts before making benefits elections.   The ABC-C  website currently shows the following information:

	Announcements

	NOTICE! If you are a new or rehired employee hired on or after August 1, 2010, will have automatic TSP contributions of 3% of your salary withheld from your paycheck.
The New Employee Orientation Briefing is now on-line. Three versions of the briefing are available:
To view the briefing with the slides automatically advancing, select Automated Slide Show. (After opening the slide show, press F5 to activate.)
To advance the slides at your own pace, select Self-Paced Slide Show. (After opening the slide show, press F5 to activate.)
To view the briefing slides without the narration, select Slide Show for Use without Speakers, or for Hearing-impaired.


e. Mail all completed forms to:

SW Region Processing Center
ATTN: Bldg 301
301 Marshall Avenue
Fort Riley, KS 66442-5004.
We will continue to update this information as information and requirements change.   This guide will be available on our homepage under In-Processing Forms and revisions will be made as necessary.  http://www.swf.usace.army.mil/swd-cpac/inprocessing_form.asp
SAMPLE of welcome letter the CPAC e-mails to all new employees 
Dear (employee name),




 
(Date)
Welcome to the (enter District).  Congratulations on your new position.  Your position is a vital part of executing the mission of the (enter office/division).

To expedite processing on your first day, we highly recommend that you complete and print the required forms and bring them with you on your first day. The link below will take you to a checklist that contains all of the forms that need to be completed.  The forms can be completed online and printed or you can print out the blank forms and complete manually.
The link for the In-Processing Checklist is:

http://www.swf.usace.army.mil/swd-cpac/newform.asp#In_Processing_Checklists
(Please select the Employee Checklist that applies to you.)
For information about Army Civilian Benefits, please visit the following link:

https://www.abc.army.mil/NewEmployee/NewEmployeeInfo.htm
For beneficiary forms, please visit the following link:

https://www.abc.army.mil/Forms/BeneficiaryForms.htm
For information regarding the automatic 3% TSP deduction you will have taken from your salary visit the following link:  (Select applicable like below)

http://www.swf.usace.army.mil/swd-cpac/Worddoc/CSRSEmployeeTSPAutoEnrollLetter.pdf (CSRS)

http://www.swf.usace.army.mil/swd-cpac/Worddoc/FERSEmployeeTSPAutoEnrollLetter.pdf (FERS)

If you have any questions, please do not hesitate to contact Katie Blasingame by phone at 817-886-1172 or email at Katie.j.blasingame@us.army.mil.    We look forward to assisting you with the transition into your new position.  

Sincerely, 

Katie Blasingame

SWD Civilian Personnel Advisory Center                                                                                    819 Taylor St. RM 2A14                                                                                                               Fort Worth, TX 76102
817-886-1172
SAMPLE of email sent to all new employees regarding Security Investigation Procedures 
+
Dear Mr/Ms/Mrs________,

Welcome to the Southwestern Division, (enter District/Division).  You have been made a tentative job offer of (position title, series and grade).   Before a firm offer can be made and a date established for you to begin work, the following pre-employment requirements must be completed.

You will need to complete a Declaration for Federal Employment (form OF 306) and an Employment Eligibility Verification (Form I-9) - click the following link and select the forms to download http://www.swf.usace.army.mil/swd-cpac/forms/inprocessPERM.pdf.   Please email or fax the completed OF 306 and Form I-9 along with the documents that establishes both your identity and your employment authorization (see last page of the I-9 download for choices): a copy of one document from List A or a copy of one document from List B and one document from List C of the I-9 form to 817-886-6419 or 6418, Attn: Katie Blasingame.

You will also need to be fingerprinted.  You may have your fingerprints taken at the Fort Worth District Security Office at no cost to you.  Please call Lea Reyes at 817-886-1441 or Bob Eisenberg at 817-886-1442 for an appointment on Thursdays and Fridays between 0800-1230.  The office is closed after 1230.  (This information is replaced for whatever is appropriate for each District.)  If you reside near a military post, you can make arrangements to have fingerprints completed at a military Security Office.  Additionally, you may contact your local Sheriff’s Office or Police Station to see if they will complete your fingerprint card or recommend a location where this service is provided.  You will be responsible for any charges.  Please send me verification that the fingerprints have been taken electronically.  If the fingerprints are hard copy, please send 2 copies directly to our office at Southwestern Division CPAC, 819 Taylor Street, P.O. Box 17300, Fort Worth, TX  76102 by FedEx or Priority Mail.  Documents must be in our office by (5-day mark).

If you have any questions, please call me at the number below.   (Completed by CPAC)
SWD Civilian Personnel Advisory Center                                                                                         819 Taylor St. RM 2A14                                                                                                                   Fort Worth, TX 76102

817-886-1172

